Willowbrook Leisure Centre Booking Form – March  2023 version
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WILLOWBROOK LEISURE CENTRE
BOOKING FORM 
For Bookings 1st April 2023 
	OFFICE USE ONLY
	
	

	DATE Received:
	Entered on Riatas:
	Received By:


	Contact Details

	name of Organisation:
	AA Code:

	name of person hiring: 

	Billing address: 
postcode:    

	Phone: 
	email: 


	Event Details


	date(s) of events: 

	event title: 
	type of event: 

	Approx. no. of attendees: 

	room(s) required
	time you require access to room
	
	
	   Office use only

	
	from
	to
	
	
	
	
	
	deposit paid

	Sports Hall  
	
	
	
	
	
	
	£

	Studio 1 

	
	
	
	
	
	
	£

	Studio 2 
	
	
	
	
	
	
	£

	Studio 3 
	
	
	
	
	
	
	£

	Main Kitchen 
	
	
	
	
	
	
	
	£

	Function Room Kitchen
	
	
	
	
	
	
	
	£

	Function Room
	
	
	
	
	
	
	
	£

	Outside Changing rooms 3&4
	
	
	
	
	
	
	
	£

	When selecting a room, please note the hire period runs from the time of access to the time of departure. Provision must be made for the set up and dismantling of the event. This is normally 30 minutes either side of the booking. If you are unsure please speak to a member of the team for further advice when making booking.


Room Hire Prices

[image: image1.png]Space Day Time Evening and
8am — 4pm Weekend
Main hall £40 £50
Half hall £22 £30
Court £12 £15
Studio 1 £20 £25
Studio 2 £10 £15
Studio 3 £20 £25
Function Space £15 £25
Kitchen £10 £12
Whole Centre £125 £150

(exclusive use)





Optional Extras 
	Urn
	£3.00

	Cup Hire
	£0.25

	Football Hire
	£1.00

	Racket Hire
	£1.00


Terms & Conditions – amended due to COVID-19 health and safety measures.
Arrival Date means the first date that you will arrive at the The Venue for the Event or Booking, as specified in the Booking Form.
Client, You or your means the person or legal entity responsible for commissioning and payment of the Event/ Booking, as specified in the Booking Form.
Event means the booking using an area of our event space, public space, facilities AND/OR food and beverage (“F&B”), specific details of which are set forth in the Booking Form – AMENDED DURING PANDEMIC
Booking Form means the portion of this agreement that sets out the details of the Event (as produced by our appropriate BOOKING sales system)
Booking Form Issue Date means the date that this agreement is sent by us to you, as set out in the Booking Form.
Event Planner means the person named as the organiser in the Booking Form / registered as the customer on the system 
The Venue, we, our or us means the entity who owns the The Venue where the Event will take place, as set out in the Booking Form.
Schedule of Events means an appendix to the Booking Form that sets out additional specific details of an Event.
Standard Terms and Conditions mean the following terms and conditions that supplement the Booking Form.
All rates are quoted in POUNDS STERLING (£).

1. OPTION DATE

1.1. You are requested to review, sign and return this agreement to us within 7 days of the Booking Form Issue Date. Payment in advance will secure your booking – or a deposit for events over £150. We reserve the right to release your reserved rooms and facilities, or to review our rates, if we do not receive your signed agreement by the applicable due date – or payment is not forthcoming. 
2. TERMS OF PAYMENT

2.1. Payment is in advance for all bookings under £150. Bookings over £150 require a 30% deposit to secure the room and the balance paid 30 days before the hire. Failure to pay the balance means the room is available for re-letting. The deposit will not be returned unless you cancel at least 30 days prior to the event. 
2.2. all charges can be paid by a major credit card that we accept. 
2.3. As a condition for us to accept your credit card as an approved form of payment for your master account charges, you agree to abide by the dispute resolution procedures described in this agreement below, which require that any disputes that you may wish to raise with respect to any master account charges must first be addressed directly by you to the Civic Hall, in which case the parties agree to work in good faith to resolve any such disputed invoices in a timely manner. For the avoidance of doubt, you agree that you will not avail yourself of your credit card issuer’s procedures for receiving a temporary credit for disputed charges arising from your credit card transactions with us (commonly referred to as a “chargeback”).

2.4. We reserve the right to check your credit status at any time before the commencement of the Event, and we reserve the right to increase the amount of deposits and/or pre-payments should there be a negative change in your financial status.  You expressly consent to our conducting any such credit checks. 

