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	Contact Person: Mary Feighney, Timetabling Officer

PH. 071 9137334
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e-mail feighney.mary@itsligo.ie



	Section1: Please tick the type of facility required (Tick all that apply)

	Lecture Theatre
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	Classroom
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	Computer Lab
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	Black Box
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	Hume Hall
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	A meeting Room
	
	Main Concourse
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	Library Concourse
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	Canteen
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	Car Park
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	Other (Please give details below)
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	Details of Your Event

	Expected numbers to attend
	

	Date (s) required
	

	Time (s) Required
	

	Proposed Activity/Room Use (Please give a brief overview)


	Section 2: Event Health and Safety

	In accordance with Health and Safety Legislation you must provide written documentation on how you will manage all aspects of health and safety for your event.

You must complete the “Event Health & Safety Form” attached and submit it with this booking form. Failure to do so will result in the booking being cancelled.

	Section 3: Insurance Cover (Third Party users or events)

	Please provide a copy of your insurance policy (noting public liability cover) and letter from your insurance company confirming the extension of the policy to cover the event and indemnifying the Institute of Technology, Sligo to a value of €6.5 million 

	Section 4: Event Organizer Contact Details and Confirmation of acceptance of terms and conditions

	Name of Company/Club/Organization
	
	Address for invoicing
	

	Telephone No
	
	
	

	Mobile Number
	
	Email
	

	I have read the terms and conditions attached to this form and confirm that I accept them

	Signature of Event Organizer
	

	Date
	


	For Office Use Only

	Documents
	Tick

	Receipt of completed Facilities booking Inquiry  Form
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	Receipt of completed Event Health and Safety Form
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	Event Health and Safety Form approved by IT Sligo H&S Officer 
	[image: image13.wmf]

	Receipt of Insurance cover where applicable
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	Booking is 
	Accepted
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	Rejected
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	Booking has been Confirmed with event organizer on what date
	

	Signature on Behalf of IT Sligo
	
	Date
	


	Terms and Conditions:

	1
	Booking enquires should be made as far in advance as possible to ensure availability

	2
	During the academic year, care should be taken to ensure that space booked does not clash with scheduled classes

	3
	The Event Safety Form must be submitted to IT Sligo no later than two weeks prior to the event or the booking will become null and void.

	4
	Your insurance and letter of indemnity for IT Sligo must be submitted no later than two weeks prior to the event or the booking will become null and void.

	5
	Facility rental will be agreed prior to booking; agreement should be confirmed by the event organizer by return of this form signed at section 4 above.

	6
	Session overruns will be charged at the hourly rate for each hour or part thereof over and above the time booked

	7
	Children brought onto campus for any reason must be supervised at all times by the adult (s) responsible (See Event Health and Safety form for supervision Ratio’s)

	8
	A non-refundable deposit of 20% of the room booking charge is required to secure the booking.

	9
	Occasionally due to unforeseeable circumstances, rooms may be subject to change after booking is confirmed and deposit paid.  Should this occur alternative accommodation will be offered, where available.

	10
	Special events can be catered for by contacting the Office above

	11
	Copy of Current Tax Clearance Cert (if applicable)

	12
	In general facilities can be booked for the hours the college is normally open, though exceptions can be made depending on the nature of the event

	COMPLETION OF THIS FORM DOES NOT CONFIRM ACCEPTANCE OF A BOOKING.  BOOKINGS WILL BE CONFIRMED (OR OTHER WISE) IN WRITING OR BY EMAIL

	Room Rates

	
	Per Hour
	½ Day/Evening
	Full Day

	Lecture Theatre
	€50
	€125
	€200

	Hume Hall
	€50
	€125
	€200

	Black Box
	€50
	€125
	€200

	Class room
	€20
	€50
	€80

	Computer Lab
	€50
	€125
	€200

	Reduced Rate Tariff – 20% of above rate
	Long Term Discount – 10% of Total Charge

	Charge Categories

	Commercial/Profit making organizations
	Full Rate

	College related/Student Groups
	No Charge

	Voluntary/Not for Profit Organizations
	Reduced Rate

	Conferences/Exhibitions/Special Events
	Please contact Head of Development and Business Operations  for details
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