[image: image1.jpg]% Gainsborough

TOWN COUNCIL



[image: image1.jpg]
	



Function Room & Sports Field Booking Form – Single Use
Complete and return this booking form at least 15 days before your event to guarantee your booking. Depending on the nature of the booking we may allow a shorter period for late bookings. 
Organiser Information

	Name
	

	Address 
	

	Town
	

	Postcode
	

	Telephone 
	

	Email
	


Function Information
	Day / Date of Function
	

	Type of Function
	

	If Birthday Party specific age
	

	Time In
	

	Time Out
	

	Location / Venue
	        Roses                          Marshalls              (delete as appropriate)


	Estimated Number of Guests
	

	Number of Chairs / Tables required
	       Chairs                           Tables


Please return this form to: - townclerk@gainsborough-tc.gov.uk
I agree to the Terms and Conditions of Gainsborough Town Council

Name (print) 
______________________________________

Signature
______________________________________
Date
________________________

Terms and Conditions of Hire
Advance Payment 

You must pay 50 per cent of the hire cost with your booking (non-refundable) and the balance at least 14 days before the date of hire. Failure to do so may result in your booking being cancelled.  
Set Up/Clean Up

A 30-minute set up and clean up period is permitted before and after bookings at no additional cost. 

Security and Keys (subject to a £50 key deposit being given)

You will be provided with keys to the building, and instructed how to operate the alarm system, windows and shutters. 

You must ensure when leaving the building that all doors, windows and shutters are closed and locked and the alarm re-set. You must also close and lock site entrance gates when you leave the site. If other users are on site when you finish your booking this will not apply.
Keys must be returned to us within 48 hours of your booking.  

Alcohol

No alcohol can be sold on the premises unless you have obtained a Temporary Event Notice (TENS) licence or other appropriate licence from West Lindsey District Council. 
Subletting
You must not sublet the building in any way. If you are found to be subletting the building you may be denied use of the facilities. 

Use

The building must not be used for any purpose other than that stated on your booking form.

Cleaning

You must leave the building in a clean and tidy condition. This will include stacking chairs and tables in the appropriate place and ensuring litter is placed in bins provided. If your booking generates significant debris across the floor you must also sweep up after you. Sweeping brushes can be found in the building. 

Kitchen

Use of the kitchen is included with your booking. You must ensure that you leave the kitchen in a clean and tidy condition after use. You must ensure that all appliances are fully turned off when you have finished with the kitchen. If you use the fridge you must empty it after use.

If the kitchen is used for food preparation it is your responsibility to ensure the following must be observed:

a) Food must only be prepared in the areas as indicated

b) All food must be stored correctly.

c) All surfaces must be thoroughly cleaned and disinfected after use.
Electrical Equipment

If you bring any electrical equipment onto the premises for use in connection with your booking you must ensure it has a current PAT test certificate. 

Damage and Breakages

You will be responsible for the cost of all damage and breakages caused to the building or items within it during your booking. This will not apply to damage or breakages arising from fair wear and tear. You must immediately report to us any damage or breakage. 

Fire Safety

You must familiarise yourself with Fire Evacuation procedures as detailed in the building. 

First Aid
Although we endeavour to ensure that a First Aid kit is present in the building (stored in the kitchen), from time to time First Aid kits can go astray and we therefore advise that you have your own First Aid kit. 
 Clerk to the Town Council – Tom Clay
Office Hours: Monday to Friday 9.00am – 3.00pm