2.5. Accounts 30 days past due will be charged interest at a rate of 4% above the Barclays base rate (or any local base rate equivalent) per month or the maximum rate allowable under applicable law or regulation (whichever is lower).  If any charges are disputed in good faith, then you agree to pay us all undisputed amounts within 30 days of invoice date. The parties will then agree to work in good faith to resolve the disputed invoiced charges in a timely manner, and you agree to pay the remainder immediately upon resolution of the dispute. 
3. ADDITIONAL SPEND

3.1. You shall pay us for any food and beverages and other services not expressly set out in the Booking Form but made available on request by or on behalf of you during the Event. On or before the Arrival Date, you will confirm to us in writing the names of those persons who you have authorised to sanction additional spend at the Event over and above the contracted amounts. All our records for additional spend (meeting room rental, audio/visual equipment, flipcharts, food and beverage functions and other incidentals) will be presented to one of your authorised signatures to be checked and signed on a daily basis as appropriate. 

4. OUTSIDE FOOD AND BEVERAGE

4.1. You may not bring any outside food or drink into our Didcot Civic Hall for use during your functions/meetings, unless agreed by us in writing and in advance of the Event. 
4.2. We will require a copy of the outside caterers insurance, Hygiene Certificates and Qualifications. If they fail to provide adequate documentation then they will not be able to provide services on site.
5. DELIVERIES –

5.1. Arrangements for delivery of packages should be made through DTC staff.  Receiving, handling and shipping charges may apply.  No packages will be accepted by us that require us to pay shipping costs.  Deliveries will only be accepted within 48 hours prior to your Arrival Date, unless otherwise agreed by us in advance.  All deliveries must be correctly labelled as per our guidelines. To the fullest extent permitted by applicable law, we shall not be responsible for any damage to or loss of your packages. 
6.  CANCELLATION AND PERFORMANCE POLICIES 
6.1. The rates and concessions offered by us in the Booking Form are based in part upon the total revenue anticipated by us from your agreement to use and pay for the meeting rooms and functions as listed in the Event Agreement. You guarantee that your Event will provide the Total Anticipated Revenue.   You agree and understand that in the event of a full cancellation or lack of performance by you, we will have lost the opportunity to offer your unused facilities to others either individually or as part of another block and we will incur additional costs in attempting to re-sell inventory that was already sold to you. 

6.2. As our actual damages would be difficult to determine, you agree to pay to us reasonable liquidated damages, for full cancellation or lack of performance as described in the following clauses. The parties agree that the liquidated damages clauses provided for in this agreement are a reasonable effort by the parties to agree in advance on the damages that we will suffer due to full cancellation or lack of performance. 
6.3. Full Cancellation 
6.3.1. Should you cancel your Event for any reason, including changing your meeting/function site to another venue, you agree to pay us the applicable full cancellation damages. The full cancellation damages will be calculated as a percentage, based on the date of cancellation and the number of total guests listed below.
6.3.2. All notices of cancellation must be in writing and will take effect from the date of our receipt of your notice and the minimum numbers guarantees listed below.
7. CANCELLATION FOR CAUSE 

7.1. In addition to any other legal rights and remedies available to us under applicable laws, we may cancel your Event and this agreement without liability under any of the following circumstances:

7.1.1. If we become aware of any deterioration in your financial situation such that we reasonably consider that you may not be in a position to fulfil your express obligations under the terms of this agreement. 

7.1.2. If advance payments or deposits are not paid on a timely basis.

7.1.3. If you, or any of your employees, agents, sub-contractors or officers, commit any illegal act, or act in such a way as is likely to adversely affect the reputation of the Venue. 

7.1.4. For other reasons if we reasonably believe it is necessary to do so in order for us to comply with our obligations under applicable laws or regulations including Covid 19.  

7.2 In the event that we cancel your Event for cause as provided for under this clause, then we will be entitled to the Event cancellation damages as provided in the agreement.  
7.3 There maybe a need to cancel your event to meet the legal obligation or other obligation this includes for elections, bank holidays, legal closed days, under Government or other authority request.
8. INSURANCE 

8.1. You will obtain and keep in force the appropriate insurance reasonably commensurate with all activities arising from or connected to your Event, including, but not limited to, insurance affording coverage for public liability and property damage.  Upon request, you agree to provide us with a certificate or proof of such insurance.

8.2. Please note that obtaining and maintaining appropriate insurance protects you by providing coverage to you by paying the Venue for damages that occur during your Event and which you would otherwise be required to pay under the indemnification clause.  For information only, single event insurance (sometimes called “private event insurance” or “special event insurance”) may be available for purchase at reasonable rates, including from reputable online insurance providers.  When purchasing single event insurance, you should select public liability and property damage coverage.

8.3. You may, at your option, purchase insurance to cover your personal property, including decorations, special objects and other property. We have no insurance for, and to the fullest extent permitted by applicable law, we shall not be responsible for, any damage to or loss of your property.  You accept the responsibility to insure the above- mentioned property.

9. LIMIT OF LIABILITY 
9.1. Nothing in this agreement is intended nor shall it be construed as an attempt by any party to exclude or limit its liability for any liability which cannot be excluded or limited under applicable law, including without limitation its liability for death or personal injury caused by its negligence or for its fraud or misrepresentation.

