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BOOKING FORM

	DATE OF FUNCTION

	Click or tap to enter a date.	DAY OF THE WEEK
	Click or tap here to enter text.
	FUNCTION START TIME

	Click or tap here to enter text.	FUNCTION END TIME
	Click or tap here to enter text.
	ACCESS REQUIRED FROM
	Click or tap here to enter text.	VACATE PREMISES BY
	Click or tap here to enter text.


	ORGANISATION NAME (if applicable)
	Click or tap here to enter text.
	CONTACT NAME  
	Click or tap here to enter text.
	ADDRESS

POSTCODE
	Click or tap here to enter text.
	DAYTIME TELEPHONE NO.
	Click or tap here to enter text.
	E-MAIL ADDRESS
	Click or tap here to enter text.
	SECOND CONTACT NAME & TEL NO. 
	Click or tap here to enter text.	Click or tap here to enter text.
	INVOICE TO BE SENT TO:
	Click or tap here to enter text.


	
	NATURE OF EVENT
	
	
	USE OF (please tick all required)

	NOTES: Click or tap here to enter text.
	
	MAIN HALL
	☐	STAGE
	☐
	
	
	LOUNGE
	☐	DRESSING ROOM(S)
	☐
	
	
	BAR
	☐	FOYER
	☐
	
	
	KITCHEN
	☐	
	




	NO. OF ATTENDEES
	Click or tap here to enter text.
	
	DECORATIONS

	LAYOUT REQUIRED (please tick required)
	
	Details:

	THEATRE STYLE
	☐	
	Click or tap here to enter text.

	CABARET
	☐	
	

	CUSTOM
	☐	
	



	MUSIC/ENTERTAINMENT (tick all required)  Please refer to Clause 2 of Terms & Conditions of Hire. 
* required for public performance of live/recorded music.  
** Please provide licence number & expiry date if you hold a PPL otherwise a licence fee may apply.
Please inform your musicians/entertainer that a sound limiter is in operation.

	DISCO
	☐	CONTACT
	Click or tap here to enter text.
	BAND
	☐	TEL. NUMBER 
	Click or tap here to enter text.
	OTHER
	Click or tap here to enter text.	
	

	MUSIC LICENCE*
	A charge applies**
	Click or tap here to enter text.



	IN HOUSE CATERING (please tick required and email for details)
	
	EXTERNAL/SELF CATERING
*Please refer to Clause 12 of Terms & Conditions of Hire

	TEA & COFFEE
	☐	
	COMPANY NAME (if applicable)
	Click or tap here to enter text.


	
	
	
	ACCESS REQUIRED AT
	Click or tap here to enter text.


	TEA, COFFEE & BISCUITS
	☐	
	ADDRESS

	Click or tap here to enter text.



	FOOD
	☐	
	CONTACT TEL. NO.
	Click or tap here to enter text.

	
	
	
	FOOD HYGIENE COMPLIANCE*
	Click or tap here to enter text.

	
	
	
	SELF CATERING Y/N?
	Click or tap here to enter text.


	FULL BAR
	FROM
	Click or tap here to enter text.	UNTIL
	Click or tap here to enter text.	*Additional charges will apply if the bar is required after 11.30pm.       

	(tick all required)
	Normal hours are 11am – 12 midnight (11.00pm Sunday)
	EXTENSION
	 
☐ 
	SIA REGISTERED
DOOR STAFF **
	☐	There is a charge for this service at £19.50 per hr. 2 required. For over 200 people. ** Required for certain events.
	BOOKED
(for office use only)
	

	WINE BAR 

	☐	A wine list is available. 

	DRINKS RECEPTION 
	☐	A corkage charge is applied when a client provides own drinks by arrangement with the management.



	STAGE/LIGHTING/SOUND (tick all required)

	STAGE (inc. 1 dressing room)
	NO
	☐	YES
	☐	ACCESS AT
	Click or tap here to enter text.
	EXTRA DRESSING ROOM
	NO
	☐	YES
	☐	
	

	LIGHTING
	STATIC
	☐	OPERATED
	☐
	PA SYSTEM
	☐	MICROPHONE
	☐	CD/MP3 PLAYER
	☐

	EQUIPMENT (tick all required)

	FLIPCHART HOLDER
	☐	SCREEN
	☐	DIGITAL PROJECTOR
	☐
	CINEMATIC SCREEN & PROJECTOR
	☐	BROADBAND INTERNET ACCESS
	☐





	SIGNED:
	
	I have received a copy of the Terms & Conditions and agree to abide by them. 

