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Event booking form

Customer Details

[bookmark: CaseACocher1][bookmark: CaseACocher2][bookmark: CaseACocher3][bookmark: CaseACocher4]|_| Mr.	|_| Miss.	|_| Mrs.	|_| Other.
Surname:	 First Name:	
Organisation/Company:	 Position:	
Address:	
Post code:	Town:	 County:	
Phone:	 Email:	

Overview of event details
	Event Name:
	
	Date Of Event: 
	 

	Actual Time Of Event:
	
	Zone:
	

	Customer Name:
	
	Contact:
	



BOOking Fees

	Zone
	Fee
	Description

	Auditorium 
	£90 (per 4-hour session)
	Amateur theatrical societies and exhibitions within Bridgwater. Includes use of changing rooms only. Additional hours required, charged at £25 each.

	Auditorium
	£150 (per 4-hour session)
	Local school productions & hire. Includes use of changing rooms only. Additional hours required, charged at £50 each.

	Auditorium
	£190 (per 4-hour session)
	Local hires for functions. Includes use of the auditorium only. Additional hours required, charged at £50 each.

	Auditorium
	£280 (per 4-hour session)
	Commercial and non-Bridgwater hires. Includes use of the auditorium only.
Additional hours required, charged at £75 each.

	Auditorium (Rehearsals only)
	£25 (per 1-hour session)
	Includes use of auditorium only. Additional hours required after 10pm, charged at £35 each.  

	Box Office
	£15 (per 1-hour session)
	Only chargeable if required outside of normal hire. 

	Stage lighting
	£30
	Please note, 20p per unit of electricity used will be added to the final invoice.

	Public address system
	£20
	

	Auditorium Sunday surcharge
	25% payable on all above fees
	

	Auditorium Bank Holiday surcharge
	50% payable on all above fees
	

	Charter Hall
	£20 (per 1-hour session)
	Non-commercial hires. Additional hours required, charged at £20 each.

	Charter Hall
	£70 (per 4-hour session)
	Non-commercial hires. Additional hours required, charged at £20 each.

	Charter Hall
	£200 (per day 09:00-18:00)
	Bridgwater commercial hires. Additional hours required, charged at £35 each.

	Charter Hall
	£400 (per day 09:00-18:00)
	Non-Bridgwater commercial hires. Additional hours required, charged at £65 each.

	Charter Hall (Bar charge)
	£50
	

	Charter Hall Sunday surcharge
	25% payable on all above fees
	

	Charter Hall Bank Holiday surcharge
	50% payable on all above fees
	

	Bridgwater Room 
	£200 (per day 09:00-18:00)
	Bridgwater commercial hires. Additional hours required, charged at £35 each.

	Bridgwater Room
	£400 (per day 09:00-18:00)
	Non-Bridgwater commercial hires. Additional hours required, charged at £65 each.

	Conference Equipment
	£15
	Only chargeable if required.

	Bridgwater Room Sunday surcharge
	25% payable on all above fees
	

	Bridgwater Room Bank Holiday surcharge
	50% payable on all above fees
	

	Kitchen
	£25 (per 1-hour session)
	Use of kitchen only. 



Please Note:
i) Set up and clean down times will be payable if outside of the booked sessions.
ii) when booking the auditorium, the hirer must state the desired layout and seating arrangements for each individual booked zone. Please see list of available options below:

· Auditorium - Cabaret Layout, rowed seating and open floor (if raised seating is required a charge of £50 will be payable and will be the hirers responsibility to arrange for installation and removal).
· Charter Hall- a permanent bar area available, board room style, U-shape style and rowed style.
· Bridgwater Room- Board room style, U-shape style and rowed style.



PRS for Music Rates as from 1st of April 2019 will be charged at the following rates 3% for variety shows 
And 4.2 % for bands inc Tribute Bands.  Info required number of tickets sold and ticket price.
			
EVENT DETAILS by date & hour
	Dates
	Hours
	Zone required
	Layout required (including Number of tables and chairs)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL £
	
	
	




	Signature:
	
	Date:



Cancellation Policy

All cancellations must be in writing. Cancellations received within seven days of your event are subject to a 100% charge of the event booking fee.

