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                                   APPLICATION TO HIRE THE CIVIC CENTRE
                          PLEASE COMPLETE IN BLACK INK AND BLOCK CAPITALS

       Name of Hirer, Club or Organisation








Telephone Numbers please include dialling code


Daytime

Evening


Setting up Time

____________________


Date of Function


Time Room Required


From




To

(Including Setting up Time)

Please allow at least 15 minutes Before & After
Total Number of People Expected

Adults



Juniors


INDICATE REQUIREMENTS





BURTON HALL


    Max capacity 100                                                                          Room Hire







price per hour /Day 
OLD LIBRARY


Max Capacity 40

COUNCIL CHAMBER





Maximum capacity 30
Catering Details

Own Catering to be provided
   Yes/No         £20.00 Refundable cleaning Deposit 
Tea / Coffee per Cup £1.56   
   Yes/No         Number of people _______________
Tea Trolley Hire £9.36
         
   Yes/No


Cups, Saucers, Spoons, Jugs & flasks of Hot Water
Table Clothes (Linen) £6.00 per Table

12 Available    ____________________

ALSO AVAILABLE 
*Microphone / Background Music / Projector Screen


£ COSTING


















 






                   
ROOM HIRE



                                                                                                                              






TEA TROLLEY








         
TEA COFFEE















OTHER
                                    
TOTAL

DATE         /           /____       
FOR OFFICE USE


RECEIPT NUMBER




EMAIL ADDRESS 


AMOUNT







DATE









                                                                                     (Optional for future promotions)
Please return your completed Booking form with a minimum Deposit of 50% to confirm your booking (Non refundable)
.

Indemnity to be completed for all applications                       

In consideration of ITC Ltd granting me / us the use of the aforementioned premises, I / we agree to pay ITC Ltd the cost of making good any damage caused to the premises by me / us or any of my / our guests.

It is further acknowledged and agreed that ITC Ltd give no warranty of the suitability of the premises for the use to which I / we intend to put them and I / we hereby agree to indemnify ITC or their officers, servants and agents against all actions, cost, claims and demands arising out of any accidents and / or loss which may occur on the said premises during their use by me / us provided that the same is not due to any negligence, omission or default of ITC Ltd their officers, servants or agents.

Under no circumstances shall the permanent electrical installation be altered or otherwise interfered with.  Permission for HIRERS to erect any temporary wiring for a specific function or purpose shall only be carried out on approval by ITC.

It is further acknowledged and agreed that I / we will indemnify ITC Ltd in respect of all actions, costs, claims and demands arising out of any breach of copyright as defined in the Copyright Act 1956, or under any other enactment in that behalf for the time being in force in respect of any performance of any literary, dramatic, or musical work, which takes place or which is given while the said premises are being used my me / us, our servants or agents. I have read and understand the Conditions of hire on the reverse of this form.

Signature:

________________________________________

Name:


________________________________________
Date:


________________________________________
ITC Ltd for their part will ensure that the company (ITC Ltd) holds Employer’s Liability Insurance, Public Liability Insurance and a Premises licence for the duration of the hire.

KESTEVEN HALL (not to scale)

PLEASE INDICATE YOUR LAYOUT REQUIREMENTS




In these Terms & Conditions: -

1. ITC means Immingham Town Council
2. The Hirer means the person named on the Booking Form.

ACCESS: The Hirer must hire the premises for the times he / she requires it for, not only for the function period but for any equipment delivery setting up/dismantling, decorating, table laying, rehearsals or any other time anyone involved in the event or function requires to be on the premises. These times must be stated on the forms and access will only be granted at the times paid / booked for. Should additional time be required, it must be booked in advance of the date of the function/event/meeting.

Access to kitchen is only permissible with the permission of the Manager.

The Hirer shall indemnify ITC and its officers and servants against all actions, expenses, claims, penalties and demands arising out of, or in any way connected with the hiring, or any accident or loss which may happen to, or be sustained by, any person by reason thereof.

ADVERTISING: The Hirer shall not place any fly-posters or display or affix any form of advertising or marketing literature in the street or on any structure in the vicinity of the Civic Hall unless permission has been obtained first.

CANCELLATION BY ITC: If the premises shall be required by ITC for the purpose of Parliamentary Election, National or Local Emergency or Local Celebrations/Occasions, ITC may be forced to cancel the letting of the premises by notice (written or oral) given to the Hirer at any time.

ITC reserves itself and / or its nominees the right of sale of all refreshments.

Under no circumstances must food or drink be sold on the premises unless agreed beforehand with the Manager.  If the Management deems this to be the case on the day of the event / function, the event will be terminated. 

