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Sedgefield Town Council

Parish Hall Booking Form

All sections in white must be completed
	Name of Applicant:
	

	Name of Organisation/Group:
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email:
	

	Date of Hire:
	

	Purpose of Hire: (meeting/party…)
	

	Rooms to be used:
	Fletcher Room □
	Main Hall □ 

	
	Fletcher Room Kitchen □
	       Main Kitchen  □

	
	Small Meeting Room □
	Bar/Foyer □

	Do you require use of the stage?
	Yes □ 
	No □ 

	Facilities Required:
	         Basic stage Lighting □   Projector □ 

      Specialist Lighting and Audio booth □ 

   Hired Microphones (£20 deposit required) □

	Please note: users are responsible for any damage they cause to Parish Hall facilities and will be invoiced for the cost of repairs. 

	Please note: to gain access to the lighting and audio control booth, a professional lighting and/or sound technician is required. A copy of their public liability insurance must be provided with this form before access to the control booth can be approved.

	Name of Lighting Technician: (where applicable)
	

	Name of Sound Technician: (where applicable)
	

	Council Use Only
	Date proof of Insurance received: 
	

	Will instructing take place?
	Yes □
	No □

	Council Use Only
	Date proof of Instructor Indemnity Insurance and/or Coaching certificate received: 
	

	Please note: It is the responsibility of the organisation/company hiring the Hall to ensure DBS checks are carried out on their employees.

	Will any equipment be brought into the Hall?
	Yes □
	No □

	If yes, please provide more information
	
	

	Please note: Equipment brought into the building is not covered by the building’s contents insurance, public liability insurance or fire risk assessment. The Town Council accept no responsibility for damage caused by/to external equipment. It is the responsibility of the hirer to ensure the relevant insurance has been taken out and equipment is safety tested.

	Will alcohol be provided?
	Yes □
	No □

	Will alcohol be sold?
	Yes □
	No □ 

	Do you/a member of your group attending hold a Personal Alcohol Licence?
	Yes □
	No □
	N/A □

	Please note: approval of alcohol sales will be confirmed no more than one month after the booking form has been approved. Regular Users (8+ times a year) are required to hold a Personal Alcohol License per group and must provide a copy with this form. 

	Council Use Only
	Date proof of Personal Alcohol Licence received: 

	Hall Opening Time:
	

	Hall Closing Time:
	

	Please note: the Hall will be opened at the stated time.  If no-one has arrived then after 10 minutes the Hall will be closed and may not be re-opened. Please allow sufficient time to clear the hall and tidy up. If in doubt please give a later time for official closing.

	Council Use Only
	Cost of Hire: £
	Received date:

	

	I agree on behalf of the Organisation I represent to comply with and be bound by the Rules and Regulations as stated in the Parish Hall User Policy and as laid down by the Council on this hire form. I declare that I am over 18 years of age.

	Signature:
	
	Date:
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Sedgefield Town Council


Parish Hall: Fire & Safety

Information / Risk Assessment

It is advisable that you carry out your own risk assessment each time you use the Hall. These forms must be returned to the Town Council Office with your Booking Form.

Name of Applicant:
Name of Organisation/Group:

Nature of Event

(meeting, party, concert etc.)
Date of Event

Time of Event

-
Health & Safety

Please ensure that health and safety information displayed in the Parish Hall User Guide are pointed out to all attending. There is no need to carry this out every time your group meets but you should ensure that all visitors and members are aware of procedures should an emergency occur.

Risk Assessment

Please ensure that: -

· All trailing cables are appropriately secured to prevent a trip hazard

· Only one extension cable is used from the socket to the electrical equipment in use

· All staging is property secured to prevent falling / collapsing

· All staging blocks are properly secured and have no nails / splinters etc. which could cause injury

· All equipment / furniture or other brought into the hall is in good working order

· All fire exits remain completely accessible

· All using the hall are aware of emergency exits and fire alarm points

I / we have carried out a fire and safety risk assessment as above and confirm that all reasonable action has been taken to minimize all risks during the booking period.

Signed:

Date:
Council Use Only 

Approved by:
Council Use Only 

Date:


	COUNCIL USE ONLY

	The following documents have been received:
Risk Assessment: □   N/A □
Public Liability Insurance □   N/A □
Lighting Technician Insurance □   N/A □
Sound Technician Insurance □   N/A □
Instructor Indemnity Insurance □   N/A □ 
Personal Alcohol License □   N/A □

	DO NOT PROCESS APPLICATION WITHOUT RELEVANT DOCUMENTS

	Approved by:
	
	Date:
	





Council Offices, 13 Front Street, �Sedgefield, Co Durham, TS21 3AT


Tel: 01740 621273


Fax: 01740 629445


E-mail: � HYPERLINK "mailto:jane@sedgefieldtowncouncil.gov.uk" �jane@sedgefieldtowncouncil.gov.uk� 
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