	25% DEPOSIT ENCLOSED
	£ Click or tap here to enter text.
	Required to confirm booking 
(non-refundable)

	For office use only:
	RECEIPT:
	
	INVOICE:
	



Please return completed and signed form to Melksham Assembly Hall, Market Place, Melksham, Wiltshire, SN12 6ES together with your deposit. Cheques should be made out to Melksham Assembly Hall. 

BACS payments can be made to:
· Melksham Town Council 
· Sort Code: 30-98-75 
· Account Number: 02946812

Alternatively, email form to assemblyhall@melksham-tc.gov.uk and we will contact you to arrange deposit payment.
If you need further information or wish to discuss your requirements please call 01225 704 187 or email assemblyhall@melksham-tc.gov.uk.
Please read the Terms & Conditions of Hire and Charging Policy enclosed with this form.
CHARGING POLICY
A provisional booking will be held for only fourteen days.
A non-refundable DEPOSIT OF 25% OF THE HIRE FEE IS PAYABLE AT THE TIME OF BOOKING 
Please note that charges commence as soon as the building is occupied. If you arrive early and require access the hire charge will be adjusted accordingly. Similarly, if the building is not cleared at the time indicated on the booking form the extra time will be charged.

Availability of the hall and facilities outside the times stated on the booking form cannot be guaranteed.

INVOICE: Settlement of the full invoice amount will be required before, or on the day of your event. An invoice will usually be prepared and sent to you upon receipt of your completed booking form. There are exceptions to this, when a client requests an invoice for payment in advance or when there are disbursements to be included, for example. In such circumstances the invoice will be sent as soon as is practicable.
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TERMS AND CONDITIONS OF HIRE FOR PUBLIC HALLS
1	Interpretations
a)	The Council means Melksham Town council and officers authorised by them to perform any particular duty.
b)	The hall means the property and adjacent grounds owned by the Council.
c)	The manager means the Manager of the Hall and any authorised officer of the Council, performing management duties at the Hall from time to time.
d)	Hirer means the person making an application on behalf of the organisation
e)	Contract of hire means the formal written particulars of an organisations use of the Hall and the rules and regulations contained therein, which shall be deemed to include these terms and conditions of hire.

2	Hirers Responsibilities
a)	The Hirer shall ensure that no admission or re‑admission to dances is permitted after 10.30pm and that dancing takes place in the Main Hall only.
b)	The Hirer shall agree all arrangements for seating, decorations, scenery, or structures of any description with the Manager at least 21 days prior to the commencement of hire, and shall agree to abide by the licensing regulations in force at the time of hire. (Failure to comply with 2b will result in an assumption from Melksham Town Council that an empty hall is required ) 
Any decorating materials, and fixings, must be approved by the Manager  before application to any part of the hall premises, flooring, seating, fixtures and fittings. The Hirer will be liable for any extra costs involved in the cleaning or removal of  any such  materials. (See clause 8)
c)	No additional lighting effects or electrical equipment shall be introduced into the premises without the previous consent of the Manager, who will appoint a competent electrician or lighting engineer to check its suitability. A charge may be levied for this service.
d)	The Hirer shall not bring or permit to be brought on to the premises any explosives, inflammable spirits or fireworks of any kind nor without consent install any portable heaters of any type.
e)	The Hirer shall not permit to be given cinematography show on the premises unless non‑flammable films are used.
f)	The Hirer shall not without the prior written agreement of the Manager use or permit to be used any naked lights any inflammable material, costume decorations or scenery on the premises and shall not allow any act or performance to take place on the premises which might endanger persons on the premises or the premises themselves.
g)	No wax or powder shall be placed on the floor with out the permission of the manager.
h)	The Hirer shall not use the premises for any purpose other than that described on the booking form.
i)	The Hirer does not have the right to assign or sublet any of its rights or liabilities under the contract of hire to any other person or persons.
j)	The Hirer shall ensure that the maximum capacity of the premises as outlined on the booking form is not exceeded.
k)	The Hirer shall be responsible for maintenance of good order and efficient supervision at the premises.
1)	The Hirer shall keep all gangways, doorways, passages, entrances and exits unobstructed and shall keep the entrance and all exits of the premises unlocked whilst the function is in progress.
m)	The Hirer shall not give or permit any gratuity to any member of staff.
n)            The Hirer must advise any entertainment providers of the sound limiter on the premises. In addition, that any damage to the sound system will be the providers reasonability. 
                