CHILDREN: When children are present at functions their parents or guardians are required to ensure that the behaviour of the children is kept within reasonable limits. Anyone found vandalising the premises or acting in a disorderly fashion will be ejected from the premises. In every letting there shall be deemed to be implied an undertaking on the part of the Hirer with ITC to strictly observe the provisions of the Children & Young Persons Act.

CLEANLINESS/TIDINESS: The Hirer is responsible for leaving the premises in a clean and tidy state.

Any items brought in, in conjunction with food and drink, must be cleared away from all areas used by the hirer

All forms of decoration (including balloons, posters and floral arrangements) must be approved by the Manager and removed from the premises after the hire.

ITC can provide black bin bags

COLLECTIONS & LOTTERIES: No collections, games of chance, sweepstakes or any form of lottery shall be promoted, conducted or held on the premises except such lotteries as are deemed to be not unlawful by virtue of any enactment relating to the Gaming, Lettings and Lotteries Act. 
 

CONFIRMATION OF BOOKING: A booking will only be considered and confirmed once a contract has been agreed between the Hirer and ITC, and is signed by both parties.  The relevant deposit must be paid at the time of booking or as stipulated.  The balance payment is due as stated in the agreement.

ITC will not keep any dates vacant unless such a deposit has been paid.

The Hirer shall make no public announcement of any function until the application has been accepted by a notice in writing addressed to the Hirer on behalf of ITC. Only ITC’s printed form of receipt will be acknowledged.

FUNCTION HOURS: Licensed opening hours or set times must be adhered to at all times and will be enforced by the Management or their representative(s)

LICENCES: The Centre is licensed for public dancing and public musical entertainment on weekdays and weekends.  The conditions of the licence must be strictly observed.  A copy of the licence may be inspected at the Manager’s office.

PARKING: ITC accepts no responsibility in respect of any vehicle or for any loss or damage to any vehicle or its contents

PHONOGRAPHIC PERFORMANCES: ITC has taken out a licence with the Performing Rights Society Limited to cover musical events.

PURPOSE OF HIRING: Every application must contain full particulars of the precise purposes for which the premises are to be used by the Hirer.

The premises may not be used for or by:-

· Gambling

· Any political group or party without the prior agreement of ITC.

· Activities initiating, promoting or inflaming racist, sexist or violent tendencies amongst users or the general public.

· Any event tending or likely to lessen or detract from the good name and reputation of ITC.

18TH and 21st Birthdays: We do not accept bookings for these events.
REFUNDABLE DEPOSIT: A bond may be required.  This bond is refundable, in full, after the function / event, providing that no damage is incurred and that the premises are left in a clean and tidy condition within the contracted booking hours. ITC shall be sole judges of the damage/excess time and the amount of payment required by the Hirer. 
REFUSAL OF HIRING: ITC reserves the right (without necessarily stating reasons) to refuse to let the premises for any purpose, which it considers not to be in the best interests of ITC.

STORAGE: Storage of any items on the premises, either prior to the booking hours of the function/event or afterwards is not permitted unless otherwise arranged and / or paid for.

TRESPASSING: The Hirer must take steps to ensure that persons do not trespass in parts of the premises not engaged by the Hirer. 

UNDERLETTING: The Hirer shall not, without the prior consent of  ITC, use the premises or any part thereof for any purpose, other than that stated on the form of application and the hirer shall not, without such consent, sub-let any part of the premises to any other person or group.

UNDERTAKING: In every letting there shall be deemed to be implied on the part of the Hirer an undertaking with ITC to comply with these Terms & Conditions, and to indemnify and save ITC from all penalties and costs they may occur in consequence of any default in complying with such Terms, Conditions and provisions.
Date of Function


__________________________________________
Room Required


__________________________________________
Time room required 


__________________________________________
Door Men Required


__________________________________________
No of people Expected

__________________________________________
Bar Catering details


__________________________________________
                                                                                        











Costing

                    Doormen Required

     

        Room hire         


        Bond     
       Catering

       



                      
       Table Decorations       Total        


     TOTAL     
Date:        ______________

IMMINGHAM TOWN COUNCIL


CIVIC CENTRE HUB, PELHAM ROAD, IMMINGHAM,


DN40 1QF 


TELEPHONE 01469-727272


Email: enquiries@immingham-tc.gov.uk











Address please include postcode

















Function/Type of event











Entertainment 


Disco / Band / Bouncy Castle








/          /        
























































Name of the person responsible


WHO WILL BE IN ATTENDANCE AT THE FUNCTION FOR THE DURATION OF THE HIRING.





£





£





£











£





£



































STAGE





 AREA





ENTRANCE FROM FOYER





�





Customer Copy Please Retain





Yes / No











£200.00





£ 20.00
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