Payment

Bank Transfer 

Account Name: Bridgwater Town Council
Bank: Natwest
Account: 53203682
Sort Code: 60-03-27


TERMS AND CONDITIONS

1. 	In these Regulations and Conditions “the Hirer” means the person signing the form of application and includes the Club, Organisation, or person, if any, on whose behalf the application made and such Club, Organisation or person shall be jointly and severally liable hereunder with the person signing the form of application, “the Council” means Bridgwater Town Council. 
2. 	a) The Hall shall not be hired except upon a written application addressed to Bridgwater Town Council. 
b)  The contract for the hire of the Hall shall not be deemed complete until the standard form of application has been signed by the Hirer and accepted on behalf of the Council. 
3.	A deposit of 25% of the Hire Charge must accompany the application and the balance must be paid when requested, unless special arrangements have been made with the Town Clerk responsible for the letting of the Public Hall. 
4.	The Council or the Town Clerk may at any time without stating any reason therefore demand the provision of the Hirer of such security for the payment of monies payable in respect of the hiring as the Council may deem necessary. If such security is not provided within the time specified, the Council shall be at liberty to cancel the hiring without compensation of any kind. 
5.	The Council reserves the right to refuse any bookings without giving any reasons. 
6.	Deposits may be forfeited if the Hall is not used or the hiring not taken up in its entirety – all articles and things brought into the premises by or for the use of the Hirer may be detained until all financial obligations of the hiring are fulfilled, and may be sold after three days’ notice has been given to the Hirer of the Council’s intention so to do although no formal demand may have been made in respect of the sum payable. 
7.	Hiring charges are reviewed by the Council annually and any new rates will be applicable from April 1st each year. Irrespective of the charges in force at the time of the booking, the actual charges made will be those in force at the date of the use. 
[bookmark: _GoBack]8.	The Hall must be vacated no later than midnight. 
9.	If the Hall is not vacated and cleared by 10.00 a.m. on the day following the hiring, the Hirer will be charged for an additional day’s hire. The hall to be left clean and tidy and all equipment to be packed way. Any spillages to be wiped up. Floors left free from debris, all surfaces to be wiped and left in a clean condition. All rubbish to be securely bagged and left at the rear of the building. 
10.	The Hirer shall not use any part of the Hall in such a way as to infringe any existing copyright, and the Hirer shall indemnify the Council against all claims, costs and demands by reason of any or any alleged infringement of copyright occurring during the period of hire when any Hall is used by the Hirer. 
11.	The Hirer shall make returns of music performed in accordance with the Conditions of Licence granted to the Council by the Performing Rights Society. 
12.	The Hirer shall not issue tickets for or authorise or permit the admission to any part of the Hall of persons in excess of the maximum allowed as shown hereunder and the Town Clerk or Town Hall Steward has authority to take whatever measures they think necessary to ensure the observation of this Regulation. 
13.	The Hirer shall during the hiring be responsible for: 
a)  the efficient supervision of the Hall including the effective control of children, the orderly and safe admission and departure of persons to and from the Public Hall; 
b)  the safety of the Hall and the preservation of good order and decency therein; 
c)  ensuring that all doors giving egress from the Hall shall be kept unfastened and unobstructed and immediately available for exit during the whole time the Hall is in use and no obstruction shall be placed or allowed to remain in any corridor giving egress from the Hall. 
d)  The Hirer shall provide such numbers of attendants and stewards as may be in the opinion of the Town Clerk or Town Hall Steward necessary to secure the observations and performance of the foregoing paragraph of this situation. The minimum of 5 front-of-house stewards is required for theatrical performances, dances, 'discoes' and band evenings. 
e) If the Hirer fails to observe and perform any one of more of the stipulations contained in the foregoing provisions of this condition the Council may: 
f) charge to and recover from the Hirer any expenses incurred by the Council in engaging Police Constables or other persons to secure such observance and performance; 