9.2. Notwithstanding any other term of this agreement, our aggregate liability arising out of or related to this agreement, whether for breach of contract, warranty or undertaking or under any indemnity, in tort, for negligence or otherwise shall not at any time exceed the Total Anticipated Revenue as set out in the Event Agreement.

10. Outside Contractors

10.1. Should you elect to utilise outside contractors or sub-contractors on our Venue premises during your Event, you must notify us of your intention to use such providers at least 30 calendar days before your Arrival Date.  
10.2. Your outside contractors must adhere to our reasonable rules (including but not limited to health and safety regulations and rules).  We reserve the right, at our sole discretion, to require any outside contractor to be removed from our Didcot Town Council premises should the outside contractor fail to abide by our rules or applicable laws and regulations – including an additional measures due to Covid 19. 

10.3. External Contractor must provide proof of insurance in amounts acceptable to us (amounts and types of insurance to be determined in our sole discretion based on the type of services the outside contractor will be providing) before the outside contractor will be allowed to provide services on our Civic Hall premises.
10.4. External Contractors must provide proof of there qualification to provide the expected service as well as appropriate documentation to support there proposed working practices.  

10.5. We reserve the right to charge additional fees based on your specific needs, including but not limited to, labour surcharge for audio/visual and electrical requirements, banner hanging, sign making, and electrical power. Should you require any rigging services for your Event, all such services must be arranged through the in-house audio/visual provider of Didcot Town Council and you will be responsible for all associated costs.  
11. SECURITY 

11.1. If required, at our sole discretion, to maintain adequate security measures considering the size and/or nature of your Event, you will provide, at your expense, security personnel supplied by a reputable licensed security agency doing business in the authority in which we are located, which agency will be subject to our prior approval. Such security personnel may not carry weapons and shall comply with local laws applicable to such security personnel. 

11.2. At our sole discretion, we may require that your security agency (i) sign an indemnification and insurance agreement in the form currently in use at the Venue for security agencies, and (ii) provide proof of insurance in amounts acceptable to us before the security personnel will be allowed to provide services on our Civic Hall premises. 

12. PROMOTIONAL CONSIDERATIONS

12.1. We have the right to review and approve any advertisements or promotional materials in connection with your Event that specifically reference the name of the Didcot Town Council or a name or logo owned by a subsidiary of Didcot Town Council. You agree that we may share your Event and Planner information with our third-party providers who offer support services to groups holding meetings/functions at Didcot Town Councils Properties, including audio/visual services, decorators, florists, and others.  
13. IMPOSSIBILITY

13.1. Neither party shall be responsible for failure to perform this agreement if circumstances beyond their reasonable control (including, but not limited to, acts of God, governmental authority, declared war in the country in which the Didcot Town Councils Properties are located, or terrorist attacks in the city in which the Venue is located) make it illegal or impossible for us to hold the Event. The affected party may terminate this agreement without liability upon providing written notice to the other party within ten (10) days of any such occurrence including Covid 19. 
13.2. If the Event is properly cancelled by you due to a valid Impossibility occurrence as described above, then upon your written request, we agree to refund to you all prepaid deposits or advance payments paid by you to us without penalty, less any expenses we have incurred in preparation for the Event.

14. GOVERNING LAW AND DISPUTE RESOLUTION

14.1. The parties agree to use their commercially reasonable efforts to informally and timely resolve any dispute concerning any matter related to this agreement by presenting the dispute to senior representatives of each party for their discussion and possible resolution in the order set forth herein; provided, however, a dispute relating to infringement of intellectual property rights shall not be subject to this provision.  All negotiations pursuant to this clause are confidential and shall be treated as compromise and settlement negotiations for purposes of applicable rules of evidence. If within a period of thirty (30) calendar days after submission of a disputed matter in accordance with this clause, the respective senior representatives are unable to agree upon a resolution of such dispute, then either party may give notice to the other party of its intention to pursue arbitration.   
15. COLLECTION / LEGAL FEES

15.1. The parties agree that in the event that any dispute arises in any way relating to or arising out of this agreement, the prevailing party in any arbitration or court proceeding will be entitled to recover an award of its legal fees and costs, plus pre and post judgment interest.  
15.2. If we retain the services of a collection agency or legal representative to assist in the collection of any amounts due to us under this agreement, you will pay all expenses incurred by us in such collection efforts.
16. SUCCESSORS AND ASSIGNS

16.1. The commitments made by you will be binding on your successors and assigns.  If you assign, sell, convey, pledge or otherwise dispose of all or all of your assets (collectively referred to as an "assignment"), by operation of law or otherwise, this agreement and the obligations herein must also be assigned to and assumed by the successor organisation, subject to our approval.  In the event such an assignment is contemplated, and at least 30 days in advance of the planned close of the assignment transaction, you agree to notify us of the entities involved.  We will thereafter have 20 days in which to notify you whether such intended assignment is approved. 

