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BOOKING APPLICATION PACK
235 Falls Rd, Hunua, RD 3, Papakura, Auckland

Phone: (09) 292 4349  Fax: (09) 292 4359

Email: office@kokakolodge.org.nz
Web: www.kokakolodge.org.nz
INTRODUCTION

This pack has been put together to clearly identify the Terms & Conditions associated with hiring Kokako Lodge and or it’s equipment.

The pack has been designed and works best electronically, as this is in an attempt to reduce our impact on the environment by not sending out hard copies and harness the power of technology.

Facility Booking Application Form – is for all groups wishing to use Kokako Lodge as a venue for a function, be it a day use or overnight function.

Equipment Freedom Hire Booking Form – is for all parties wishing to hire equipment while at Kokako Lodge and use without our trained staff and take responsibility for a) the equipment b) the safety and wellbeing of their user group.

Amplified Noise Application Form – is for all user groups wishing to use ANY amplified noise while staying at Kokako Lodge. It is not preventing user groups using amplified noise, but more so to make them aware of the conditions of use. Although Kokako Lodge is in a rural environment, we still have neighbours to consider.

Outdoor programme questionnaire – is for those users wishing to have us design a program. By getting this information now it should reduce the backwards and forwards usually associated with programme design.

HOW THIS PACK WORKS
The pack has been set up to prevent you from editing areas that you do not need to edit, which helps us maintain our formatting, if you have any feedback on our Booking Application Pack please contact the Office. 

Fill out the generic data we need below, and this will automatically filter through to the parts of the document that this information is needed. It will save you from double entering, but please ensure that you fill out the specific information needed on each page that applies to your booking. Remember to tick and sign each page! It is essential that you fill out all the applicable forms in their entirety to ensure your booking is made correctly.

To fill out the form electronically, click in the grey area’s (this will not show up when you print) you need to fill out and type away. Once in the first grey box use your TAB key to get through the rest, and if you need to tick a box use the spacebar.
Then save the document to your desktop (or specific folder ... don’t forget where it is) and email it back to office@kokakolodge.org.nz. Another option is to print it off, fill out the forms you need and fax/ mail it back to us.   

USER GROUP INFORMATION
Name of group:
      
Date of arrival: 
     

Date of departure:
      

Total # of nights: 
     
Name of organiser: 
     
Mailing address:
      
Contact landline: 
     


Contact mobile:      
Contact fax number:
      


Contact email:      
What is your group’s reason for wanting to use Kokako Lodge and/ or its equipment? (ie. school camp, church camp or corporate function?) 
     
TERMS & CONDITIONS
Prior to filling out and signing any of the forms found here, please ensure you fully understand all the Terms & Conditions of using Kokako Lodge.

1) It is the responsibility of the group organiser to ensure their group is aware of and abides by the Kokako Lodge Terms & Conditions and follows all Emergency & Safety Procedures provided to them.

2) Kokako Lodge reserves the right to decline a Booking Application if ...

a) We feel the centre will not be suitable for the user groups needs.

b) We feel the group / persons do not have adequate safety processes in place to use the equipment safely and how it was designed to be used.

c) We are concerned about the user group meeting the financial costs incurred while at Kokako Lodge.

d) By allowing the user group / event to use / go ahead at Kokako Lodge, it may tarnish what Kokako Lodge stands for.

e) The user group has through a previous stay given Kokako Lodge grounds for not allowing the user group back, and or the user group has been informed in writing by Kokako Lodge after a previous stay that they will not be allowed to return.

3) All bookings made at Kokako Lodge (for equipment and accommodation) will require a Booking Application Form, returned and signed by a member of that group, so authorised to do so prior to their arrival / or use of equipment acknowledging and accepting our Terms & Conditions.

4) Arrival and departure times: Please confirm with the Kokako Lodge Office prior to your arrival.

Monday to Friday: 
Arrival no earlier than 10am, and departures by 1pm

Friday to Sunday: 
Arrival no earlier than 4pm and departure by 1pm

Any arrival / pick up and or departure / drop off outside of these may incur additional charges.

5) Any cancellations made 3 months prior to a booking will result in the loss of your deposit and any costs incurred by Kokako Lodge for outside suppliers will be recovered from the user group. Any cancellations made prior to 3 months of the booking once the deposit has been paid will incur a 25% loss of their deposit to assist with administration costs.
6) A minimum charge for use of the camp is based on 30 people per night/ day.

7) All sound restrictions as stated in the Amplified Sound Application Form must be adhered to (this can be found on page 6).

8) Excessive consumption of alcohol is prohibited. It is requested that the group utilising Kokako Lodge practice Host Responsibility by providing food and non-alcoholic drinks, and designated drivers and / or alternative transport options.

9) All buildings at Kokako Lodge are smoke free.

10) Dogs are permitted, however must be kept under control at all times. Please beware that poisons are used for pest eradication in the area and Kokako Lodge is not responsible for the well being of your animals.

11) Day / temporary visitors are to be counted and made aware of the Terms & Conditions along with all Emergency Procedures.

12) The weather is something that Kokako Lodge, the instructors or you can not control. If an outdoor pursuits booking is cancelled due to weather there will be a charge for any staff booked to work at ½ the normal instructor rate and any other charges incurred by Kokako Lodge. 

13) If an outdoor pursuits booking is postponed due to weather there will be a ¼ of normal charge incurred for any staff booked to work on your programme and any other charges incurred by Kokako Lodge.

14) The person who is signing the form is taking responsibility for the user group and or Kokako Lodge equipment, the group’s actions and any costs incurred by the user group until such time all monies owing are paid in full.