g) cancel any booking for any Hall that the Hirer may have made without incurring liability to the Hirer whatsoever other than for the return of any amount paid therefore less an amount equal to 50% of the total fee which would otherwise have been payable in respect of such cancelled booking which sum may be retained by the Council as liquidated damages for the loss of such booking. 
14.	No exhibitions or other performances will be allowed which involve the use of chemicals, fire or fireworks, nor shall anything be done so as to increase the premium for a policy of fire insurance. 
15.	The Town Clerk or Town Hall Steward and staff shall have the right of free access to any part of the Hall at all times. 
16.	In the event of the Hall or any part thereof being required by the Council or Returning Officer for any Parliamentary or Local Election or for any other purpose on any day on which it may have been booked, the Council reserve the right to cancel the booking and in the event of doing a return of or an equitable reduction from the charges paid by the Hirer shall be made by the Council, but the Council shall not be liable to pay any damages or consequential damages or other compensations whatsoever to the Hirer or third party in respect of or arising out of such cancellation. The Hirer is advised to consider whether they should take up insurance cover against such cancellation. 
17.	The Hirer shall comply with all statutory regulations and requirements applicable to Public Halls, and all conditions contained in the relevant Licence granted in respect of the Hall shall indemnify the Council and their Officers in respect of any breach or non- performance of the requirements of conditions. 
18.	Alcoholic drinks are not permitted on the balcony – without prior consent of Town Clerk/Town Hall Steward. 
19.	When a Hall is booked and an application is made and granted for a Licensed Bar, there shall be no admission or re-admission to the Public Hall after the permitted hours stated in the Licence. 
20.	The Hirer shall not assign or “sublet” any of the rights in respect of the Hall or any part thereof granted to the Hirer by the Council and shall not use or permit or suffer the use of the Hall for any purpose other than the purpose for which the same was hired. 
21.	The Hirer shall take good care of and shall not cause any damage or permit or suffer any damage to be done to the hired premises or to any part of parts thereof or to any fittings, equipment or other property therein and shall make good and pay for any damage thereto (including accidental damage) caused by any act or neglect of himself, his servants, agents or any person resorting to the Hall by reason of the use of the Hall by them. 
22.	No advertisements, flags, emblems or other decorations shall be displayed outside any part of the Public Hall without the previous consent of the Town Clerk or Town Hall Steward. 
23.	 a) Under no circumstances will the Council make good or accept the responsibility or liability in respect of any damage or theft or loss of any property, goods, articles or things whatsoever placed, deposited, brought into or left upon the premises either by the Hirer for his use or purposes or by any other person or left or deposited with the Town Hall Steward or officer of the Council and the Hirer shall indemnify and hold the Council and officers harmless in respect thereof; 
b) The Council shall not be liable for any loss due to any breakdown of machinery, failure of supply of electricity, leakage of water, fire, government restriction of act of God, which may cause the Halls to be closed or the hiring to be interrupted or cancelled. 
24.	The Hirer shall be liable for and shall indemnify the Council in respect of any loss, damage or injury which may be incurred by or be done or happen to the Hirer or any person or persons in his employ or any of his contractors or sub-contractors or by or to any other person or persons resorting to any Hall by reason of the use of the Hall by the Hirer. The Hirer is advised to take up insurance cover against all his liabilities under this and under the preceding clause. 
25.	If a Hirer shall cancel the hiring of any Hall for either one or more bookings then the Council shall be entitled to retain the whole of the fee paid in respect of such cancelled bookings, provided always that if notice of the cancellation of any bookings is received by the Council at least seven days prior to the date on which such booking would otherwise have taken place, then the Council may at their discretion paid in respect of such cancelled booking. 
26.	In the event of a breach of any of the foregoing Conditions by the Hirer or his employees, agents, licensees, invitees or visitors, the Council reserve the right to cancel the hiring forthwith by notice in writing given to the Hirer or to his representative and possession shall thereupon be given by the Hirer who shall forfeit monies paid by them and all the same due from his in respect of hiring charges shall be recoverable. 
