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SPORTS BOOKING FORM



	DATE
	TIME FROM


	TIME TO


	SET UP REQUIREMENTS



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	











Name of club/organisation: ………………………………………………………………………………………………





Booking title: …………………………………………………………………………………...  Scuba ref: ...............














INVOICING INFORMATION





Name: ………………………………………………………………..





Position: …………………………………………………..………..





Address: …………………………………………………………….


…………………………………………………………………………..





Postcode: …………………………………………………………..





E-mail address:* …………………………………………………





Contact number: ………………………………………………..





Purchase order: ………….………………………………………





*This is required for invoicing purposes





BOOKING CONTACT INFORMATION





Name: …………………………………………………………………….





Position: …………………………………………………………………





Address: …………………………………………………………………


…………………………………………………………………………..……





Postcode: ……………………………………………………………….





E-mail address: ……………………………………………………….





Contact number: .……………………………………………………





INDOOR						OUTDOOR


□ Studio 1     □ Studio 2				□ Full all-weather pitch


□ Arena ( 1 | 2 | 3 | 4 | 5 | 6 | 7 | 8 ) 			□ Half all-weather pitch


□ Main pool ( 1 | 2 | 3 | 4 | 5 | 6 )				□ Infield pitch


□ Leisure pool						□ Athletics track


□ Squash courts ( 1 | 2 | 3 )				□ Outfield full size pitch ( 1 | 2 )


□ Climbing wall					□ Outfield 9-a-side pitch ( 1 | 2 )


□ Bouldering wall					□ Outfield 7-a-side pitch ( 1 | 2 | 3 | 4 )


□ Strength and conditioning area			□ Unmarked pitch











	


	   	


						


						


						

















EQUIPMENT & SET UP


□ Rebound boards	


□ Green curtain


□ Goals			Type: ………………..


□ Bibs: yes / no		No. required: ………


□ Balls: yes / no		No. & type ………………..


□ Cones: yes / no		No. required: ………


□ Floor seating: yes / no


□ Bleacher seating: yes / no


□ Athletics equipment (please list in additional equipment)








OUTDOOR


□ Pitch markings: yes / no


□ Outfield pitch unlined – adult training


□ Outfield pitch lined – adult match


□ Outfield pitch unlined – junior training


□ Outfield pitch lined – junior match








Additional equipment: …………………………………………..


………………………………………………………………………….…………………………………………………………………………….……………………………………………………………………………………….


……………………………………………………………………




















SQUASH COURTS


□ Singles


□ Doubles


□ Tournament








SWIMMING POOL


□ Starting blocks		No. required: …….……


□ Turning pads		No. required: ………….


□ Additional poolside seating No required: …..………


□ Electronic timing equipment


□ Backstroke flags


□ PA system








ATTENDANCE NUMBERS





Please indicate estimated numbers attending:


Participants: ……………….	Officials: ……………….	Spectators: ……………….





In order to provide accurate centre usage figures to Orkney Islands Council, sportscotland and potential funders, we request that all clubs send through session attendance figures.


These figures need to be split by session into U18’s and 18+ (including coaches/spectators) and sent to � HYPERLINK "mailto:Bookings@pickaquoy.com" �Bookings@pickaquoy.com� either weekly, or after each session.





COVID OFFICER





Does your club have a COVID Officer? Yes / No


Have you provided a risk assessment? Yes / No





COVID Officer name: ……………….……………..………


COVID Officer contact no.: ……...…………….……………





Copies of documentation are required to be held on file, please send a copy of all COVID training certificates along with your booking form





CHILD PROTECTION POLICY & OFFICER








Does your club have a child protection policy and officer in place?  Yes / No


CPO name: ……………………………………………………


CPO contact no. : ……………..…………………………………





Please provide details of club/group insurance held:


Policy provider: ……………………………………….………...…………


Policy number: …..…………………………………………………………





Copies of documentation may be requested to be held on file





PAYMENT TERMS





• The Pickaquoy Centre Trust operates a 30 day payment term policy


• Invoices are issued at the end of every month and statements are emailed on a weekly basis – please check your ‘junk box’ regularly.  If you have a query regarding your invoice and/or statement please contact a member of the Bookings Team as soon as possible: � HYPERLINK "mailto:Bookings@pickaquoy.com" �Bookings@pickaquoy.com�


• No further bookings will be accepted until your account balance is cleared.





