LOCKING PARISH HALL / NURSE THOMAS SUITE (NTS)
BOOKING FORM – PLEASE READ
1. Name of Organisation Booking (if applicable) ………………………………………………………………………………………
2. Name and Address of the Organiser…………………..……………………………………………………………………………..
………………………………………………………..………………………………………………… Postcode……………….………. 

Contact Tel:………………………………………………..        Email:…………………………………………...……………………..
3. The key for the hall is located in the key safe at the front of the building. The Nurse Thomas Suite keysafe is located to the right of the NTS entrance. Once your invoice is paid in full the code will be emailed to you. 

Please book as follows:
#Time period should include setting up and clearing away time
	Day and Date
	Time Arriving #
	Time Leaving #
	Room
	Purpose

	
	
	
	
	


4. Will music be played/performed? *YES / NO.    If YES, is it LIVE / TAPED / RECORDS / CDS

5. It is a statutory requirement of the Licence for this Hall that a responsible person, at least 21 years of age shall be in charge of and in attendance at all times when the public is present on the premises for MUSIC, SINGING, DANCING AND/OR THEATRE performances. This person MUST ensure that the conditions of the Licence are observed and MUST be named below. (Copies of the Hall Safety and Fire Regulations are available from the Clerk to the Council and are also displayed in the Hall Foyer; they are based on the Licence requirements).

6. Please insert the name and address of the responsible person for the purpose of paragraph 6 above:


……………………………………………………………………………………………………………….

7. Will there be a licensed bar?
*YES I NO.
If YES at what time will it close?  ……………….hrs

8. It should be noted that the Hall does not have a Liquor Licence, thus, if alcohol is to be sold on the premises then it is the responsibility of the Hirer or organiser to apply for and obtain a Temporary Entertainment Notice (TENs) Licence. 
9. Have you obtained a TENs licence from North Somerset Council? …………..
10. Notice must be given to the Clerk to the Council of any proposed extension or variation of the permitted hours under the terms of the Licence at least six weeks in advance of the date required.


Is an extension to hours required?    If YES what Date  ………………. and to what time ………………..hrs.

11. The hire charge includes any fee payable to the Performing Rights Society by Locking Parish Council.

12. A £50 Deposit is required a minimum of 2 weeks before the event, which is refundable, providing no damage has been caused to the Hall or its fixtures and fittings, and the Hall has been left in a clean and tidy condition. 
13. Any cancellation of a booking MUST be notified to the Clerk (01934 820786) at the Parish Office no later than 24hrs before the event.
14. It is the responsibility of the person in charge of the event to inform persons of the location of fire exits and assembly point the manner in which they should be used, taking due account of any disabled people using the Hall.
UNDERTAKING                        *Delete as necessary
*I/We accept responsibility and payment for any damage to the premises and the contents during the period of hire.

*I/We undertake to leave the Hall in a clean and tidy condition and to put away any furniture used.
*I/We undertake to remove at the cessation of hire, any decorations and/or equipment which *1/We bring into the Hail, unless it has been previously agreed with the Village Hall/Park Committee that they may remain or be stored in the Hall.

*I/We certify that the person named in paragraph 7 of the Booking Form is at least 21 years of age, and will ensure that the Hall Safety and Fire Regulations are observed and the Conditions of the Licence are met.

*I/We have read the Conditions of Hire and Booking Regulations and hereby agree to abide by them.
Signed …………………………………………………………….            Date  ……………………………………………………….
The Booking Form and Undertaking should be completed and returned with the deposit cheque (made payable to Locking Parish Council), to Locking Parish Council, Grenville Avenue, Locking, BS24 8AR.
An invoice will be raised and payment should be made by bank transfer, as detailed on the invoice.

