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Description automatically generated]Warminster Civic Centre Booking Form

	
Event Date:
	
	Type of Event:
(meeting/training, party, wake etc) 
	

	Contact Name:
	
	Contact Number:
	

	Email Address:
	

	Address & Postcode:
	

	Number of People:
	
	Company Name:
	

	How did you hear about us?
	(e.g. friend/family, social media, website, newspaper etc. Please give where/what platform.)
	


	Hire and Event Times
Hire start time is when you require access to the room(s) and includes preparation time. Hire end time is when you will vacate the room(s) and includes time for cleaning up. Hire start and end times are usually 15 or 30 minutes either side of the event time.
The minimum booking time, including hire start and end, is 1 hour 30 minutes.

	Hire Start Time:
	
	Event Start Time:
	

	Hire End Time:
	
	Event End Time:
	


	Room(s) Required

	Cley ☐
	Copheap ☐
	Arn ☐

	Room Layout (tick/highlight/circle as appropriate):

	Standing
	Theatre
	Classroom
	Boardroom
	U-Shape
	Banquet/Café
	Cabaret

	Other layout (explain/describe): 

	


	Hire Charges: all prices are per hour, per room
*Community rate only available with registered charity number, or if agreed with Civic Centre Manager & Town Clerk prior to booking.

	Community*
	Weekdays: £19.20
	Weekend: £24.00

	Standard
	Weekdays: £25.20
	Weekend: £30.00


	Equipment & Facilities

	Smart LG TV/Projector & Screen: £25.00
Per session – Smart LG in Cley room only. Projector/screen in Copheap only.
	☐	Portable Display Board: £5.00
Per board – 8 available
	☐
	Sound System: £20.00
Per session – integrated or Roger microphone/speaker system
	☐	Flipchart/Paper/Pens: £10.00
Per session
	☐
	Kitchen – Full Use: £50.00
Per session, only available with Arn room – all equipment, storage & water
	☐	Kitchen – Part Use: £37.50
Per session, only available with Arn room – fridge, storage, water
	☐
	Bar: £40.00
Per session, only available with hire of the Arn room – last orders 11:15pm
	☐	After Midnight Charge: £175.00
Per hour per room
	☐
	Layout templates, room capacities and additional equipment details can be found in the Civic Centre Venue Hire Booklet.


	Cutlery & Crockery
	Refreshments
	We can offer breakfast pastries or a light lunch buffet upon request.
Please contact the Civic Centre Manager for more information.

	0 – 25 people: £7.50
	☐
	Tea & coffee
£2.50 per person
Sugar, milk, cutlery & crockery included
	☐
	

	26 – 50 people: £10.00
	☐
	
	
	

	51 – 100 people: £15.00
	☐
	Tea, coffee & biscuits
£3.50 per person
Sugar, milk, cutlery & crockery included
	☐
	

	101+ people: £20.00
	☐
	
	
	




	Catering
	Entertainment (DJ, bouncy castle, magician etc)

	Name:
	Name:

	Address:
	Address:

	Number:
	Number:

	Email/Website:
	Email/Website:

	A copy of the caterer and/or entertainment Public Liability Insurance
and risk assessment is required.

	If you are hiring a DJ or music entertainment, they must finish by 11pm.
Any equipment, such as bouncy castles, must be dropped off and picked up during your hire start and end times.
The venue staff will not be responsible or held liable for collecting or returning any equipment.


