            
        
COWBRIDGE TOWN HALL FACILITY BOOKING FORM

	HIRER CONTACT DETAILS

	Contact Name(s):
	

	Organisation Name:
	

	Contact Address:
	

	Invoice Address (if different from above):
	

	E-mail Address:
	

	Contact Mobile:
	

	Is this a profit-making event?
	
Yes [image: ]        No [image: ]

	Is your organisation voluntary?
	
Yes [image: ]        No [image: ]

	Is your organisation a registered charity? If so, please provide the Charity Registration Number:
	
Yes [image: ]        No [image: ]
Charity Registration Number: _______________________

	Does your organisation have Public Liability Insurance? Please supply a copy:
	
Yes [image: ]        No [image: ]

	FACILITY INFORMATION

	Rooms(s) Required:
	Main Hall Suite
Capacity: 120 people
Size: 47’ x 28’ / 14M x 8.5M (plus stage)
	
Yes [image: ]        

	
	Lesser Hall Suite
Capacity: 60 people
Size: 41’x14’ / 12.5M x 4M
	
Yes [image: ]        

	
	Chamber
Capacity: 15 people
	
Yes [image: ]        

	
	Robing Room
Capacity: 10 people
	
Yes [image: ]        

	Date(s) Required:
	

	Event Name:
	

	Times Required:
	Time of Arrival:
	

	
	Event Start Time:
	

	
	Event End Time:
	

	
	Time of Departure:
	

	Additional Requirements:

	Room Set Up (£10 per event): 
please state style if ticked yes








	
Yes [image: ]        No [image: ]

	
	Kitchen (free):
	
Yes [image: ]        No [image: ]

	
	Projector and screen (free):
	
Yes [image: ]        No [image: ]

	PAYMENT

	Chosen Payment Method:
	
BAC/Bank Transfer                    [image: ]     
	Card Payment in office/ over phone	[image: ]

	
	Details if paying by BACS/Bank Transfer:
Bank: Lloyds Bank plc
Account Name: Cowbridge with Llanblethian Town Council
Account Number: 01808726
Sort Code: 30-91-18




COWBRIDGE TOWN HALL HIRE CHARGES

	Main Hall Suite
Capacity: 120 people
Size: 47’ x 28’ / 14M x 8.5M (plus stage)

	Hourly Rate
	Weekday Regular Hire
£
	Weekday 
One Off Hire
£
	Weekend Regular Hire
£
	Weekend 
One off Hire
£

	2
	40.00
	60.00
	55.00
	80.00

	3
	60.00
	80.00
	75.00
	100.00

	4
	80.00
	100.00
	95.00
	120.00

	5
	100.00
	120.00
	110.00
	140.00

	6
	120.00
	140.00
	130.00
	160.00

	7
	140.00
	160.00
	150.00
	180.00

	8
	160.00
	180.00
	170.00
	200.00




	Lesser Hall Suite
Capacity: 60 people
Size: 41’x14’ / 12.5M x 4M

	Hourly Rate
	Weekday Regular Hire
£
	Weekday 
One Off Hire
£
	Weekend Regular Hire
£
	Weekend 
One off Hire
£

	2
	25.00
	40.00
	35.00
	50.00

	3
	40.00
	55.00
	50.00
	65.00

	4
	55.00
	70.00
	65.00
	80.00

	5
	70.00
	85.00
	80.00
	95.00

	6
	85.00
	100.00
	95.00
	110.00

	7
	100.00
	115.00
	110.00
	125.00

	8
	115.00
	125.00
	125.00
	140.00




	Robing Room
Capacity: 10 people

	Hourly Rate
	Weekday Regular Hire
£
	Weekday 
One Off Hire
£
	Weekend Regular Hire
£
	Weekend 
One off Hire
£

	2
	20.00
	30.00
	25.00
	35.00

	3
	30.00
	40.00
	35.00
	45.00

	4
	40.00
	50.00
	45.00
	55.00

	5
	50.00
	60.00
	55.00
	65.00

	6
	60.00
	70.00
	65.00
	75.00

	7
	70.00
	80.00
	75.00
	85.00

	8
	80.00
	90.00
	85.00
	95.00







	
Please read carefully 
CONDITIONS OF HIRE OF COWBRIDGE TOWN HALL
To be read injunction with full Terms and Conditions of Hire

