[image: crest-bw-smalol]St Chad’s College
Student Room Booking Form 

Please fully complete each section of this form (A, B, C). Incomplete forms will be returned.
A
Your Name:                                     
Organisation name in full:              
Contact phone number:                   
Contact email:                                     

Is this a St Chad’s group/society?					      YES/NO    
 [If “No” this booking request will need to be considered by College Officers and the 
JCR President]
Is the event being organised on behalf of a company or charity outside
the University:						                                 YES/NO  
If “yes”, name of company:                                                                                                     
[See next page for charging policy]

B
Event       
Nature of Event:                
Date of event:                     		 Start time:           Finish Time:      
Number of attendees:             
Are you intending to bring in food for the event?	 YES/NO  
We would not normally provide catering for student events. However, minimal catering may be available at extra cost upon discussion.		    
Will you require disabled access?     YES/NO  
If you answer “yes” you will be contacted for further details

Please confirm the following:
·         Will there be an external speaker at your event?*   YES/NO  

·         If so, what is their name?                                                                     

·         What organisation are they representing?                                       

·         Have they spoken at other Universities?           If so which?                    
 * External to the University (not just external to St Chad’s)

Please tick here       to confirm that you are familiar with the College’s policy on Freedom of Expression – available on the College website: www.stchads.ac.uk /About/Official Documents 	
In terms of this policy, do you believe that the views or ideas to be put forward at your event may be discriminatory, or likely to incite hatred, or constitute a threat to public order?	 YES / NO
(If you answer “yes” you will be contacted for further details, and the meeting will require consideration by the College Principal who will decide whether or not to give permission for this event) 

Please return this form 48 working hours before your requested date/time to chads.commercial@durham.ac.uk MONDAY TO FRIDAY 08:00 – 15:00. 
Forms submitted outside of these days/times will not be received until the next working day.        
Access to spaces will not be granted without prior authorisation.
By signing this form below you accept responsibility for returning the room(s) to its original layout after your event; you accept responsibility for the behaviour of your guests; and you accept that you may be fined if the room is not left in good order or any damage is caused. 
Signed (Your signature):                                 


C
Facility fees for use of venue 

	Venue
	Tick
	Chad’s Student Groups
	External/national Companies & non-Chad’s student groups


	Williams Library
	
	Free
	£75

	SCR
	
	Free
	£75

	Cassidy Quad
	
	Free
	£150

	Chapel
	
	Free
	£100


			                                         
NB In term-time, bookings for the Cassidy Quad (or Chapel) require the approval of a College Officer (and Chaplain), and the agreement of the JCR President.  We shall send the request on your behalf.

Dining Clubs and Closed Societies. 
The College encourages the formation of open-membership clubs and societies and it explicitly discourages students from forming closed groups of any kind. It is College policy that all students in the College be eligible to join all clubs or societies. The College will not permit any clubs or societies to operate in College if they restrict membership (e.g., on the basis of religion, ethnic origin, gender, sexual preference, disability). Certain sports-related restrictions are acceptable for the sake of safety and competitiveness, but even then College members are urged to have regard for efforts aimed at ending inappropriate sexual discrimination in sports. If any students of the College belong to any restricted societies or clubs outside the College, they must understand that no such societies or clubs may claim any association whatsoever with the College. The formation of clubs or societies outside the College whose membership is open by invitation only to certain members of the College may be deemed to bring the College into disrepute, and hence be a disciplinary offence. Such groups may not use or rent College premises for meetings unless access is open to all. See Code of Practice on Freedom of Speech on the College website: http://www.stchads.ac.uk/wp-content/uploads/2016/08/Freedom-of-Expression-Policy.pdf . The College, like most institutions of a similar age, has discriminated in the past; and it urges all students and staff to ensure that discrimination not occur again. If students are in any doubt about this policy and whether it applies to particular groups, they should free to discuss it with the Principal, with the Senior Man/Woman or with the MCR President. The policy is not meant to restrict people but rather to encourage the formation of inclusive societies that unite and build up the college.
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