TERMS AND CONDITIONS OF HIRE FOR WARMINSTER CIVIC CENTRE
1 Interpretations
a)	The ‘Council’ means Warminster Town Council and officers authorised by them to perform any particular duty.
b)	The ‘Civic Centre’ means the property and adjacent grounds owned by the Council.
c)	The ‘Manager’ means the Manager of the Civic Centre or any authorised officer of the Council, performing management duties at the Civic Centre from time to time.
d)	The ‘Hirer’ means the person making an application on behalf of the organisation or individual.
e)	‘Contract of Hire’ means the formal written particulars of an organisation’s or individual’s use of the Civic Centre and the rules and regulations contained therein, which shall be deemed to include these terms and conditions of hire.
2 Hirers’ Responsibilities
a)	The Hirer shall agree all arrangements for seating, decorations, scenery, or structures of any description with the Manager at least two weeks prior to the commencements of hire, and shall agree to abide by the licensing regulations in force at the time of hire. 
b)	No additional lighting effects or electrical equipment shall be introduced into the premises without having had the approved Portable Appliance Testing labels and the previous consent of the Manager
c)	The Hirer shall not bring or permit to be brought on to the premises any explosives, inflammable spirits or fireworks of any kind or without consent install any portable heaters of any type. 
d)	The Hirer shall not without the prior written agreement of the Manager use or permit to be used any naked lights, any inflammable material, costume, decorations or scenery on the premises and shall not allow any act or performance to take place on the premises which might endanger persons on the premises or the premises themselves. 
e)	No wax or powder shall be placed on the floor.
f)	The Hirer shall not use the premises for any purpose other than that described on the booking form. 
g)	The Hirer does not have the right to assign or sublet any of its rights or liabilities under the contract of hire to any other person or persons.
h)	The Hirer shall ensure that the maximum capacity of the premises as outlined on the booking form is not exceeded. 
i)	The Hirer shall be responsible for maintenance of good order and sufficient supervision at the premises. 
j)	The Hirer shall keep all gangways, doorways, passages, entrances and exits unobstructed and shall keep the entrances and all exits of the premises unlocked whilst the function is in progress.
k)	The Hirer shall not give or permit the giving of any gratuity to any member of staff. 
3 Bookings
a)	Warminster Town Council reserves the right to refuse any bookings or to impose any special conditions or restrictions but subject to a right of appeal to the Council.
b)	There is a minimum booking time of 1.5 hours, unless otherwise agreed with the Manager.
4 Charges
a)	Charges for the use of facilities shall be those determined by the Council.
· The Council reserves the right to amend charges without prior notice but will ordinarily aim to notify the Hirer of any such changes at least four (4) weeks prior to their implementation.
b)	Customers will be charged the hire charge in force at the time of the event, not at the time of booking. 
5 Payments
a)	Deposits must be paid in advance to confirm any bookings. For one-off events, a £50.00 (inclusive of VAT) non-refundable deposit is required at the time of booking, and the remaining balance must be paid 28 days before commencement of the event.
b)	For weekly/monthly events booked in advance, balances will be invoiced in advance each month and shall be paid within 28 days of receipt of the invoice. In the event of non-payment by such date the Council reserves the right to take legal action to recover the amounts owed.
c)	Payments can be made by cash, card, cheque, or directly into the Warminster Town Council bank account, sort code 40-45-23, account number 91001000. Cheques should be made payable to Warminster Town Council.
d)	All correspondence relating to accounts should be addressed to Warminster Town Council, Warminster Civic Civic Centre, Sambourne Road, Warminster, Wiltshire, BA12 8LB.
6 Cancellations
a)	Should the Hirer wish to cancel their booking they will become liable for the appropriate charge as outlined below:
i) 42+ days’ notice: Full refund if full payment has been made.
ii) 22 – 41 days’ notice: 50% refund if full payment has been made or 50% payment required if no payment has been made.
iii) 0 – 21 days’ notice: No refund issued, or full payment required.
Non-Refundable Deposit: A non-refundable deposit may be required to confirm the booking, this will be confirmed by the Civic Centre Manager
Late Notice Bookings & Payment: If you are hiring the Civic Centre and the event is within 4 weeks, full payment will be required before the event.
VAT, Invoices & Payments: VAT registration 771 5766 00. All prices quoted are inclusive of VAT. An invoice will be generated and sent out to you as soon as reasonably possible. Please pay by BACS to HSBC, sort code 40-45-23, account no. 91001000, account name Warminster Town Council, quote/reference your invoice number (WCCXXXX). Alternatively, payment can be made by cash, cheque or card at Warminster Civic Centre during office opening hours: Monday to Friday, 09:00 – 16:30.
b)	The Council reserves the right to cancel the use of any premises under exceptional circumstances (for example fire or flood). All money paid in respect of the booking will be refunded. The Council will not be liable for any other expenditure or loss sustained, directly or indirectly, by the Hirer or the organisation arising from the cancellation.
c)	In some situations, it may be necessary for a booking to be moved to another room in the Civic Centre. Should this be deemed necessary, the client will be advised of this no less than 24 hours prior to the event. 
e)	Should the number of attendees for an event increase or decrease significantly, the booking may be moved to another room at the discretion of the Manager. The Hirer will be advised in this instance.