I/We agree to adhere to the following Conditions of Hire:
· Hirers using the Town Hall facilities shall indemnify Cowbridge with Llanblethian Town Council against claims for death, injury or loss of property occurring at Town Hall or on Cowbridge with Llanblethian Town Council property.
· Hirers using the Town Hall facilities shall indemnify Cowbridge with Llanblethian Town Council for any claim of damage (including damage to the lift, walls, ceilings, floors, pictures, glass, furniture or any other therein).
· The Council will not be responsible in any way for claims arising out of the hiring.
· No nails, screws or hooks shall be inserted in the walls nor should adhesive material, liable to damage surfaces of walls or any other part of the building.
· To give 14 days’ notice for cancellation of booking. Failure to do so may result in loss of booking fee.
· Not to place or permit to be placed any obstruction in passages, doorways or fire exits.
· To ensure fire doors remain closed at all times and are not propped open.
· To have themselves and all of their equipment removed from the Town Hall within the period of time stated on the booking form, and any rubbish removed. A fee of £25 will be charged for any rubbish left on site.
· That all toilets and any other rooms included in the booking are left in a clean and tidy state;
· If in breach of terms and conditions, understand that we may be required to leave the Town Hall and forfeit the booking fee.
· To provide adequate supervision for bookings to ensure the proper conduct of patrons during the hiring and to expel any person acting in a disorderly manner.
· That payment must be received prior to the date of the booking.
· I am not to sub-let the hall(s);

            TOWN HALL LIFT
· The Hirer shall nominate a "responsible person" who should supervise the use of the lift by persons using mobility scooters or those transporting equipment and on other occasions deemed appropriate. The responsible person is liable for ensuring that the weight limit for the lift and conditions of use of the lift are strictly adhered to.
· The Hirer must take responsibility for the safe evacuation in the event of fire of any persons who are unable to use the stairs, in accordance with the General Emergency Evacuation Plan (below). The Hirer is responsible for ensuring that there are people within the group able to assist or carry those unable to use the stairs down and out of the building to the assembly point. Please note that there is no Evacuation Chair; the way in which Town Hall is used makes it impractical. To ensure good communication between people unable to use the stairs and the person responsible, the Hirer is responsible for ensuring that they have working mobile phones.
· The Hirer will be held responsible and accepts full responsibility for any damage caused to the lift during the period of Hire and the expenses of making good the same.

COMPLETION OF THIS FORM DOES NOT CONSTITUTE AN ACCEPTANCE OF CONFIRMATION OF ANY BOOKING AND THAT THE COUNCIL RESERVES THE RIGHT TO REFUSE ANY BOOKINGS WITHOUT REASON.






	
TERMS AND CONDITIONS OF HIRE
and Information for Hirers

I/We agree to adhere to the following Terms and Conditions of Hire:

BOOKINGS
· The Town Hall may be booked for regular or single bookings. Hall hire is charged by the session and an hourly booking may be available at the discretion of the Chief Officer. The Town Hall is unavailable for hire prior to 8am and must be vacated by midnight.
· Hirers must be aged 18 years or over and present in the Town Hall at all times to ensure that the conditions of the premises licence are complied with. The Hirer will be responsible for the supervision of the premises, the fabric and contents and will be responsible for any damage.
· The Hirer shall ensure that any activities (except family parties) for children under 8 years old and/or vulnerable adults shall comply with the provisions of the Children Act 2004 and that only fit and proper persons who have undergone a DBS (Disclosure and Barring Service) check have access to the children and vulnerable adults.
· The Hirer shall not sub–let or use the Town Hall for any purpose other than that entered onto the booking form.
· The Hirer must keep to the period of hire as per the booking form and the Council against any claim, loss or costs arising from a failure to vacate the Town Hall on time.
· The Hirer shall prevent unauthorised access to the Town Hall and must ensure when vacating they follow the Check List. At the end of the hire period the Town Hall must be left in a clean and tidy condition. The Council reserves the right to charge for any additional cleaning.
· The Hirer shall ensure that the noise level during the booking does not constitute a public nuisance and that there is minimum noise on arrival and departure.
· The Hirer shall remove all rubbish resulting from the booking. Failure to do so will result in a surcharge.
· The Council accepts no responsibility or liability for any property of the Hirer.
· No apparatus or equipment of any description can be left at the Town Hall without the prior consent of the Chief Officer.

