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SECTION A - must be fully completed

	Name of Hiring Organisation
	

	Address
	

	Email Address for confirmation
	

	Phone Number 
	

	Contact Name for booking
	

	[bookmark: _Hlk92886361][bookmark: _Hlk96608000]On the trip dates provided who will be the “Responsible” person for this trip? Ideally, this person should be on the trip.  

	Responsible person:
	
	Mobile Number for the day:
	



	Volunteer Driver Required? 
	
	For community groups and extracurricular activities, a volunteer may be available although not guaranteed.  A £15 arrangement fee applies.  



	Name of your Driver:  
	



[bookmark: _Hlk147829507]SECTION B – Trip Details – must be fully completed
	Passenger Pick address 
	


	Destination address and postcode*
	


	Trip Date
From
	Trip Date To
	Total number of days hire

	Passenger  Pick up time (from above address)
	Passenger return time (to above address)
	Total Number of Passengers
	Number of passengers using a wheelchair
	Are these passengers able to transfer to a seat**?

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Do you require a tail lift?     

	Will there be any under 12’s on the bus?***
	
	If yes, how many? 
	

	Recurring Booking
	
	Frequency
	
	If eligible, do you require a Blue Badge for this trip?
	



Drivers with B1 licence only:
Due to weight limit restrictions on this licence, the maximum number of adult passengers is 10.  There are no restrictions on numbers of primary school children and all seats may be filled, subject to your own risk assessment.  Please discuss with us, if you are intending to take heavy equipment on the vehicle as well as passengers.  Should these restrictions not be adhered to, neither the driver or the vehicle will be insured.

* If your trip is to an area that has an ultra-low emissions or congestion charge, you are responsible for these charges.  Proof of paid charges prior to the trip date is required if possible.  
**Passengers who use a wheelchair should transfer to a seat where possible – this is a safer way of travelling.  Should this not be possible the wheelchair must be suitable and safe to transit a passenger on a journey. Please ensure you discuss this with us so we can confirm suitability of the wheelchair. 
***We will contact you separately for safe seating of children  

SECTION C Please complete for the driver:
The information below is mandatory for DVLA driver license checks to be completed for insurance purposes and ensuring your driver holds the correct license type for the vehicle. All drivers must be MiDAS trained. 
	Driver Name
	Driving License Number
	Email Address
	National Insurance No.

	
	
	
	

	
	
	
	

	
	
	
	



The driver is insured by RVS to drive the bus but is not covered under our policies for any incidents not driving related.  

I confirm that only drivers detailed above will drive the vehicle in accordance with their licence restrictions and training.  The drivers must carry out all the checks detailed on the minibus hire check sheet and complete all sections of form.  

[bookmark: _Hlk147225542]

The hirer agrees, for the safety of all passengers, to adhere to the passenger numbers as advised by RVS.  This also applies to advice given for securing and storage of wheelchairs and mobility aids.  Only Drivers who have Accessible MiDAS can use the tail lift and secure wheelchairs.  

	Signature (Electronic)
	

	Date
	
	Job Title
	




Please note that any booking is not definite, until RVS have confirmed back to you – please complete this form fully to avoid delays.  

Page 3 details the Terms and Conditions of hire and relate to passenger safety, insurance and condition of vehicle.  It is important that you read and confirm you agree to these T&C.  Please also ensure your driver is aware of them. 

Thank you for hiring our bus for your trip.  








 Minibus Bus Hire - Terms and conditions – please read carefully
1. The hire commences from the moment of collection of the vehicle until the moment of its return to the depot. 
2. The hiring organisation is responsible for providing details of the named driver/s.  No other person can drive the vehicle.  Failure to comply with this ruling will invalidate the insurance policy and may be illegal.  
3. We will arrange for the collection of keys and paperwork with you.   Keys & completed paperwork must be returned immediately after use to the RVS office via the key drop box beside the rear door of the Civic Offices in the wallet provided.
4. Drivers are responsible for bus safety checks before departing and operating the vehicle for the purpose it was intended for, whilst adhering to the current Road Traffic Acts.
5. Any damage to the vehicle must be reported immediately.  The hirer is fully responsible for damage caused by their own driver (including volunteer driver) and passengers.  The hirer is responsible for paying for the repair of any damage caused by their group – this will either be full cost recovery of the repair, or the insurance excess of £250.  This will be agreed with you.   
6. The hirer is responsible for any parking charges, fines and tolls or other charges during travel/hire.
7. The hirer is responsible for paying for Congestion or Ultra Low Emission Charges if applicable.
8. As best practice, the hirer should carry a list of passengers and their contact details in case of emergencies.  
9. The hirer is responsible for carrying out passenger risk assessments for all their passengers.  Wheelchairs must be crash tested if a passenger cannot transfer.  Please discuss with us prior to the trip.
10. Assistance dogs can accompany passengers with prior arrangement. Assistance dogs need to be secured at all times, 
11. The minibus will be provided with the correct number of seats as per the booking form.  All wheelchairs, frames and shopping trolleys are the driver’s responsibility to ensure these are secured safely.
12. All passengers and drivers must wear seat/safety belts (unless an exemption certificate applies)
13. No Smoking policy applies on the vehicle at all times.
14. [bookmark: _Hlk147918411]The vehicle must be returned to Rushmoor Voluntary Services by the agreed time. All lights, heaters and radios must be switched off. All doors and windows must be closed and securely locked.  Any damage or repair, may be charged to the group, should any of these not be done, causing mechanical issues or vehicle damage. 
15. The hirer and/or driver is responsible for leaving the inside of the vehicle in a clean and tidy condition upon return with all litter removed.  A Charge of £25.00 will be added to the invoice if the vehicle requires cleaning.  
16. Rushmoor Voluntary Services reserve the right to refuse to hire its vehicles to any organisation or individual driver that persistently damages vehicles or fails to comply with the above terms and conditions.  
17. Cancellation – Less than 48 hours’ notice, full hire charge still applies.  4-7 days’ notice, 50% of daily hire charge.  More than 7 days – no charge.  In all cases, if the vehicle is can be re-hired, there will be no charge for the cancellation. 
18. Breakdown - Our recovery cover includes all passengers being conveyed onwards to one location only. If your passengers need further transporting this is the responsibility of your organisation to organise and pay for.  We suggest that you have your own backup procedures, especially in respect of evenings/weekends.  
19. Any buses returned late/next day will incur a late return fee of £45.00, other than by prior arrangement.  
	Signature (Electronic)
	

	Date
	
	Job Title
	

	I confirm that I have read and understood the above terms and conditions and will contact RVS to discuss any concerns or clarifications.  
	☐


Rushmoor Voluntary Services is a company limited by guarantee Registered in England and Wales 3238444 - Registered Charity 1059794
	
	
	



Rushmoor Voluntary Services is a company limited by guarantee	Registered in England and Wales 3238444 - Registered Charity 1059794
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