7 Damage to or Loss of Property
The Council accepts no liability for damage to, or loss of, any property or articles or things whatsoever, placed or left at the Civic Centre or any part thereof, by any organisation, or any member of any organisation or any individual.
8 Damage Caused
a)	The Council reserves the right to demand a damage deposit, which shall be subject to appropriate deduction in the event of damage being caused to the Civic Centre, fixtures and fittings.
b)	The Hirer shall pay the Council on demand the amount of any damage (fair wear and tear excluded) caused to the Civic Centre by the Hirer or any person participating in an event at the invitation of the Hirer. The Manager and the Town Clerk, whose decision shall be final, shall certify the amount and provide the Hirer with an explanation of the costs.
9      	Indemnity
a)	The Hirer shall indemnify the Council in respect of the Hirer’s legal liability only for all claims, damages to or loss of property belonging to any person and for any personal injury to or the death of any person during the course of or in consequence of the hiring save insofar as the same arises out of any act, omission or negligence on the part of the Council. 
b)	The Hirer shall indemnify the Council for the Hirer’s legal liability only against all claims, demands, actions and proceedings in respect of any infringement of copyright by an unauthorised performance or use of recording apparatus or contrivance at the Civic Centre by the Hirer or their agent.
c)	The Hirer shall not play or permit to be played recorded or broadcasted music in the Civic Centre or perform any work which will infringe any copyright. Guidance on compliance with regulations may be sought from the staff.
d)	Whenever the function includes the public performance of any copyright work, the Hirer must secure from the appropriate persons or bodies the right to have such works performed or produced and must reimburse the Council all sums of money which the Council may have to pay in respect of such performance or by reason of any infringement of copyright occurring during the hiring.
10        Hirer to Insure if Required
If required by the Council, the Hirer shall effect, before the date of the hiring, insurance in the joint names of the Council and the Hirer against the Hirer’s liability to third parties in connection with the hiring for an amount to be prescribed by the Council and shall produce evidence of such cover to the Council.
11        First Aid
a)	First Aid requirements should be reviewed by the Hirer as Council employees are NOT available to administer First Aid. The Hirer may be requested to provide suitable qualified First Aid cover if deemed necessary by the type of activity undertaken.
b)	In the event of an accident or injury the Hirer should immediately notify the Manager. All injuries/accidents should be dealt with in this way and recorded.
12	Catering
a)	The Council reserves the exclusive right to sell all refreshments, beverages and foodstuffs for consumption within the Civic Centre either by itself or through its agents. 
b)	The Food Standards Agency says that in general food that needs to be chilled, such as sandwich fillings, should be left out of the fridge for the shortest time possible. If it is left at room temperature for a long time, bacteria can grow or toxins can form and both of these could cause food poisoning. If you are preparing a buffet you should try to keep food out for the shortest time and not more than four hours. After this time, any remaining food should be thrown away or put back in the fridge, but if you do put the food back in the fridge do not let it stand around at room temperature if you serve it again. All hirers should be aware of the current advice.
13	Advertising
The Hirer shall not advertise, fly post or publicly announce any event to take place in the Civic Centre without first confirming the booking and obtaining prior approval from the Manager.  
14	Waste and Recycling
a)	If requested by the Civic Centre Manager, Hirers must take all waste and recycling home with them.
b)	If using the Civic Centre’s bins, Hirers must ensure that waste is correctly sorted into the following categories:
· General Waste – Items that cannot be recycled, including contaminated paper or cardboard (e.g., those with food, grease, or paint), tissues, paper towels, shredded paper, laminated paper cups, and till receipts.