DEPOSITS, CHARGES & INSURANCE
· The Council reserves the right to charge a deposit in addition to any other fees which will be refunded after the booking if all conditions of hire are complied with.
· The hire charge will be invoiced following the booking. The balance is to be paid before the event.
· Regular Hirers will be invoiced monthly.
· Commercial Hirers must provide evidence of their own public liability insurance.
· The Hirer shall indemnify the Council for the cost of repair of any damage to any part of the Town Hall or its contents during the booking. The Hirer shall be responsible for making arrangements to insure against any third-party claims whilst using the Town Hall.
· The Hirer shall also be liable for and indemnify the Council against any claim in respect of death, injury, loss or damage to property sustained by any person during or in consequence of the booking except insofar as such death, injury, loss or damage may be caused by the negligent act or default of the Council or its servants or agents.

CANCELLATIONS
· The Council reserves the right to cancel a booking at any time in which case the Hirer shall be entitled to a refund of any deposit or charges paid.
· Any booking cancelled by the Hirer shall be refunded at the discretion of the Council.
· The Council reserves the right to cancel a booking in the event of the Town Hall being required for use as a polling station, in which case the Hirer shall be entitled to a refund of any charges paid.
· The Council or Chief Officer reserves the right to refuse a booking.
· If a hirer cancels giving at least 48 hours’ notice, a full refund will be given. If less is given the Council reserves the right to charge 50% 
· 


GENERAL HIRING CONDITIONS 
· Responsibility for the premises and the key rests with the Hirer during the period of access to the Town Hall. The hire period includes set-up and clear-up times. The Town Hall must not be accessed outside of the agreed booking period and must be vacated promptly at the end of the hire.
· No bouncy castles are permitted 
· It is the responsibility of the hirer to obtain a relevant license if serving alcohol (more details under Licenses) 
· The hirer must carry out their own risk assessment prior to the booking 
· The Hirer is responsible for the setting out of tables and chairs and putting away in a clean, tidy and stacked condition where located.
· If the Hirer requires assistance with setting out of furniture, they should submit a request to the Chief Officer. If assistance can be provided there will normally be an additional charge of £10 The decision of the Chief Officer is final.
· Restrictions apply to all portable gas appliances, no candles, no smoke generating equipment or liquids under pressure permission for their use must be given by the Chief Officer.
· Accidents and any dangerous occurrences must be reported to the Chief Officer within 24 hours and an accident form completed.
· NO animals except guide/assistance dogs are permitted into the Town Hall, other than agreed by the Chief Officer.
· The Council reserves the right for one or more of its members, staff or representatives to enter the rooms hired at any time.
· It is a requirement that the Hirer or anyone on the premises during the booking comply with all reasonable instructions given by the Council or Town Hall staff.
· Hirers and regular users on occasion may be asked by the Chief Officer to use an alternative room.
· Hire is for a minimum period of 2 hours.
· Free WiFi access is available, and usage is governed by current legislation. Free WiFi is available to hirers of the Town Hall subject to fair usage. The hirer will be liable for any additional charges incurred due to excessive use of the system.
· The Town Hall does NOT have a TV licence so streaming of live broadcasts is prohibited.
· It is against the law to smoke, vape or use of an e-cigarette in the Town Hall.
· 

KEY 
· Hirers must collect the key before the booking and return the key following the hire period. This can either be posted through the letterbox of the Town Clerk door at any time following the hire period or handed to Council staff Monday to Friday, 9:30am to 2pm.
· Regular Hirers may be given a key which they must sign for which will be recorded in the Key register for insurance purposes. A deposit may be requested.
· The Town Hall must be locked and secured after use.

