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Normanton Town Hall, High Street, Normanton, WF6 2DZ
Tel: 01924 893794  Email: enquiries@normantontowncouncil.co.uk  
 
NORMANTON TOWN HALL BOOKING FORM

HIRER DETAILS

	Organisation
	

	Name
	

	Address
	

	Postcode
	

	Telephone
	

	Email
	



BOOKING DETAILS

	Day(s)
	

	Date(s)
	

	Start Time
	

	Finish Time
	

	Type of event taking place
	

	Number of people expected
	

	Room Required
(please tick)
	(   ) 	Community Room 1 (Max Capacity of 60)

(   )	Community Room 2 (Up to 20 Seated)

(   )	Small Meeting Room (Up to 4 Seated)




EQUIPMENT REQUIRED FOR BOOKING:
Please tick any equipment that you require use of for your booking 
	
(   )	Chairs	 				(   )	Kitchen	

(   )	Microphone	/ Speaker	
													
(   )	Tables				(   )	Tablecloths 
											
										



Please use the space provided below to give any additional information about your booking (eg, plan layout, special requirements, number of chairs / tables etc):


Normanton Town Council
Terms and Conditions of Room Hire

I hereby agree to adhere to the terms and conditions issued within this agreement as follows:

1. The Town Hall is available for use by local community groups, businesses, and residents.

2. There are no hiring charges, although donations towards running costs are accepted.

3. A refundable deposit may be charged to cover the cost of any damages.

4. Hirers must be over the age of 18

5. Bookings accepted provisionally will only be held for a period of seven days after which the room will be re-let.

6. Hirers and their guests must arrive no earlier than ten minutes before their booking time unless agreed in advance.

7. Hirers must only use the areas of the building they have booked.

8. All activities taking place must end on time. Hirers and their guests are required to leave the facilities promptly and quietly at the end of their booking.  

9. Hirers must not exceed the maximum capacity for the room they have hired.

10. Normanton Town Council expects a good standard of behaviour to be maintained within the facilities. The use of foul language or unruly behaviour may result in immediate eviction from the building.

11. Smoking is not permitted inside the building or on the Town Hall grounds.

12.  Decorations must not be secured to light fittings. Decorations/posters must only be secured to walls and windows using blur or white tack. A supply is available from the office. Sellotape and adhesive pads MUST NOT be used on painted surfaces.

13. Any Sellotape used on tables MUST be removed at the end of the hire period.

14. Hirers are to be given instruction on the safe use of the facilities and any equipment hired. It is expected that the hirers ensure they are fully aware of the correct use of the hired facility and any equipment, and that they undertake to use them only for their intended purpose.  Any equipment used must be returned to the appropriate place at the end of the booking.

15. Any damage incurred to the Town Council’s property or equipment must be reported immediately to the member of Town Council staff on duty.  Hirers are reminded that they are liable if deemed to have caused any damage to Town Council property or equipment.

16. All rubbish must be disposed of in the bin provided outside the rear of the building.

17. This letting is made on the basis that Normanton Town Council accepts no responsibility for any injury, damage or loss incurred to any person or any property not owned by Normanton Town Council during your hire period.  This includes vehicles parked on the grounds.  

18. All accidents must be recorded and reported to the member of Town Council staff on duty.

19. Normanton Town Council reserves the right to reject a booking application should the Council not consider it appropriate for our premises.

20. A copy of promotional literature for events to be held at the Town Hall, including flyers, should be sent to the Council for approval before distribution.

21. If the hirer intends on providing refreshments including tea and coffee, biscuits, cakes etc, on a regular basis, they will need to register as a food business with WMDC. Forms can be provided on request.

22. The hirer must complete a Kitchen Inspection form if they are serving refreshments to the general public.

23. If external catering is required, it is the responsibility for the hirer to order directly with external suppliers.  The Council accepts no responsibility for any illness caused from outside catering.

24. The hirer is responsible for conducting their own risk assessment for the activities they are involved with. A general risk assessment for the building will be provided to all hirers which must be adhered to.

25. Normanton Town Council reserves the right to alter these conditions at any time and without notice.

26. Under no circumstances should the hirer sublet the room to any other party.

27. In the event of fire, fire procedure instructions are located in each hired room. All hirers must make sure that they are aware of the evacuation’s procedures on display in each room, as they will be responsible for the evacuation of their guests/visitors.

28. There is no storage available at the Town Hall. Everything you require must be brought with you and taken away at the end of your booking.

29. There is very limited car parking which is for disabled visitors to the Town Hall. Further car parking is available at the King Edward Street pay and display car park.

30. All rooms should be left in a clean and tidy condition with all electrical equipment and lighting turned off.

31. Tablecloths, if used, should be cleared of loose debris and placed in the laundry basket provided.

32. Crockery and cutlery should be scraped, cups should be emptied then stacked onto trays and loaded onto the trolley for our staff to take to the dishwasher.

33. In the event of a pandemic or other health emergency, it may be necessary to close the building at very short notice in order to comply with Government guidelines. The Town Council cannot be held liable for any loss incurred under these circumstances.












AGREEMENT
[bookmark: _Hlk494216154]I agree that I have read and understand Normanton Town Councils Privacy Notice. I agree by signing below that the Council may process my personal information for providing information, services and corresponding with me. I understand that my personal information will only be kept for as long as required. 

I have the right to request modification on the information that you keep on record. 
I have the right to withdraw my consent and request that I am removed from your database. 

In signing this form, I accept the terms and conditions as detailed above in relation to my booking. I have completed a room layout plan which is attached.

Signed: _______________________ 

Print Name:____________________

Date: _______________                                                     
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Day(s)   
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Start Time   

Finish Time   

Type of event taking  place   

Number of people  expected   

Room Required   (please tick)  (   )    Community Room 1 ( Max Capacity of 60 )     (   )   Community Room 2 ( Up to 20 Seated )     (   )   Small Meeting Room ( Up to 4 Seated )    
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