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Sport and Well-Being

Equipment / Facilities Request form
General Details

 Club / Group …………………………………………………………………………………………….

 Name …………………………………………………………………………………………………….

 Email …………………………………………………………………………………………..

 Mobile Number …………………………………………………………………………………………

 Today’s Date ……/……/…………                                        

 Time ………………………………
 Coaches / Instructors names………………………………………………………………….............
 First Aiders at venue / event ………………………………………………………………………….

Facility Request
 Facility / room / pitch ………………………………………………………………………………….
 Date required …../…./………                                               Time required ……………………..

 Opponents ……………………………………………………………………………………………..
 Home / Away match (Please delete as appropriate)

	Quantity
	Description of Equipment

	
	


First Aid kit required? Y/N (Delete as appropriate)
Terms and Conditions of Bookings.
GENERAL TERMS

1. All requests for Sports Facilities (pitches, courts, etc.)  Sports Equipment/Kit (balls, rackets, tents, shirts, shorts, etc.) must be itemised on this form and submitted in advance to the Sport & Well-being Unit - Preferably 2 weeks ahead.

2. Please use a separate form for each team/event/activity.

3. Please check that facilities are available before confirming fixtures.

4. If your fixture/training session is cancelled for any reason, you must inform the Sport & Well-being Unit and Skills and Activities Centre ASAP, failure to do so, could result in your bookings for future sessions being cancelled.
5. Equipment and kit should be picked up and returned to the SPORT & WELL-BEING STORES ONLY.

PICK UP TIMES
1. Equipment/Kits for Wednesday use can be collected after 10.00am on a Wednesday.

2. Equipment/Kits for weekend use can be collected after 2.00pm on a Friday.

3. Equipment/Kits for use at other times should be collected by arrangement with Sport & Well-being Technician. Contact on; c.blair@tees.ac.uk.

4. All equipment/kit must be signed for at pick up point.

RETURN TIMES
1. All equipment/kit should be returned AS SOON AS POSSIBLE after use. 
2. Kit used at the weekend MUST be returned by 9.3 0am on a Monday at the latest.

3. Kit used on Wednesdays MUST be returned by 9.30am on a Thursday at the latest.

4. Kits are dispatched to the laundry on Monday morning and Thursday morning.

IMPORTANT NOTES
1. You are responsible for checking equipment/kit before pick up and on return.

2. You will be notified in writing if any equipment/kit is missing by the Sport & Well-being Technician.

3. Any missing equipment/kit must be returned to the Sport & Well-being Stores within one week of notification - or before your next match.

4. Failure to return missing equipment/kit will result in you being invoiced for the full cost.

5. You and/or your club will not be allowed to use any equipment until the replacement cost has been received.

Contact in case of enquiries:
C.Blair@tees.ac.uk or

C.Anderson@tees.ac.uk
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