Please return your completed form to: � HYPERLINK "mailto:Bookings@pickaquoy.com" �Bookings@pickaquoy.com�





All bookings are only confirmed when you receive confirmation from the Centre.








DECLARATION





I have read and understood the conditions of hire and agree to abide by them.


• I understand that my application is provisional, subject to available facilities, until I receive a booking confirmation sheet from The Pickaquoy Centre Trust.


• I understand that if I cancel with less than 7 days’ notice, I will be charged in full.





Signed: …………………………………………………………………………





Print: ………………………………………………………………………………………..





Date: ………./………./……….














VAT RULES


Taken from https://www.gov.uk/guidance/vat-on-land-and-property-notice-742





Sports facilities and physical recreation


5.1 The basic VAT position


If you let facilities for playing any sport or for taking part in any physical recreation your supply is normally standard-rated. But, if the let is for over 24 hours or is for a series of sessions your supply may be exempt. See � HYPERLINK "https://www.gov.uk/guidance/vat-on-land-and-property-notice-742" \l "para5-3" �paragraph 5.3� and 5.4 for more details. If you are a sports club or a non-profit making body you should read � HYPERLINK "https://www.gov.uk/guidance/sport-supplies-that-are-vat-exempt-notice-70145" �Sport supplies that are VAT exempt (VAT Notice 701/45)�.





5.2 A sports facility


Premises are sports facilities if they’re designed or adapted for playing any sport or taking part in any physical recreation, such as swimming pools, football pitches, dance studios and skating rinks.


Each court or pitch (or lane in the case of bowling alley, curling rink or swimming pool) is a separate sports facility.


General purpose halls, such as village or church halls, which merely have floor markings are not themselves classed as sports facilities and the letting of such halls is exempt even when let for playing a sport. Similarly, school halls or similar (but not gymnasiums) are treated as exempt providing it is the bare hall that is provided. But if equipment such as racquets and nets are provided along with the hall the supply is of standard-rated sports facilities.





5.3 Lets for over 24 hours


If you make a single let of sports or physical recreation facilities for a continuous period of over 24 hours to the same person your supply is exempt, unless you have opted to tax. But the person that you let the facilities to must have exclusive control of them throughout the letting period.





5.4 Lets for a series of sessions


If you let out sports and physical recreation facilities for a series of sessions your supply is exempt (unless you have opted to tax) when you meet all the following conditions:





Step	Condition


The series consists of 10 or more sessions.


Each session is for the same sport or activity.


Each session is in the same place. This condition is still met where a different pitch, court or lane is used (or a different number of pitches, courts or lanes), as long as these are at the same establishment.


The interval between each session is at least 1 day but not more than 14 days (for an interval to be at least 1 day, 24 hours must elapse between the start of each session). The duration of the sessions may be varied. There is no exception for intervals greater than 14 days through the closure of the facility for any reason.


The series is to be paid for as a whole and there is written evidence to the fact. This must include evidence that payment is to be made in full whether or not the right to use the facility for any of specific session is actually exercised. Provision for a refund given by the provider in the event of the unforeseen non-availability of their facility would not affect this condition.


The facilities are let out to a school, club, association or an organisation representing affiliated clubs or constituent associations, such as a local league.


The person that the facilities are let to has exclusive use of them during the sessions.

















Please return your completed form to: � HYPERLINK "mailto:bookings@pickaquoy.com" �bookings@pickaquoy.com�





All bookings are only confirmed when you receive confirmation from the Centre.
