17. DAMAGE TO THE VENUE

17.1. Further, the facilities contracted in the Event Agreement, including the meeting rooms, are for your exclusive use. You acknowledge and agree that this agreement does not otherwise permit you to sell or re-sell any of our facilities in any way.
17.2. Damage to the Venue - it is the hirer(s) responsibility to protect the venue during a period of hire. The hirer(s) shall undertake to ensure (so far as is practicable) that no loss, damage, defacement or destruction is caused to any Council-owned equipment, materials, facilities or natural features. If any damage occurs or is sustained during a period of hire (other than damage or destruction which in the opinion of the Council could not reasonably have been prevented) the hirer(s) shall further undertake to reimburse the Council with any costs that might necessarily be incurred by the Council in the repair, replacement, cleaning or reinstatement required as a result of the actions of any persons attending or participating in the event. In particular but without prejudice to the foregoing: 

17.3. The hirer(s) shall ensure that no nails, screws, etc. are driven into any part of the venue. No permanent fixing may be attached to the fabric of the building. 

17.4. The hirer(s) shall not bring, place, or erect any sign, furniture, fitting, or structure nor place or fix any additional decorative lighting in or on any parts of the venue without the prior written consent from the Council. 
17.5. All items of stock, display material or any item whatsoever used by the hirer(s) must be removed at the end of the hire period. The venue must be left in a clean and tidy condition (i.e., as found). All foodstuffs, litter and rubbish must be removed at the end of an event and placed in suitable litter receptacles. Staining to the floors and windows must be adequately cleaned. Additional charges at £40.00 per hour plus material costs will be applied and invoiced separately if the venue is left in an unsatisfactory condition. 
17.6. The hirer(s) shall not interfere with or make any alteration to the layout or arrangement of the venue without the prior consent of the Council. Any equipment used (subject to permission) must be returned to its original position. 

17.7. The hirer(s) shall ensure that no alterations or additions to any electrical installations are made. 

18. MISCELLANEOUS

18.1. The parties agree that for purposes of this agreement and any amendment or modification thereto, or for any other notice or communication between the parties, signatures sent or received by email with a scanned document with signature attached or by facsimile transmission will be considered as enforceable and valid as an original signature by the party signing.  

18.2. The effective date of communications between the parties will be determined as follows: (1) Communications sent by courier will be effective as of the date of receipt as evidenced by the courier company;  (2) Communications sent by first class mail (or local equivalent), recorded delivery or registered post shall be effective as of 9:30 a.m. on the second clear day after the date of posting; (3) Communications sent via facsimile will be considered effective as of the date and time on the facsimile confirmation sheet retained by the sender; and (4) Communications sent by email will be effective as of the date sent. 

Any provision in this agreement that is held to be illegal or unenforceable in any authority shall be ineffective to the extent of such illegality or unenforceability without invalidating the remaining provisions of this agreement, and any such illegal or unenforceable provision shall be deemed to be restated to reflect as close as possible to the original intentions of the parties in accordance with applicable law. The parties agree that the laws of the UK shall govern this agreement.

All personal data processed as part of this agreement shall be processed in accordance with the General Data Protection Act 2018 (‘GDPR’). As far as Didcot Town Council processes personal data on your behalf it will only act on your written instructions (unless required by law to act without such instruction); ensure that all people processing the data are subject to the duty of confidence; act appropriately to ensure security of processing and delete or return all personal data as requested at the end of the contract. Both parties agree to assist each other in meeting GDPR obligations in relation to allowing data subjects the right to access their data and exercise their rights under GDPR, to ensure obligations relating to the security of processing are complied with and to submit to audits and inspections to ensure both are meeting their obligations under GDPR.

19. noise pollution

19.1. Any event that finishes after 11pm must respect our neighbours and the noise levels in accordance with the law.

19.2. There is no admittance or re-admittance to the Didcot Civic Hall after 11pm. For some performances, a no-re-admission policy will operate throughout, please check on arrival at the venue.

19.3. Fire doors in the Main Hall cannot be open at any time without supervision of the manager in duty.

19.4. All external doors must remain closed after 10pm.

Nothing within this agreement relieves either party from their own direct responsibilities and liabilities under GDPR

The failure by a party to enforce any term or condition of this agreement does not waive that party’s right to enforce that or any other term or condition at any time.

PLEASE SIGN THE FOLLOWING SHEET

	ACCEPTED AND AGREED: 


	By: 
 
Signature
Name: 

Title: 

Dated:






	


Office use: Date of booking; time and room hired – please complete.
_________________________________________________________________________________

2