· Recycling – Clean and dry materials, including newspapers, magazines, paper, cardboard, plastic bottles, clean plastic pots/tubs/trays, empty food and drink cans, empty aerosol cans, empty cartons (e.g., fruit juices), and clean aluminium foil and food trays. Contaminated materials cannot be recycled.
· Food Waste – Includes plate scrapings, peelings, coffee grounds, tea bags, and used paper towels. Items such as empty food containers, packaging, large bones, and oils must not be placed in food waste.
· Glass – Clean glass bottles and jars of all colours. Items such as crockery, glasses, Pyrex, sheet glass, metals (including lids), mirrors, and lightbulbs must not be placed in the glass bin.
c)	All waste must be placed in the designated bins as per the Civic Centre’s waste disposal guidelines.
d)	Failure to comply with waste separation requirements may result in additional charges for disposal.
15   	Sale of Alcohol
a)	In accordance with licensing regulations, the Hirer and their guests are not permitted to bring any alcohol onto the premises. Any external alcohol found on the premises will be required to be immediately resealed and removed. Where this is not possible, the alcohol will be confiscated and disposed of by staff.
b)	The Civic Centre holds a premises licence and retains exclusive rights to supply and sell alcohol on the premises. A staffed bar with a full selection of alcohol, including but not limited to spirits, mixers, bottled beer, bottled wine, and bottled cider, is available for hire at a fee of £40.00, which ensures the bar is staffed appropriately and that alcohol consumption is appropriately monitored and managed in accordance with licensing requirements.
i)	If the main bar is unavailable for any reason, including maintenance works, the Coffee Bar located in the foyer will be used as an alternative at no additional charge. This alternative service offers a limited selection of bottled wine, bottled beer, and bottled cider, along with soft drinks and hot beverages, but it will not include the full range available at the main bar. This arrangement does not alter the rights of the Civic Centre to supply and sell alcohol on the premises or alters the licensing restriction that prohibits external alcohol from being brought onto the premises.
c)	Raffles or similar activities that include alcohol as a prize must comply with relevant licensing laws. Individuals under the age of 18 must not participate in any draw where an alcoholic product may be won. All alcoholic prizes must remain sealed while on the premises and may only be consumed off-site.
16	Broadcasting and Filming Rights
No Hirer booking the facility may grant broadcast rights (whether sound, television, cable, satellite or internet) to any third party in respect of any event to be held at the Civic Centre, without the prior written consent of the Council. If such consent is given, the Council reserves the right to take part in negotiations, to be a party to the terms and  conditions of any agreement reached and to take all or a share of any income and publicity delivered therefrom.
17 	Photographs and Video Recording
Photographs for professional use and publication thereof must not be taken in the Civic Centre without the permission of the Manager. The use of video recording equipment is likewise not allowed in the Centre without the permission of the Manager. (This does not apply to Council meetings as legislation states all Council meetings can be filmed or recorded.) 
18 	Sale of Goods
The Hirer shall comply with the code of conduct for occasional sales issued by the Council and appended to these conditions (if appropriate).
19	Gambling
No sweepstake, raffle or any other kind of lottery shall be promoted, conducted, or held on the premises except such lotteries as are deemed to be lawful by virtue of any enactment relating to the Betting, Gambling and Lotteries Act 2005 for which approval has been given by the Council in writing.  
20	Smoking & Vaping
Warminster Town Council operates a total ban on smoking and vaping inside all Council-owned premises.
21	Animals & Insects
With the exception of specified, approved events and assistance dogs that are permitted by the Manager in advance, animals and/or insects are not admitted within the Civic Centre.
22 	Vacation of Premises
The Hirer shall ensure that all guests and outside service providers have vacated the premises by the HIRE END TIME on the booking form. The part or parts of the facility used are left in a tidy and orderly condition at the end of each period of use. The Council reserves the right to levy an additional cleaning charge should the premises be left in such a state as to necessitate additional cleaning.
