


REEPHAM TOWN HALL                           
FORM FOR OCCASIONAL HIRERS

Office:  Reepham Town Council
Town Hall, 
Church Street
Reepham
NR10 4JJ
Tel:  01603 873355


BOOKING FORM

HIRER ……………………………………………………………………………

AUTHORISED REPRESENTATIVE……………………………………………...

ADDRESS……………………………………………………………………………

TELEPHONE NUMBER……………………………………………………………

E-MAIL………………………………..……………………………………………….

FUNCTION / EVENT ……………………………………………………………………

DATES OF FUNCTION / EVENT  ……………………………………….……….

TIME :   Morning……………………………………………………………………

              Afternoon ………………………………………………………………….
		
	   Evening …………………………………………………………………..
	  
	   Deposit……………………………………………………………………

TOTAL HIRING  FEE PAYABLE (in advance)	 £.…………………………………. 	
Please make cheques payable to Reepham Town Council. 
Please let us know if you are paying by BACS 
sort code 40-35-06, Account number – 71385046. 


Declaration

I, the undersigned being over 18, hereby accept responsibility for being in charge and shall 
be on the premises at all times during the hiring period, and for ensuring that all conditions 
of hire stated in the information for hirers are met.


Signature of Hirer  ………………………………………    Date …………………………...

Keys collected by ………………………………………     Date  ……………………..

REEPHAM TOWN HALL                           
INFORMATION FOR HIRERS


SMOKING IS NOT ALLOWED IN ANY PART OF THE BUILDING 

The Town Hall’s FIRST AID EQUIPMENT and ACCIDENT BOOK are located in the kitchen.

In the event of an emergency, please call 07776 782152.

All safety and fire exits from the room(s) are to be kept free from obstruction at all times, including the main hall foyer. Please nominate a competent person to advise the location of fire exits at the beginning of the function. Event / Activity leaders are responsible for fire safety and evacuation throughout the event. A fire action plan is displayed  near all exit doors for reference.

Maximum capacity of the premises is not to exceed 80 persons seated and 120 for dancing. For an evening function the hall must be vacated by 00.30hours.All guests are expected to vacate the hall within 15 minutes of the hire period. After this only those helping to clear up the hall should be on the premises.

Kitchen facilities – the Town Hall has a small amount of crockery and cutlery available for use. The oven may be used but it must be left in a clean condition. 

Reepham Town Hall hirers to leave all rooms, passageways, toilets and the kitchen etc clean and tidy after use.  There are refuse bins provided outside the side door.  Please use recycling bin as appropriate. Any excess bulky rubbish or cardboard boxes are to be removed from the premises. No litter or broken glass to be left outside the foyer.

A damage deposit is required in respect of parties, dances, weddings and similar private functions.  This is refundable in whole or in part at the discretion of Stimpson’s Piece Trustee, where provided the rooms are left in a clean and tidy condition and that no damage occurs to the premises or its contents during the hirers use, (and where appropriate the keys are returned). 

If you cancel your booking, a full refund is available up to two weeks before your booking, 50% up to a week, and there is no refund of the hire fee if you cancel less than a week before your booking.
 
Reepham Town Hall is not licenced for the sale or provision of alcohol.

Keys for locking/unlocking are required for evening/weekend functions.  These are available from the Booking Officer and should be collected and signed for as appropriate. Please ring 01603 873355 to arrange collection. Keys must be returned to the Town Hall after your event.  Please be aware that you are responsible for ensuring that the premises windows, doors and gates are securely locked. 

 Nothing at all must be stuck on the internal walls of the Town Hall.

Currently we have 11 large trestle tables, 9 small tables and 78 chairs available for use in the hall.  These may not be taken off the premises.

The heating system is controlled by a thermostat located on the middle of the long wall opposite the front entrance. Please ensure the thermostat is left at 15 degrees Celsius when you leave the Town Hall. Please respect neighbours when you leave the Hall by not making excessive noise particularly at night.

Please note that by signing the attached form you (or your organisation) are accepting the above conditions of hire, and you are expected to abide by them.

General Data Protection Regulations
We will always treat your personal information with great care. We will never share your information with anyone else nor store your information for longer than is necessary. The information held has been provided by you. A copy of our general privacy notice and privacy statement can be found on our website: www.reephamtowncouncil.gov.uk