LICENCES 
· The Town Hall holds a Premises Licence. The safe permitted numbers must NOT be exceeded. These are:
· Main Hall, 120 people
· Lesser Hall, 60 people
· Any electrical appliances brought onto the premises shall be in good working order and have a current PAT test certificate where appropriate.
· The Hirer shall notify the Chief Officer if selling alcohol and obtain permission to apply for a Temporary Event Notice (TEN), as there is a restricted number per annum for the Town Hall. It is the responsibility of the Hirer to obtain a TEN from the Vale of Glamorgan Council and a copy of the licence must be produced to the Chief Officer prior to the booking. The Hirer is responsible for ensuring that all licensing regulations are adhered to. 
· However, while overall responsibility will lie with the management committee, where the premises are hired out the Hirer may be clearly identified as having responsibility for matters falling within their control (eg. under the contract for hire offered by the licence holder), much in the same way that the event organiser may be responsible for an event held under a Temporary Event Notice (TEN). Where hirers are provided with a written summary of their responsibilities under the act in relation to the sale of alcohol, the management committee is likely to be treated as having taken adequate steps to avoid liability to prosecution if a licensing offence is committed.
· 
· The Hirer shall ensure that nothing is done in contravention of the law relating to gaming, betting and lotteries.
· The Hirer shall comply with all relevant food safety legislation if preparing, selling or serving food.

PRECAUTIONS 
· The Hirer shall comply with all conditions and regulations made in respect of the premises by the Fire Authority or Local Authority and shall take all proper measures to prevent the outbreak of fires. 
· The Fire Brigade shall be called to any outbreaks of fire and details given to the Chief Officer.
· In accordance with Fire Regulations all bookings must be properly supervised by persons over 18 years of age. The Hirer shall appoint stewards to be in attendance and in sufficient numbers to ensure those present note the position of the fire exits and the firefighting equipment.
· The Hirer must attend an induction meeting with a member of the Town Hall staff, at which time they will be shown how to enter and secure the building, and use the accessible lift, lights, sound system, fire exits and extinguishers.
· It is the responsibility of the Hirer to make the people attending aware of evacuation procedures in case of emergency.
· Fire exit doors must be always unlocked and kept clear and secured when the Town Hall is vacated. Fire Exit doors should only be used in an emergency.
· Fire doors should be kept closed and not wedged open.
· Exit signs are illuminated and must not be obscured.
· Fire extinguishers must not be moved or tampered with and must remain free of access in an emergency. Fire extinguishers must only be operated by people fully trained in their use.
· For closely seated events the chairs (if over 50) shall be connected in rows of not more than 12 chairs. A minimum of 2 aisles 3’6’’ wide must be kept free of obstructions.
· An emergency contact list is below and displayed on notice boards within Town Hall. In the event of a fire or medical emergency, please call 999.

USE OF THE LIFT 
· A lift has been installed in the West Entrance lobby to allow wider access to the Main Hall on the first floor. It is primarily intended for the use of those unable to use the stairs and those who have difficulty doing so. It can also be used for transporting equipment and materials, however, there must always be a person in the lift with the equipment as the lift will stop if items move to the edge of the internal space and the button must be held at all times to travel up or down.
· To use the lift, do not pull the slow-close automatic door handle. By pressing the lift button, the door will automatically open and close.
· The button inside the lift must be held at all times to travel up or down.
· Do not enter the lift without a mobile phone (check signal) or someone else being outside the lift.
· The Hirer shall nominate a ‘responsible person’ who should supervise the use of the Town Hall lift.
· At no time should the lift be used unless there is someone in the vicinity who can assist in the unlikely event of the lift becoming stuck between floors.
· The Hirer is liable for ensuring that the weight limit for the lift of 500KG (78.7 Stones) / 6 Persons is strictly observed.
· The Hirer will be held responsible and accept full responsibility for any call out charges or damage caused to the lift during their booking and will be invoiced accordingly.
· The lift must not be used in the event of a fire. The lift automatically descends to the ground floor and locks when the fire alarm is sounded, preventing use for safety.
· By making use of the lift, the Hirer is taking responsibility for the safe evacuation in the event of fire of any persons who are unable to use the stairs. This must be carried out in accordance with the General Emergency Evacuation Plan (below). The Hirer is responsible for ensuring that there are people within the group able to assist or carry those unable to use the stairs down the stairs and out of the building to the assembly point. Please note that there is no Evacuation Chair; the way in which Town Hall is used makes it impractical. To ensure good communication between people unable to use the stairs and the person responsible, the Hirer is responsible for ensuring that they have working mobile phones.
· The Refuge Area has capacity for 10 persons standing or 10 persons seated or 3 persons in standard size wheelchairs (1220 x 760 mm). The Hirer is responsible for ensuring the number of people in the group do not exceed these limits.