3 	Bookings
a) 	Applications for the hiring of premises must be made on the appropriate booking form available from Melksham Assembly Hall , Market Place, Melksham, SN12 6ES or from staff at the premises.
b)	Melksham Town Council reserves the right to refuse any bookings or to impose any special conditions or restrictions but subject to right of appeal to the Council.
4	Charges
a) 	Charges for the use of facilities shall be those determined by the Council, as outlined in the scale of charges. The Council reserves the right to alter charges without notice.
b)	Customers will be charged the hire charge in force at the time of the EVENT not at the time of booking.	

5	Payment
a)	Individual bookings will be invoiced at the time of the event and shall be paid in full within 30 days of receipt of invoice. In the event of non‑payment by such date the Council reserves the right to cancel any further bookings without further liability on its part.
b)	All cheques and money orders should be crossed and made payable to Melksham Assembly Hall 
c)            Bacs payments Melksham Town Council Assembly Hall Sort code 30-98-75 Account number  
               02946812.
d) 	All correspondence relating to accounts should be addressed to the Manager, Melksham Assembly Hall  Market Place MELKSHAM Wiltshire SN12 6ES.                                                                                               

6 	Cancellation
a)	Should the Hirer wish to cancel their booking they will become liable for the appropriate charge as outlined in the accompanying scale of charges.
b)	The Council reserves the right to cancel the use of any premises at any time and for whatever reason. All money paid in respect of the booking will be refunded. The Council will not be liable for any other expenditure or loss sustained, directly or indirectly by the Hirer or the organisation arising from the cancellation.

7	Damage To or Loss of Property
The Council accepts no liability for damage to, or loss of, any property or articles or things whatsoever, placed or left in the Hall or any part thereof, by any organisation,, or any member of any organisation or any individual.

8 	Damage Caused
a)	The Council reserves the right to demand a damage deposit, which shall be subject to appropriate deduction in the event of damage being caused to the Hall, fixtures and fittings.
b)	The Hirer shall pay the Council on demand, the amount of any damage (fair wear and tear excluded) caused to the Hall, by the Hirer or any person participating in an event at the invitation of  the Hirer. The Manager and the Town Council whose decision shall be final shall certify the amount. 

9 	Indemnity
a)	The Hirer shall indemnify the Council in respect of the hirer's legal liability only for all claims, damages to or loss of property belonging to any person and for any personal injury to or the death of any person during the course of or in consequence of the hiring save insofar as the same arises out of any act, omission or negligence on the part of thecouncil.
b)	The Hirer shall indemnify the council for the hirers legal liability only against all claims, demands, actions and proceedings in respect of any infringement of copyright by an unauthorised performance or use of recording apparatus or contrivance at the Hall by the Hirer or his agent.
c)	The Hirer shall not play or permit to be playing gramophone records, radios, tapes or discs in the Hall, or perform any work which will infringe any copyright. Guidance on compliance with regulations may be sought from the Manager.
d)	Whenever the function includes the public performance of any copyright work, the Hirer must secure from the appropriate persons or bodies the right to have such works performed or produced and must reimburse the Council all sums of money which the Council may have to pay in respect of such performance or by reason of any infringement of copyright occurring during the hiring.
e)           The hirer shall only use and suplly audio mp3 format or visual mp4 format. The Hirer will be responsible for non working equipment and no refunds will be offerred.

10	Hirer to Insure if Required
If required by the Council, the hirer shall effect, before the date of the hiring, insurance in the joint names of the Council and the Hirer against the hirer's liability to third parties in connection with the hiring for an amount to be prescribed by the Council and shall produce evidence of such cover to the Council.

11	First Aid
In the event of injury, the hirer should immediately alert the Manager who will deal with the incident. All injuries/accidents should be dealt in this way and recorded. the Hirer may be requested to provide suitable, qualified First Aid cover if deemed necessary by the type of activity undertaken. The Management may be able to provide such cover at an appropriate charge.

