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Greenspace Commercial Activity Renewal Form 2018/19
For submission on or after 1 February 2018
Please read our privacy notice and guidance notes on the reverse 
of this form before submission.
	By completing and submitting this form I am confirming that:
· All operating details remain unchanged from my original application. If the only change is you have added additional classes which operate all year round and these have already been agreed by us you can also use this form but update the class list by including all classes in the table at Appendix 1.
· I will continue to abide by the terms and conditions which form part of my licence agreement http://www.trafford.gov.uk/business/licenses-and-permits/non-event-commercial-licence-terms-and-conditions.aspx
· I will provide evidence of renewal of public liability insurance prior to expiry of my current documentation
· I will submit the required documentation for any new trainers prior to them delivering classes

	Signature (this must be written not typed)
	


	Contact and Invoicing details

	 Title
	

	First Name
	

	Last Name
	

	Company/Trading Name
	

	Billing  Address 1
	

	Address 2
	

	Village
	

	Town
	

	Postcode
	

	Email address
	

	Is your Company VAT registered?
	

	Daytime phone number
	


	Renewal period to commence on:
	

	Renewal period to conclude on:
	

	How would you like to be invoiced?
	Quarterly     Annually  


Guidance Notes
The Council’s financial year runs from 1 April to 31 March.  All licences will expire at the end of the financial year.  Renewals for the following financial year will be accepted from 1 February.

The minimum licence payment you can make is for one quarter unless there are less than three months before the end of the financial year.
If there are less than 6 months before the end of the financial year you must purchase quarterly licences or have a pro rated invoice to the end of the financial year based on the quarterly rate, where a period of less than three months remain we will pro rata your invoice.
On receipt of your renewal form, and verification of any required supporting documentation, we will invoice you and issue a new permit.  If you have not heard from us after 5 working days please contact us to ensure we have received your renewal. 
New/Additional Trainers

If any new trainers will be delivering or supporting you in delivering your classes and you have not already advised us you should complete page five of the standard registration form and submit this and any supporting documentation with your renewal form.  
Insurance

If your insurance policy has been renewed and you have not already submitted this please do so now.  A new licence will not be issued until we have evidence of valid insurance.
Data Protection Act 1998/General Data Protection Regulation 2018 - Privacy Notice

How we use any information you give us about yourself and others:

The personal information which you give in your application will be managed in accordance with the General Data Protection Regulation 2018.  It will only be used in the processing of your application and to collate anonymised statistics.  Information may be shared with; other council departments, the council’s service delivery partner Amey, the Police and PPL & PRS music licensing organisations. We will not reveal personal details to anyone else unless: 

•
You ask us to reveal the information, or we have your permission to do so 

•
We are required or permitted to do so by law 

•
It is required by law enforcement agencies 

•
There is a duty to the public to reveal the information, eg to other government bodies, tax authorities or regulatory bodies 

Electronic records relating to event applications are normally held for a maximum of 36 months.

When you give us information about another person, you need to ensure you have the consent of that person to pass these details on to Trafford Council. 

Details of the Council’s overarching Privacy Policy and the Events team’s full Privacy Notice can be found using this link:  http://www.trafford.gov.uk/about-your-council/data-protection/data-protection.aspx
	Summary of classes delivered

	Class/Session Name
	Venue
	Start

Time
	Finish time

Format
	Number of trainers/

staff per class
	Maximum class size
	Class/

session open to unaccompanied under 18’s?
	Under

18’s

only

☐
	Days of operation

Indicate which days of the week you would like the class to take place by placing a number 1 in the column
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