[image: Union_mono]	Booking Form

Please circle as appropriate
	AU
	Non AU
	Van


						
CLUB/SOCIETY/DEPT.   ……………………………………………………Booked by: ……………………………………

Date:………..................Contact No: …………….……………...Email address …………………………………………

	Hire Period
	Date
	Day
	Time

	Start
	/      /
	
	:

	Finish
	/       /
	
	:



Vehicle Required: Please tick box                    15 seat minibus                  Van 

Destination: ……………………………………………………………… Estimated Mileage ………………………….
If your trip exceeds 150 miles round trip you will require 2 drivers. See below.

If this is a social trip, we will require further details, please mention at the time of booking.

Are you travelling in the congestion charge area in London               Yes                      No      Please circle

CONTACT DETAILS: Please complete all details below. Your minibus booking will be confirmed by e-mail. 

	
DRIVER 1
	DRIVER NO
	Emergency . Contact No
	
DRIVER 2
	DRIVER NO
	Emergency Contact No.

	

	

	
	
	

	



Advice
· A completed passenger list must be given to Transport staff before keys are collected
· Keys may only be collected by Union registered and assessed minibus drivers. Alternative arrangements may be possible for key collection by another member of the club if notified in advance and ID must be provided.
· Keys can be collected between the hours of 9.30 am to 4.00 pm on the day of travel or in the case of a week end trip keys can be collected on Friday.
· Please note: only drivers who have passed the Union’s towing assessment are able to drive a towing vehicle.
· Minibuses must be returned to the 2nd car park by the side of the Union Building.
· Vehicle may only be booked for Union business.  
· If using outside hire vehicles you will be given a permit, this must be returned with the keys.
· Alcohol may not be carried on any vehicles owned, leased or hired by the Students Union.
· If driver is taking part in high risk/contact sports two drivers must be used. 
· Any minibus  making a journey in excess of 150 miles must have two drivers (150 miles is an average  distance travelled by the majority of trips undertaken)
· [bookmark: _GoBack]New minibus drivers with little or no experience of driving multi seat vehicles must not undertake journeys in excess of 75 miles until they have driven on 4 journeys, each travelling a minimum of 25 miles for each journey, (i.e. the outward and inward journey will count as two journeys)

I understand that by signing below I will agree to the conditions of use as outlined in the Transport Health and Safety Policy, (see Handbook) and that I have financial authority for the vehicle booking. 

Signed:  ………………………… Print: ………………………… Position: …………………………. Date: …………….

Minibus booking authorised by: Member of Transport Staff: …………………………………………………………
                                                   
   A U Staff Member               ………………………………………………………….

For office use only: 
Date form received: ----- / ----- /  -----                                      Date vehicle allocated: ----- / ----- / ----
Vehicle allocated:      ……………………………………           By: …………………………………………….
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