Derry City and Strabane District Council Leisure Services
Booking Application Form

This form is used to book Derry City & Strabane District Council leisure & sports facilities. Bookings can be made for one off events or for block bookings over a series of dates. Additional information may be required depending on the nature of the booking. Feel free to contact the relevant Centre Reception to check availability of your request prior to completing & submitting this form. The act of submitting a form does not automatically guarantee that the requested facilities will be allocated to you.  If all is satisfactory, your booking will be subsequently confirmed in writing. If you fax, email or post a booking form and do not receive further communication from us, it is advisable to contact the centre to confirm receipt. Please note: Sports Hall and 5-aside pitch bookings will be based on 55 minutes and the centre may require you to be flexible in relation to set ups and take downs of other facility bookings. For courtesy purposes, please refrain from entering your booked activity area prior to your start time.  We ask that all bookings that are the last session of the day to pay for their booking in advance. 
	Name or Organisation
	

	Name of Centre you wish to Book
	

	Event or Proposed Use
	

	Single Booking

	Day
	Date
	Facilities Required 
(E.g. Main Hall, Activity Hall, Committee Room, Pitch etc)
	Time From
	Time To

	
	
	
	
	

	
	
	
	
	

	If your request is unavailable you will be contacted to discuss alternatives – please ensure you add a contact telephone number below

	Block Booking

	Day
	Date From
	Date To
	Facilities Required 

(E.g. Main Hall, Activity Hall, Committee Room, Pitch etc) 
	Time From
	Time To

	
	
	
	
	
	

	
	
	
	
	
	

	Please list any dates where you know you will not require facilities
	

	Will you require access to the booked facilities prior to the start time listed above? 

If yes, please state the time you want us to have the facility ready for you? If no, please write N/A
	

	Estimated no. of Participants?
	
	Estimated no. requiring Female Changing
	

	Estimated no. of Spectators?
	
	Estimated no. requiring Male Changing
	

	Equipment

	How many Chairs will you require?
	
	How many Tables will you require?
	

	Please tick to indicate  equipment required, note that each item may have an applicable hire charge and some items may not be available at your preferred site.
	TV
	
	Exercise Equipment
	
	Projector
	

	
	Projector Screen
	
	Microphone
	
	PA/Sound System
	

	
	Water Boiler
	
	Laptop
	
	Other Please State Below
	

	Other Equipment: 




	Payment

	Payment Options
	Payment in advance.
	Pay on the night of booking.
	Payment by invoice.

(Authorised bookings only)

	Please outline your anticipated method of payment. Please tick as appropriate
	
	
	

	Invoice Address

If applicable please outline the name and address you would like your invoice sent to.
	Name:__________________________________________________

Address:________________________________________________

Post Code:______________________________________________


	General Information

	DCSDC Facility Hire Policy, Terms & Conditions.
	All hirers must abide by the terms and conditions of hire as outlined in the Councils facility hire policy. It is the hires responsibility to ensure they have read and understand these terms and conditions of use. You can view the facility hire policy at www.derrystrabane.com/leisure. 

	Child Protection
	If a group/club/ or individual books more than one session at any one time, or books a special event, for an activity that includes children (i.e. anyone under the age of 18), they must produce and submit an up-to-date (less than 3 years old) Child Protection Policy prior to the commencement of their booking. Intended for casual use, Derry City & Strabane District Council has a Child Protection Policy which you must abide by when using our facilities. Should you have any concerns about a child/children please report these to a member of centre staff. You can view the Council child protection policy at www.derrystrabane.com/leisure.

	Safeguarding Children and Vulnerable Adults
	You are strongly advised to carry out Access NI vetting checks on prospective employees and volunteers whose normal duties include teaching, training, care, supervision, advice or transportation of children and vulnerable adults. You will commit an offence if you knowingly employ a disqualified person to work/supervise children. As part of your booking you may be required to submit a recent Access NI check(s) for our records. For further information please visit www.nidirect.gov.uk/accessni 

	Public Liability Insurance
	As part of the terms and conditions of your hire, you may be required to submit a copy of your public liability insurance (If requested) which must carry a minimum liability threshold of £2million. All hires must refer to the Councils facility hire policy for further details. 

	Risk Assessments
	As part of your block booking or special event you may be required to submit an activity risk assessment. For further information please visit www.hseni.gov.uk/articles/risk-assessment.

	Coaching Qualifications 
	If tuition/instruction is given throughout the booking, you will be required to produce a recognised coaching qualification 

	Evacuation of Persons with Special Needs and/or a Disability
	Please let us know if you, a member or members of your group have a disability or special needs which may affect your/their ability to evacuate the premises. This can be done by informing reception on your arrival.


	Declaration                                                                                                   Please Tick as Appropriate 

	
	Yes
	No

	I have read the Councils facility hire policy and will ensure my group, club and organisation adhere to the terms and conditions of use set out in this policy.  
	
	

	I have submitted a recent Child Protection Policy for my group, club, or organisation and completed the Child Protection declaration form as required.
	
	

	I have read and understand my safeguarding responsibilities and submitted a recent Access NI check(s) as required
	
	

	I have submitted a copy of my group, club or organisations Public Liability insurance as required. 
	
	

	I have submitted coaching qualifications and risk assessments where required
	
	

	I have submitted an activity risk assessment
	
	

	I acknowledge that this is merely an application for use and will not assume the facilities have been booked until I receive written confirmation.
	
	

	Name
	
	Signature
	

	Address 
	
	Position within Organisation
	

	Email
	
	Date
	

	Postcode
	
	Contact Tel Number(s)
	Day
	Evening



	Office Use Only

	Date Received
	
	Received By
	