15) User groups will be charged for all damage to the centre and our equipment during the term of their stay and / or while in possession of any of our equipment.

16) When hiring Kokako Lodge equipment, the user group will ensure the equipment is used as per any instructions given to them by Kokako Lodge, they will provide a suitably qualified and or experienced person(s) to run the activity the equipment is being used for, have a safety management plan for the use of the equipment. Return the equipment as it was given, and ready to be used again. Notify Kokako Lodge of any damage to the equipment.

17) All invoices are payable within 7 days of date on invoice, including deposit invoices.  For Direct Debit, our bank details are 12-3237-0000352-00 ASB with the invoice number as reference.
18) All bookings classed as a party will be required to pay a deposit 6 months prior to their stay. Alternatively, it must be accompanied with the Booking Application Form if the booking is made with less than 6 months notice.

19) While staying at Kokako Lodge, all user groups will be required to adhere to any instructions given to the group by Kokako Lodge staff in relation to the centre and its safe operation.

20) Kokako Lodge may from time to time take photos of the centre, its equipment and activities while being used. It is the responsibility of the organiser to ensure permissions have been sort from all persons, and to notify Kokako Lodge of any issues, as these photo’s may be used for advertising materials.
21) All costs incurred by Kokako Lodge to recover monies owing, will be the responsibility of the user group.

 FORMCHECKBOX 
 _________ 

FACILITY BOOKING APPLICATION FORM
Name of group:      

Date of arrival:

     
 
Date of departure:       


Total # of nights: 
     
Approximate arrival time:      

Approximate time of departure:      
Estimated # of adults:
     


Estimated # of children (12 and under):      



Name of organiser: 
     
Mailing address:       
Contact landline: 
     

 
Contact mobile:      
Contact fax number:      



Contact email:      
Do you think you will be requiring any of the following services?





Yes     No
Outdoor instruction? 







  


 FORMCHECKBOX 
       FORMCHECKBOX 
   
Will you be using any outside providers while at camp? 


  



 FORMCHECKBOX 
       FORMCHECKBOX 
   
Who? 
     
Equipment Hire? 






           
 


 FORMCHECKBOX 
       FORMCHECKBOX 
   
Program design (please complete the outdoor program questionnaire in this pack to help us)     

 FORMCHECKBOX 
       FORMCHECKBOX 
   
Catering?








 


 FORMCHECKBOX 
       FORMCHECKBOX 
   
Cutlery hire? 








 


 FORMCHECKBOX 
       FORMCHECKBOX 
   
Cleaning service? 







 


 FORMCHECKBOX 
       FORMCHECKBOX 
   
What is your group’s reason for wanting to use Kokako Lodge? (i.e. school camp, church camp or corporate function?) 
     

 FORMCHECKBOX 

I have read and understand the terms and conditions set out in this document, and would like to continue with the booking process.

Signed (full name please):      




Date:      
OUTDOOR PROGRAMME QUESTIONNAIRE

Name of group:      
Date of arrival:

     



Date of departure:      




1) Is there a specific timeframe we are working to?

  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

What is that specific timeframe if yes?      
2) What is the age of participants?      


3) How many participants do you have?      
4) If students, will there be parent / teacher support?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

           How many?      
5) Do you have staff available to run some low risk / technical activities?
  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If so how many do you have?      
6) Do you have staff available that can run technical activities?
  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If so how many do you have?      
What are their qualifications? 

	     

	     

	     

	     

	     

	     

	     

	     


7) Have you had a program with us before?
  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

Do you remember when (even just the year and month will be helpful)?      
8) Would you like to see any changes to that program? 
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

            If yes, what changes would you like to see?      
9) Do you have any specific outcomes for your program?
  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

If you do, telling us helps ensure we can design the program to best meet these?      
10) Would you like to see something specific in your program? 
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No      

If there is please let us know, so we can see if we can build it into the program? 

	     

	     

	     

	     

	     

	     

	     

	     


11) When do you need the programme and quote back by? (we will endeavour to have it back one week prior to this to allow for time to make any changes)      
EQUIPMENT FREEDOM HIRE BOOKING FORM
Name of group:      
Date of hire:      


Date of return:
     


Total days of hire:      
Name of organiser: 
     
Mailing address:      
Contact landline: 
     
 Contact mobile:      
Contact fax number:        
Contact email:      
Please list the equipment you require...
	Description
	Quantity

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


What is your reason for wanting to use the Kokako Lodge equipment (i.e. school camp, church group or corporate function?) 
     

 FORMCHECKBOX 
 
I have read and understand the terms and conditions set out in this document, and would like to continue down the booking process.

Signed (full name please):      



Date:      
AMPLIFIED SOUND APPLICATION FORM
Name of group:      
Date of arrival: 
      

Date of departure:       


Total # of nights: 
     
 
Name of organiser: 
     

During our stay at Kokako Lodge we would like to use amplified sound

Yes

 FORMCHECKBOX 



Please list what you intend to use

	     

	     

	     

	     

	     

	     

	     

	     


Amplified sound can only be in operation at Kokako Lodge from 9am to 9pm Sunday to Thursday, and 10am to 12pm Friday and Saturday.
All amplified sound needs to be considerate to the general public as the Hunua Falls area is a public park. All complaints against noise will be investigated.
Should we receive continued complaints after attempts to rectify the situation, you will be asked to stop the use of all amplified noise.

These restrictions are put in place to help maintain a healthy relationship between Kokako Lodge and its surrounding neighbours.

 FORMCHECKBOX 
  
I have read and understand the terms and conditions set out in this document, and would like to continue with the booking process.

Signed (full name please):      



Date:      
Updated March 2011

