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Conference and Training Centre Booking Form

	APPLICANT
	INVOICING  Purchase Order No
	
	

	Contact name: 
	Name:   
	
	

	Name of organisation:
	Address: 
	
	

	Address: 
	
	
	

	                
	

	
	

	
	Email of person being invoiced:
	
	

	
	
	
	

	
	
	
	

	
	             How did you hear about us?
	
	

	Tel: 
	      
Word of mouth
	
	

	Fax:
	
Used facility before
	
	

	Email:
	
Web site
	
	

	
	
	
	

	YOUR EVENT 
	Is your organisation a charity?    Y/N
	

	Date of your event: 
	Start time: 

	Finish time :
	What time do you require access to the building

	Approx. no. of delegates:
	Are breakout rooms required (if yes, how many):

	Is catering required: 
	Are tea, coffee & biscuits required: no

	
	

	SEATING STYLE
	
	
	

	Theatre/Conference
	
	Circle
	
	Board Room
	
	Cabaret
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	EQUIPMENT REQUIRED
	
	
	
	

	Media Projector
	
	Laptop
	
	OHP
	
	TV/Video/DVD
	
	CD Player
	

	PA system
	
	Flip Chart
	
	Beds/Hoists
	
	Floor Mats
	
	
	

	

	DECLARATION
	
	
	
	

	I agree to be bound by the conditions of Let overleaf, and the Scale of Charges.   I understand that, when I receive the Confirmation, it shall be a binding acceptance of the offer.

	Signed:

	Date:


Please return this form by email to: reception@thistle.org.uk
Or by post to: Wighton House Reception, The Thistle Foundation, Niddrie Mains Road,    

                       Edinburgh, EH16 4EA
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REGULATIONS AND CONDITIONS APPLICABLE TO FACILITY HIRES

	1.

In these conditions and in the Scale of Charges and Application


for let annexed here to:

(a)
The expression "the Facility" means the Thistle Foundation’s Wighton House Conference and Training Facility and all the buildings and all outside ground facilities, toilets, and all other rooms and facilities used and occupied in connection therewith together with the equipment fixtures and fittings belonging to the premises but this expression does not imply that the Hirer has the right of use of all such ground facilities or equipment but only those which the Manager may allocate to him/her in accordance with the confirmation of booking.

2.
The Thistle Foundation hereby leases and authorises the Hirer, his/her servants and agents and all persons duly authorised by him/her to enter upon and use that portion of the Facility specified on the Application for let for the purpose and during the times indicated therein. The Thistle Foundation reserves the right to refuse any Applications for let.

3.
The Hirer shall pay to the Thistle Foundation the appropriate charge or charges set out in the Scale of Charges for the time being in force. Any addition of occupancy in excess of the time specified for hire may be subject to an additional charge. This hire agreement may be subject to alterations and increased charges as and when approved by the Thistle Foundation.

4.
The Hirer undertakes:

      (a)    To manage and conduct the Facility so that nothing shall   be  done to injure the reputation of the Facility or offend against any statute or statutory regulations or any regulations of the Thistle Foundation in any way and not to do or permit or suffer any act or thing which may in any way imperil any licence granted or any insurance effected in respect of the Facility.

     (b)
To arrange and be responsible for admission, organisation and running of the particular event or events in respect of which the Facility has been let. In the event of specific help being given by the Thistle Foundation by special arrangements in this regard no responsibility is acceptable to the Thistle Foundation for the running of any event which remains the Hirer's responsibility.

     (c)
To supervise and control all vehicles, delegates, visitors and officials and their entry to and exit from the Facility and in particular to keep spectators restricted to those areas designated for their use. Special instructions will be given depending on the particular booking which must be complied with by the Hirer.

      (d)
     To leave the Facility in good repair and undeteriorated


      condition of the termination period let.

      (e)
To provide a proper number of officials, to ensure compliance with the conditions, the safety of all persons in the Facilities.

       (f)
      Not to assign the benefit of the agreement to let or any

part there of without the written consent of the Thistle Foundation.

      (g) 
Not to admit or permit or suffer to be admitted any dogs, cats or other pets to the Facility, except by prior arrangement.

       (h)
To pay the Thistle Foundation on demand the cost of repairing or making good any damage to the Facility (fair wear and tear accepted) howsoever caused arising out of or incidental to the letting and the cost of replacing howsoever lost any item of equipment included in the let.

        (i)   To be responsible for and to indemnify the Thistle Foundation against all claims, actions, demands, costs and proceedings arising out of or incidental to the letting and the cost of replacing howsoever lost any item of equipment included in the let.
	      (j)  If so required by the Thistle Foundation adequately to insure against Third party employers and occupier's liability on the terms of the foregoing clause in some insurance company approved by the Thistle Foundation and to produce such insurance policy to the manager for the time being of the Thistle Foundation for their inspection.

 (k)
To permit the Thistle Foundation staff at all times to enter and  view the arrangements made for the proper supervision thereof.

      (l) 
Not to conduct or permit or suffer to be conducted in the

 Facility any collection, game of chance, sweepstake, lottery or

 betting of any kind whatsoever, without the previous consent

    in writing of the Thistle Foundation.

    (m)  Not to erect or permit or suffer to be erected in the Facility      any tent, marquee, hut or stall of any kind whatsoever, without the previous consent in writing of the Thistle Foundation.

     (n)
To permit the Facility Manager (or a member of his/her staff) in  
his/her absolute discretion to refuse admission of or to evict 
any person from the Facility.

     (o)   
Not to use the Facility for any purpose except that specified on


   the Application for let.

     (p)  Not to affix or place or permit or suffer to be affixed or placed  
any bills, boardings, notice boards, placards or advertisements 
on the exterior of the Facility or in any position in front thereof 
without the previous consent in writing of the Thistle 
Foundation or issue, publish, exhibit or permit or suffer to be 
issued, published or exhibited any posters, pamphlets, bills or 
advertisements without such consent.

5.   The Thistle Foundation undertakes to keep the Facility properly    
lit and heated during the duration of any period of let unless 
prevented from doing so by causes beyond the control of the  
Thistle Foundation.

6.  The total let charge or the total remaining unpaid shall be          invoiced within 28 working days and payable within 14 days and payable on demand in respect of any period or periods of let and failure to make such payment within three days of the demand shall be deemed a breach of condition 8 thereof.

7.
   If the Hirer cancels the reservation of the Facility which he has 
 leased on an occasional (single) let the deposit paid by the     
 Hirer shall be retained by the Thistle Foundation and unless the   
 Hirer has given notice in writing to the Manager at least 4 weeks   
 before the date of the Let the Hirer shall be liable to pay the 
 whole or the balance of the Let charge as appropriate. in the 
 event of the Thistle Foundation rehiring the let, the hirer will 
 retrieve the 50% deposit

8.
 If any of the conditions and stipulations on the Hirer's part herein contained shall not be performed or observed or if the Hirer shall not enter upon the Facility in pursuance of the agreement to let, the Thistle Foundation may at any time thereafter renter upon the agreement to let. Any deposit paid in respect of such let shall be retained by the Thistle Foundation but without prejudice to any claim the Thistle Foundation may have against the Hirer in respect of any such breach of the said conditions or stipulations.
9.      Any catering ordered by the Hirer, from The Garden Café and  

         subsequently  cancelled within 5 days will incur a charge of 50%

         of full cost. Cancellation within 2 days will incur a charge of 

         100% of cost.