The Council may vary any of these terms and conditions.






General Emergency Evacuation Plan (GEEP)

Fire and Emergency Evacuation Cowbridge Town Hall

IF YOU DISCOVER A FIRE:
	[image: ]
	
Operate the nearest fire alarm call point.

IF IT IS SAFE TO DO SO AND IF YOU HAVE AUTHORISATION AND APPROPRIATE TRAINING, attack the fire with the fire-fighting equipment provided.

Always ensure there is a safe exit route before attempting to extinguish any fire.

Leave the building immediately if you cannot control the fire or your escape route is threatened.



ON HEARING THE ALARM:
The fire alarm sound is a Ring.
	[image: ]
	
Immediately vacate the premises by the nearest available exit.

Close all windows and doors behind you.


	[image: ]
	
Go to assembly point.

Report to the person in charge of your assembly point.

The assembly point is located: Bus shelter behind Town Hall.


	[image: ]
	
DO NOT RE-ENTER THE BUILDING TO COLLECT PERSONAL BELONGINGS.

DO NOT RE-ENTER THE BUILDING UNTIL TOLD TO DO SO BY THE SENIOR PERSON PRESENT.

DO NOT USE LIFT UNLESS AUTHORISED TO DO SO.

	[image: ]
	An unlocked Defibrillator Machine is located on the Ground floor by the lift, under the stairs.

The AED Defibrillator has verbal, written and diagram instructions for use.



VISITORS
All visitors should be escorted to the assembly point by their host. It is important that they do not leave the area before notifying the senior person present.

LIAISING WITH EMERGENCY SERVICES
The senior person present will meet and liaise with the emergency services and any other interested parties, giving them pertinent information related to the emergency situation, such as location and details of emergency, location and presence of hazardous and flammable materials, head count statistics, etc.

EVACUATING PERSONS UNABLE TO USE THE STAIRS
The lift must not be used in the event of fire. Activating the fire alarm automatically returns the lift to the ground floor and disables it.

If there are persons on the first floor who are unable to evacuate via the stairs they must be directed to the Refuge Area by the lift in the West Entrance lobby and wait there for assistance. The Refuge Area is intended for people with impaired mobility who are unable to use the stairs.  Doors opening onto the protected escape route are half hour fire safe (FD30) doors. The Hirer is responsible for ensuring that the number of people in this category do not exceed the capacity of the Refuge Area.  There is sufficient space for 10 people or 3 standard size wheelchairs (1220 x 760 mm).

If the Refuge Area is considered not to be safe then the responsible persons will discuss with the persons in the Refuge Area how best to assist or carry them down the stairs and out of the building to the assembly point.

Emergency Contacts 
	Tim Stephens 
(Maintenance Supervisor) 
	07506 712 158 
 

	Cllr Malcolm Wilson 
	07958 708 635 

	Cllr Gus Baty 
 
	07821 565 663 

	Emergency Services 
	999 

	Welsh Water 
 
	0800 052 0130 

	Western Power Distribution 
	105 

	Emergency Gas 
 
	0800 111 999 





[image: A poster with pictures of people

AI-generated content may be incorrect.]


Please sign to confirm you have read and agree to the Conditions of Hire and Terms and Conditions of Hire:

Signature	………………………………………………………………………………………

Print Name ………………………………………………………………………………………

Organisation ……………………………………………………………………………………

Date ……………………………………………………………………………………………..


Please return the completed Booking Form to: enquiries@cowbridge-tc.gov.uk
Page 2 of 2
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