 23 	Licences
If it is necessary for the Council to apply for an extension or variation of the terms of any licence issued to the Council or for any special order of exemption from the terms of such a licence, the Hirer shall not advertise the provisions as to licensing at the function until after the application has been considered and shall pay the Council’s necessary expenses for so doing, including the licence fee.
24 	Stage Entertainment 
The Hirer must comply with the terms and conditions of the Council’s licence for the performance of stage entertainment for events that require them. The Hirer is to provide staff to cover ticket collecting on the day of the event if required. 
25 	Additional and Special Conditions
a)	The Council reserves the right to impose additional conditions or to vary the conditions on any hiring provided that notice thereof is given to the Hirer not less than 48 hours before the commencement of the function if practicable.  
b)	Any event that may be of an explicit nature must be advertised, promoted and sold as being for over 18s only. Any event of this kind is subject to the Manager’s permission, and any event that is deemed as explicit by the Manager for which they have not been notified prior to the event is subject to immediate closure of that event. The Hirer shall accept all liability in the event that this happens.
c)	For any events that include children amongst the group, the Hirer must ensure that all children are supervised by an adult after the hours of 21.00.
d)	Depending on the nature and scale of the event the Council may levy charges for ‘Security personnel’ onto the Hirer.
26	Performing Rights Society
It is the responsibility of the Hirer to ensure that all PRS returns, programme details and box office information should be forwarded to the Council no later than seven days after the final performance, if required.
27 	Failure to Observe Conditions
If the Hirer shall fail to observe or perform or secure the due observances or performance by others of these Conditions, the Council may without notice forthwith cancel the Hirer’s booking and any rights of the Hirer shall thereupon cease.  Such cancellation shall not release the Hirer from any of their obligations or affect any right to remedy which the Council may have, and the Council shall be entitled to retain for their own use and benefit any moneys paid by way of deposit and to sue for any balance outstanding.
28	Data Protection
The Town Council may on occasion wish to take photographic images of its services and events where the users of the service or event may be present. Users by virtue of their booking and being part of a service or event are advised that these images maybe used for future promotion and marketing. As required by the Date Protection Act, the Council recognises the rights of individuals to their photo image and will not use or retain any images taken of individuals without their express permission, but may use an individual’s image without permission where they are part of a group.
29	Force Majeure
Neither party shall be liable for damages or have the right to terminate this agreement for any delay or default in performing, if such delay or default is caused by conditions beyond its control including but not limited to natural disasters, human events (such as wars, riots or other major upheavals) and performance failures outside the control of the contracting company. 

	Please read and sign below:

	I confirm that I have received the building floor plan and emergency evacuation information, and that I have read, understood, and agree to all Terms & Conditions associated with the hire of the Civic Centre. I acknowledge that it is my responsibility to comply with all requirements set out in the Terms & Conditions, including those relating to cancellation, first aid, waste management, alcohol licensing, and security provision.

	Name:
	
	Date:
	

	Signed:
	

	On behalf of company/organisation/business:
	



Please return this completed full form to Warminster Civic Centre, Sambourne Road, Warminster, BA12 8LB or email civiccentre@warminster-tc.gov.uk. If you need further information or wish to speak to a member of staff, please call 01985 214847 (option 2) or email civiccentre@warminster-tc.gov.uk.
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