Stimpson’s Piece Charity no: 299466

Office:  Reepham Town Council

Town Hall, 
Church Street
Reepham
NR10 4JW
Tel:  01603 873355
Email: clerk@reephamtowncouncil.org.uk

Booking Form

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

Address……………………………………………………………………………
Telephone Number……………………………………………………………
DATE  ……………………………………………………………………………….
TIME     Morning……………………………………………………………………

              Afternoon ………………………………………………………………….


    Evening …………………………………………………………………..

FUNCTION  …………………………………………………………………………

FACILITIES BOOKED 

Hall    ……………………   

Cost
£

Pitches   …………………  

Cost
 £

Changing Rooms…………

Cost
£  

Bar. …………………………
Cost
£                        

TOTAL HIRING FEE      


£

DEPOSIT (See conditions below)

£….………………………………….

Please provide a separate cheque for damage deposit.
TOTAL PAYABLE (in advance)

£………………………………..

Please make cheques payable to ‘Stimpson’s Piece’
For BACS payments – sort code 309908, account number 23324768
1. 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 on all exit doors for reference. A copy of the Fire Safety Plan is available on request and a copy can be viewed on the Town Council website/ Stimpson’s Piece along with other relevant information. In the event of an emergency, please contact 07776 782152.
2.  Maximum capacity of our premises is not to exceed 130 persons. For an evening function the hall must be vacated by midnight and no music is to be played after 11:00 pm. Noise must be kept to a minimum, and our neighbours’ respected.
3. Kitchen facilities – It is recommended that food is prepared in advance. The oven may be used but it must be left in a clean condition. Cleaning materials and a vacuum cleaner are provided in the storage cupboard for cleaning up after your event. 
4. Stimpson’s Piece Charity expects hirers to leave all rooms, passageways and the kitchen etc clean and tidy after use.  There are two refuse bins provided outside the front 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. If further cleaning is necessary following hire, the cost of this may be taken out of the damage deposit to cover this.
5. SMOKING IS NOT ALLOWED IN ANY PART OF THE BUILDING 

6. Keys for locking / unlocking are required. These are available from the Town Council Office and should be collected and signed for as appropriate. Please ring the week before your event to arrange collection. PLEASE NOTE – keys required for weekend bookings must be collected the Friday before. Keys must be returned to the office after your event. All windows and doors must be checked and locked after use
7. 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). 
8. Tables and chairs are available for use in the hall.  They may not be taken outside.

9. Please ensure that the Hall is left in a clean condition, as you find it. Should additional cleaning be required following your hire, we will take the cost of this from your deposit, at the rate of £10 per hour.
10. Please do not arrive before your booked session time, and leave promptly when your booked time is over, as there may be other hirers before or after your booking.

Please return one copy of the booking form, signed below.  Please note that by signing this form you (or your organisation) are accepting the above conditions of hire, and you are asked to abide by them.

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 above are met. I have read a copy of the Fire Safety Plan and understand my responsibilities.
Signed  ……………………………………… Printed ………………………………   Date …………………………...

I ACCEPT RESPONSIBILITY FOR ENSURING THAT ALL WINDOWS AND DOORS ARE SECURED 
AFTER USE.
Signed  ……………………………………… Printed ………………………………   Date …………………………...
Keys collected by …………………………………   Date  ……………………..

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.org.uk
