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	BOOKING FORM

	Please complete the sections below and return this form (signed & dated) to the Youth Office, 29 High Street, Newport, Isle of Wight.  PO30 1SS or fax to 01983 520499.  If you should have any queries or would like further information, please phone us on 01983 823490, or email us at youthservice@iow.gov.uk.  
Opening times 9.00am-4.30pm.

	Name of Organisation
	

	Contact Name
	

	Contact Telephone No.
	Day:
	Evening:

	Contact Email Address
	

	Name of Driver(s)
	

	Please tick to confirm the driver(s) holds a current
	IWC Minibus Permit                      
	CVDA                                              

	
	Both Required

	Date(s) of Journey
	From:
	To:

	Time of Hire
	From:
	To:

	Trailer Required – Cost of Hire: £20.00
(only available with HW07 & HW57)
	Yes
	No

	Please tick if your organisation is affiliated to the Youth & Community Service
	Yes
	No

	Rates of Hire - VAT is payable where applicable                 NB.  ½ day up to 6 hours, full day up to 24 hours                          

	For organisations affiliated to the Youth Service/Schools
	For organisations NOT affiliated to the Youth Service

	£40 ½ day inc. fuel up to 62 miles then 56p/mile
	£55 ½ day inc. fuel up to 37 miles then 80p/mile

	£60 per day inc. fuel up to 62 (total) miles then 35p/km 
	£70 full day inc. fuel up to 37 miles (total) then 80p/mile

	£280 5 day hire inc. fuel up to 186 miles then 56p/mile
	£330 5 day hire inc. fuel up to 111 miles then 80p/mile

	Negotiated rates available for hire over 5 days

	Cancellation Fees

Please note the following Cancellation Fees will be applicable
	Cancelled
	Date

	Notification given to Youth Office 7 Days Prior to Booking
	No charge
	
	

	Notification given to Youth Office less than 24 hours in advance
	£10.00
	
	

	No notification given
	£20.00
	
	

	Conditions of Hire
	Please tick

	I have read and agree to the Conditions of Hire attached.  

Please retain the Conditions of Hire for your records.
	


	Signed
	Date

	Position in Organisation

	OFFICE USE ONLY

	CONFIRMATION NOTED
	
	DATE
	

	Additional Comments
	


	CONDITIONS OF HIRE FOR YOUTH & COMMUNITY SERVICE MINIBUSES (& TRAILER IF APPLICABLE)
Please read before completing and signing the booking form & RETAIN FOR YOUR OWN RECORDS

	1 
	It is essential that anyone who hires a Council insured vehicle, including a Youth Service minibus, holds a current IWC Minibus Permit and a Council Vehicle Driver Authorisation (CVDA).  Without these permits, you will not be covered by the Council’s insurance policy and will therefore not be allowed to drive the minibus.  Drivers permits must be presented on collection of the minibus keys at the Youth Office or you will not be able to collect the vehicle.



	2 
	On collecting the keys from the Youth Office the hirer will be asked to sign for the keys.  The hirer will be given a Log Sheet/Accident Claim form.  The Log Sheet must be completed fully AND SIGNED for all journeys for accounting purposes.  Please complete the calculation section on the Log Sheet to establish the cost of hiring the vehicle.  ANY FAULTS MUST BE REPORTED ON THE LOG SHEET. Any costs incurred due to any unreported damage on collection of the minibus will be forwarded to the organisation who last hired the minibus.


	3 
	IN CASE OF AN ACCIDENT/DAMAGE (INCLUDING TRAILER), however slight, the Incident/Claim Form MUST BE COMPLETED AND RETURNED to the Youth Office as soon as possible afterwards in order that an assessment and appropriate arrangements with insurers and third parties may be made.  If an insurance claim is subsequently made for damage to the hired vehicle the £250 excess charge will be passed on to the organisation using the minibus/trailer at the time of the accident. It is implicit within this hire agreement that all individuals involved agree to cooperate with the Council’s Risk and Insurance team should it be necessary for us to carry out further investigation. 



	4 
	CHILD CAR SEATS – Please note: if you should wish to use a car seat(s) whilst hiring any of the Youth & Community Service minibuses, you are expected to comply with the Law.  You are strongly advised to read the information available on the following website: http://www.childcarseats.org.uk/law/fromseptember06.htm


	5 
	The Isle of Wight Council cannot be held liable for any loss/damage to personal property whilst hiring the minibus and/or trailer. 


	6 
	In the event of a breakdown outside office hours, do not attempt to rectify the fault but ring the Duty Fitter on 07976 009173.  If a mainland breakdown occurs call the AA (details in minibus) quoting the vehicle registration number.



	7 
	FUEL - Please ensure that you always use DIESEL.  The vehicle should be already be fuelled on collection.  If you do need to refuel you are required to use Sainsbury’s Petrol Filling Station, Newport.  A Sainsbury’s fuel card is located in the glove compartment. If using the vehicle on the mainland, fuel can be obtained from any Sainsbury’s Petrol Filling Station using the card.  If you are unable to refuel at Sainsbury’s Petrol Filling Station, then any receipts for fuel purchased must be kept and returned with the Log Sheet to the Youth Office.  This expenditure will be then deducted from your invoice.


	8 
	The vehicle is not to be used for the conveyance of goods, equipment, etc. It is taxed for the conveyance of passengers only.



	9 
	Speed Limits:  Under Schedule 6 of the Road Traffic Regulation Act 1984, speed limits for passenger vehicles adapted to carry more than 8 passengers (or having an unladen weight in excess of 3.05 tonnes) which are not towing a trailer, are now 70 mph on motorways, 60 mph on non-motorway dual carriage-ways and 50 mph on other roads.  If a trailer is being towed there is a 50 mph on all classes of road.  The limits given are, of course, over-ridden by limits (e.g. 40 or 30 mph) applicable to particular lengths of road.



	10 
	The National Hours rules apply to drivers of vehicles constructed or equipped to carry more than 15 persons (including driver) unless they are otherwise exempt.  (Details available on request).


	11 
	It is a condition of hire that the minibus is returned in a clean and tidy state internally.  Do not allow food or drink to be consumed in the vehicle.  If on return the vehicle is found to be in an untidy and dirty condition, a £10.00 cleaning charge will be incurred by your organisation.



	12 
	At the end of the hire period it is the hirer’s responsibility to return the keys with the Log Sheet to the Youth Office where they will be signed in by a member of staff.  Any costs due to loss or damage to keys whilst in the hirer’s possession will be forwarded to the organisation. 


	13 
	Any excess payment charges such as parking tickets, speeding fines incurred during the hire period will be forwarded to the organisation for payment.

	

	And Finally ….

	
	Check all the details on the Log Sheet are correct, sign and date the Log Sheet and return BOTH THE LOG SHEET & THE KEYS to the Youth Office as soon as possible.  (Office hours 9am – 4.30pm Mon-Fri.  Tel: 01983 823490)  Your signature on both the Booking Form and the Log Sheet will denote that you as the hirer agree to these Conditions of Hire.


YOUTH & COMMUNITY SERVICE


MINIBUS……………