27.	The Hirer shall be allowed the use of any equipment available on the premises including from the store. Should the Hirer fail to comply with this Regulation, they will then be charged for any extra work, which is carried out by the Council.
28.	Any notice demand or request by the Council to or upon the Hirer may be sent by ordinary prepaid post addressed to the Hirer at the Hirer’s address given in the application form and shall be deemed to be made or served at the time when the letter containing the same would be addressed in the ordinary course of post. 
29.	In the event of any matter arising in connection with the hiring of the Hall which is not covered by these Regulations and Conditions or in any Agreement entered into between the Council and the Hirer the Council shall have full power and authority to deal with the same as they may in their sole discretion deem advisable. 
30.	No exhibition, demonstration or performance of hypnotism within the meaning of the Hypnotism Act 1952, shall be given in the premises at or in connection with the public performance of a play or cabaret act unless the prior consent in writing of the Licensing Authority has been obtained. 
31.	It shall be the responsibility of the Hirer to ensure that all temporary lighting units are securely fixed in position by a competent person and that such fixings are inspected prior to each performance. All lanterns/spotlights should be provided with a secondary means of support in the form of a chain of adequate strength or other suitable material. 
32.	Flower and other Shows and Exhibitions: 
a) No pot plants are to be placed on the bare dance floor. Exhibitors requiring space to place pot plants on the floor or staging needing watering will provide tarpaulin or plastic sheets. All leaves, stalks and other similar rubbish shall be placed in the receptacles provided by the Council – water spilt on floor wiped up immediately. 
33.	Theatrical Performances and Concerts etc. 
a) The painting or structural alterations to scenery shall not be carried out within the Public Hall; 
b) The electrical equipment controlling stage and house lighting must be operated by a skilled electrician; no alteration of wiring shall be carried out. The Hirer shall be responsible for ensuring that the circuits are not overloaded; 
c) It is dangerous to operate two switchboards simultaneously; 
d) At the end of performances all exit doors shall be opened so that the public 
may leave by the nearest exit; 
e) All exit lights are to be switched on during performances. If a failure occurs, it 
must be reported to the Town Hall Steward or representative. 
f) Smoking or vaping - STRICTLY PROHIBITED inside the building. Smoking or vaping is only permitted to the rear of the auditorium
g) In any case of a fire outbreak - the safety curtain must be lowered 
h) The safety curtain must be lowered once during each performance in the presence of the audience 
i) Upon booking rehearsals, the hirer must state if the rehearsal is a ‘Dress rehearsal’ therefore requiring use of changing rooms.
j) If the rehearsal is to be attended by an audience, the appropriate allocation of stewards is to be supplied by the hirer as stated in 13.
k) During rehearsal bookings all personnel attending must enter the building from the rear of the auditorium, unless the front door is manned for the entire time of the hire period. 
l) The front doors must be manned when any event in in progress where members of the public are in attendance.
m) only the zones booked, will be open and available during the booking session.
	n) No food is to be consumed in the auditorium or dressing rooms, during rehearsal or production sessions. Drinks are permitted during these times; all waste must be discarded in the bins provided.
o) Only white tac is to be used to fasten to any walls or surfaces

	Theatre:

· 210.96 Square metres
· Wi-Fi
· Balcony
· Stage = 36ft(deep) x 15ft(wide).
· Proscenium (Inc. orchestra pit) = 28ft(deep) x 18ft(wide). 
· Dressing rooms
· Kitchen 
 
Room Layout:
· Dancing 150. 
· Theatre (auditorium) – Max 319 (Close Seated)
· Balcony – Max 115
· Banquet – approx. 100
· Cabaret – approx. 100
Boardroom – approx. 40



	Charter Hall:

· Bar Areas
· Wall mounted boiling water dispenser
· 51.40 Square Metres
· Wi-Fi

Room Layout:
· Theatre – Max 50
· Banquet – Max 48
· Cabaret – Max 28
Boardroom – Max 20


	Bridgwater Room:

· 56.20 Square metres
· Wi-Fi
· Side seating (former church benches

Room Layout:
· Theatre – Max 120
· Banquet – Max 60
· Cabaret – Max 40
Boardroom – Max 26
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   BRIDGWATER TOWN COUNCIL
Town Hall, High Street, Bridgwater TA6 3AS



01278 427692
townhall@bridgwater-tc.gov.uk











