Booking of Indoor Facilities, Sport & Physical Activity 2008- 09
Termly  Bookings

Booking a court or pitch

· The group making a booking will nominate a representative with whom Sport & Physical Activity will liaise regarding bookings.

· Sport & Physical Activity will be provided with the representative’s name, telephone number(s) and email address.

· Additional names may be added to the list of contacts for the group so that, for example, in the event of a cancellation, Sport & Physical Activity will be more likely to be able to contact the group

· The representative will be notified by post or by email of the group’s booking(s) for the following term at least one month before the start of that term.

· The representative is required to confirm in writing (email, letter, or fax) that the group wishes to take the booking offered at least 21 days in advance of the commencement of the booking period

· In the case of block bookings by members/groups of the University, all attendees must present their Student/Sports User on every visit to the facilities, or pay £4.00 per visit.

· All sports users must have their cards with them at all times whilst using the facilities, or the receipt for the £4.00 payment.

· The group representative or his/her nominee must notify the Reception of their arrival.
· The group should be aware that the putting up and taking down of equipment is included in their booking time. We ask that all users leave the court promptly as a courtesy to the other users.

Payment for the booking
· Where there is a fee to be paid, the full cost of the pitch or court must be paid before the time of playing.
· Where the group qualifies for a free booking by virtue of being a recognised University group of Sports Users, anyone taking part  will need to be a Sports User Card member or pay £4 on entry. 

· Random checks will be undertaken to ensure that this condition is adhered to; any group found to be abusing the membership system will lose their entitlement  to a block booking

Cancellation of a booking
By Sport & Physical Activity:

· Should the need arise for Sport & Physical Activity to cancel your booking we will endeavour to give the group as much notice as possible. In such circumstances, no charge will be made

· Sport & Physical Activity reserves the right to cancel fixtures in the event of the pitch/playing areas being unfit for play. 

By the hirer

· A minimum of 48hrs notice is required for the cancellation of a booking, without charge to the group.
· If a group fails to attend for a booking without such advance notification, the group will be invoiced for the full amount of the external hire cost of the booking, regardless of whether the group is an internal University group or an external group. 

· Sport & Physical Activity reserve the right to cancel the booking if a group repeatedly fails to attend.
Any queries regarding these terms and conditions should be directed to Mr W. Butterworth, Sport & Physical Activity, Sports Centre, University of Leeds, LS2 9JT; email w.j.c.butterworth@leeds.ac.uk; Tel 0113 3434921
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