Templeton Community Council – request to hire part of Templeton Community Hall. 

Anyone wishing to hire room(s) in the Hall, or use the Village Green, must obtain written permission from Templeton Community Hall Trust as the Hall managers.  Please read the following conditions and complete the application form. The form may be submitted electronically or in hard copy to the Council once it has been signed. 
The premises has a Premises Licence (PREMS/N/0908) which is available to view on the noticeboard in the Hall. If you wish to provide alcohol at your event you should also complete and return the separate application form for that. The sale or provision of alcohol in the Hall is not permitted except with the prior consent of the Hall managers in the form of a Written Permission Notice.

a) Where any room or facility is hired, the Hirer will comply with the stated Conditions of Hire and any legislation that applies, including food and hygiene regulations etc. 
b) The Hirer (person named on the Written Permission Notice) must be on site for the full duration of the booking and must remain on the premises until the end of the hire period.  The hirer is responsible for ensuring the maximum numbers on the booking form are not exceeded.

c) No illegal substances may be brought on to or used in the premises.  Drunk and disorderly behaviour shall not be permitted on the premises or in its immediate vicinity.  Any person suspected of being drunk, under the influence of drugs or who is behaving in a violent or disorderly way shall not be served and be asked to leave the premises.

d) If, in the opinion of the Hall managers, the event requires additional door and event security, the Hirer shall be responsible for arranging, at their own expense, the number of Security Industry Licensed Door Staff stipulated by the Hall managers for the event.

e) The hirer is responsible for ensuring that no exits or fire exits are blocked inside or outside the Hall and that no obstacles are placed in corridors or walkways leading to emergency exits.  All hirers must be familiar with the emergency evacuation procedure and in the event of a fire alarm being raised, the hirer is responsible for ensuring safe and immediate evacuation.

f) Free drinking water will be available at all times.

g) Hirers must ensure that no cutlery, crockery, glasses or drinks containers are taken outside the premises unless this has been previously agreed with Hall managers. 
h) Any Council or Hall managers’ property should be returned to the correct location in a clean dry and tidy state, and the facilities used should be left as they were found.
i) The Hirer must ensure that users leave the Hall quietly and do not cause a nuisance to any residents in the area.

Application for Written Permission to hire Templeton Community Hall – to be completed by Hirer.             A minimum of 14 days’ notice is required.  

Note – if there is the possibility that you will be supplying or providing alcohol, you should complete the alcohol information and application form, as well as this one. 
Please complete the following
Name of Hirer ………………………………………………………………………….…….……..….

Nature of event ………………………………………………………………………………………………………………………………………………..….

Date of event ………………………………………………………………………………………………………………….…………………….……………..

Hours applied for:  From ……………………………………………………………  To ……………………………………………….………………..

Numbers attending …………………………………………………………..………

Facilities / room(s) requested: ……………………………………………………………………………………………………………………………………….

(note – a request does not guarantee that that facility/room will be available – please discuss with the Council beforehand if a specific room of facility is required.)

I confirm that I have received a copy of the General conditions of hire and the hiring guide and that I understand and agree to be bound by the terms of the agreement,  to comply with any applicable laws and that I am over 18 years of age

Signed ……………………………………………………………………………   Dated ……………………………..…………………………………………

Written Permission Notice – to be completed by Templeton Community Hall Trust 
The use of the Hall is permitted between the hours of ………….…………..…… and ………………..………………

on the date of the event …………………………………………………………………………………..……………………………………………………

The facilities that may be used are  ………………………………………………………. 

Additional conditions …………………………………………………………………………………………………………..………….…………………..

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

Signed ……………………………………………………………………… (Trustee or Clerk)
Dated …………………………………………………

The information that you provide will be held by Templeton Community Council and used for the purpose of the administration of this booking.  We will keep the information for the period of time as set out in the Council’s Documentation Retention Policy.  The information will be held securely and not be disclosed to anyone or used for any other purpose without your permission.  On expiration of the retention period the information will be destroyed in a secure manner.  Policies about how the Council will protect your privacy are obtainable by contacting the Clerk – clerktcc@gmail.com 