12	Catering
The Council reserves the exclusive right to sell all refreshments, beverages and foodstuffs for consumption within the Halls either by itself or through its agents. Dispensation to clause 12 may on occasion be granted and be subject to written confirmation. All caterers using our facilities must be able to demonstrate, in advance of the hiring period, that they have a documented system of food safety management based on HACCP principles, as required by Regulation (EC) No.852/2004. Caterers unable to meet this stipulation will be refused entry to the premises.

Hirers will be held liable for any illness due to food poisoning as a result of catering arrangements made in connection with their booking. The Council accepts no liability for cross contamination through its equipment.  Hirers should satisfy themselves that the equipment is clean. Any catering equipment should be left in an hygienic and clean condition.   

13	Broadcasting and Filming Rights
No Hirer booking the facility may grant broadcast (whether sound, television, cable or satellite) rights to any third party in respect of any event to be held at the Hall, without the prior written consent of the Council. If such consent is given, the Council reserve the right to take part in negotiations, to be a party to the terms and conditions of any agreement reached and to take all or share in any income and publicity delivered there from.

14	Photographs and Video Recording
Photographs for professional use and publication thereof must not be taken in the Hall without the permission of the Manager. The use of video recording equipment is likewise not allowed in the Hall without the permission of the Manager.

15	Sale of Goods
The Hirer shall comply with the code of conduct for occasional sales issued by the Council and appended to these conditions (if appropriate).

16	Advertising
The Hirer shall not advertise or publicly announce any event to take place in the Hall without prior approval, in writing, of the Manager.

17 	Fly Posting
Copies of the Council fly posting policy are available from the hall, clarifying the conditions that apply and in breach of which enforcement action will be taken.  It is the responsibility of the Hirer to satisfy the conditions. 

18	Gambling
No sweep stake, raffle or any other kind of lottery shall be promoted, conducted or held on the premises except such  lotteries as are deemed to be lawful by virtue of any enactment relating to  Gambling, Betting and Lotteries and for which approval has been given by the Council in writing.

19	Smoking
	Melksham Town Council operates a non Smoking policy in all of its building. 

20	Animals
	With the exception of specified events and Guide Dogs, animals are not admitted to the Hall.

21	Vacation of Premises
The Hirer shall ensure that all members including Entertainment have vacated by the CLEAR BUILDING time on booking form and the part or parts of the facility used are left in a tidy and orderly condition at the end of each period of use. The Council reserve the right to levy an additional cleaning charge should the premises be left in such a state as to necessitate additional cleaning.
                                                                          
22	Logo
The Logo is the property of the Council and may not be used, reproduced or reflected in any form without the prior permission of the Manager.

23	Licences 
Details of the  licensable activities authorised by Wiltshire Council and the times authorised for those activities are available from the Hall management team. If it is necessary for the Council to apply to the authorities for an extension or variation of the terms of any licence issued by them to the Council or for any special order of exemption from the terms of such licence, the Hirer shall not advertise the provisions as to licensing at the function until after the authorities have considered and dealt with the council's application and shall pay the council's necessary expenses for so doing, including the licence fee.  
 
24	Stage Entertainments
The Hirer must comply with the terms and conditions of the council's licence for the performance of stage entertainment in respect of any function to which such licence applies.

25	Additional and Special Conditions
The Council reserves the right to impose additional conditions or to vary the conditions on any hiring provided that notice there of is given to the Hirer not less than 48 hours before the commencement of the function. 

26	Performing Rights Society
It is the responsibility of the hirer to ensure that all PRS returns, programme details and box office information should be forwarded to the Council no later than 7 days after the final performance. See www.prs.co.uk.

27	Refuse Disposal			
The Hirer is responsible for the disposal of refuse.  The Hall has a limited capacity for the disposal of waste and it is incumbent upon the Hirer to remove refuse from the premises. 

28	Failure to Observe Conditions
If the Hirer shall fail to observe or perform or secure the due observances or performance by others of these Conditions, the Council may without notice forthwith cancel the hirer's booking and  any rights of the Hirer shall thereupon cease. Such cancellation shall not release the Hirer from any of his obligations or affect any right to remedy which the Council may have and, not withstanding the provisions of Condition No. 9 hereof, the Council shall be entitled to retain for their own use and benefit any moneys paid by way of deposit and to sue for any balance outstanding.
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