KEMPSTON TOWN COUNCIL – Hall Booking Form 
	104 Bedford Road, Kempston, Bedford MK42 8BG – www.kempstontowncouncil.co.uk Telephone: 01234 851005 
Email: clerk@kempston-tc.gov.uk
Provisional bookings will be held for 14 days only from date of enquiry.  If a deposit has not been received within 14 days, the provisional booking will be removed from the diary without further notice.

Hall Required:
	
           Centenary Hall (max 150) 	              Council Chamber (meeting room) (max 40)

	Removal of Rubbish (at an optional additional charge of £20.00)


	Day & Date of Hire

	

	Times :
	
START ……………………………..               FINISH……………………………………
(ALL SETTING UP AND CLEARING UP TIME IS INCLUDED WITHIN YOUR HOURS OF HIRE)

	SATURDAY HIRES ONLY (All day Hire)
	
Time entry required ………….

	Purpose of Hire
(This must be completed)
	                                                           (Age if a Birthday party – premises are not available for hire for 13th – 21st 
Birthday parties)

	Hirers Full 
Name
	

	Hirers Address

	

	Postcode

	

	E-Mail

	

	Tel Contact No

	



HIRERS MUST EXIT THE PREMISES BY MIDNIGHT ON SATURDAYS, 11PM WEEKDAYS AND 10PM SUNDAYS.

If you are a Registered Charity, please provide your Charity Reg No …………………………………….

Please indicate how many people you expect to attend ……………………………………………………

Will alcohol be Sold? ……………………………………………………………………………………………

Name and address of adult attending who will take responsibility: (PLEASE NOTE, THE HALL KEY WILL ONLY BE HANDED TO THE NAMED HIRER)

1……………………………………………………………………………………………………………………

DECLARATION: By signing this application, I agree to the Councils charges and fees and agree to comply with the Conditions of Hire.

Signed _______________________  Print Name ___________________ Date________________


CONDITIONS OF HIRE TO BE DOUBLY AWARE OF
Please note – The Centenary Hall key will only be given to the person named on the booking form.
· Tables and folding chairs are to be put away by the hirer.  
· All refuse should be removed from the premises at the end of the hire unless payment has been made beforehand for disposal.
· Calor gas burners and any similar heating or cooking apparatus is NOT ALLOWED on the premises.
· Procedures will be explained by the Site Agent for the correct use of the air conditioning, the fire exit door, the noise limiter, the cooking equipment and the glass washer. Please pay close attention to these.
· The parking of any vehicle is NOT allowed in front of any of the fire doors including the front entrance.
· Cleaning equipment is supplied for your use i.e. mops, buckets, brooms, dustpan and brushes and cleaning cloths.
· Alcohol may be provided at an event but must not be sold without the Hirer obtaining and correct license as required under the Licensing Act 2003.

IT IS THE RESPONSIBILITY OF THE HIRER TO ENSURE THAT THE ABOVE CONDITIONS ARE UPHELD.

The hirer should ensure that the premises are left as they were found.
We appreciate your co-operation with the above.

Signed………………………………………………… (Hirer)
Signed………………………………………………… (Site Agent)

Mobile Telephone Number of Site Agent on Duty: 07712129267
