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	Premises Required:
	

	Date:
	

	Time (Performance)
	From:                                                   To:

	Time (Preparation if applicable)
	From:                                                   To:

	

	Organisation Name (if applicable)
	

	Registered Charity No. (if applicable)
	

	Charity discounts will only be given to registered charities

	Contact Name:
	                                                                  Tel No:

	Contact Address:
	

	
	

	
	                                                                        Post Code:

	
	

	Purpose of hire:
	

	Will function be private/public?
	

	

	Is the above organisation insured for Public Liability?    YES / NO    (Delete as appropriate)

If ‘YES’ provide photocopy of cover details - Amount of Cover £. . . . . . . . . . . . . . . . . . . . . . 

	Will music be played? YES / NO
If ‘YES’ please circle: LIVE / RECORDED / DISCO

If ‘YES’ please note there is a surcharge of 20% hire 
	Is the Piano required? YES / NO

If ‘YES’ there is a charge of £38.20 inc VAT

(Please note only available in Oldway Ballroom)

	Will you require the room to have tables or chairs set up?  YES / NO    
You must inform the Hallkeepers of the required setup at least 3 weeks prior to your booking 

	Will you require the Council to provide Stewards for your event?  YES / NO    
If ‘YES’ please note there is a stewarding charge

	Will food be served? YES / NO

If ‘YES’ You Must Complete the Section on the back of this form
	Will the Kitchen/Lounge (Brixham) be required? YES / NO

If ‘YES’ there is a charge of £13.15

	Will you be running a bar? YES / NO  

If ‘YES’ there is a surcharge of 50% of hire cost.  The Council’s premises are not licensed to sell liquor.
If ‘YES’ You Must Complete the Section on the back of this form. 
 Failure to do so will make the Alcohol Licence VOID

	To: Torbay Council

I/We agree (i) to accept as part of the agreement the Council’s General Conditions of Hiring and their Special Conditions of Hiring (applicable to the premises I want to hire) of which I have copies; (ii) I undertake to pay any deposit required of me; (iii) I undertake not to  sub-let or assign the hall or any part thereof; (iv) if I require a Bar for the sale of intoxicating liquor I will make a written request for the same not less than six weeks prior to the date of hiring; (v) I will produce a balance sheet if one is called for; (vi) I agree that I will keep ALL EXITS from the Hall unlocked and free from obstruction during the hiring. In the event that Public Liability insurance cover is affected through the Council’s Insurer I/We undertake to pay the Council on demand any sum by way of excess under the policy up to a maximum of £250.00.

Dated …………………………………………..           Signed ………………………………………………….

YOU MUST NOT SELL ALCOHOLIC DRINK OR OFFER THE SAME AS PRIZES WITHOUT THE NECESSARY LIQUOR LICENCE. FAILURE TO COMPLY WITH THIS CONDITION COULD MEAN A COURT ORDER ACTION AGAINST YOU AND/OR YOUR ORGANISATION.

	
 




Food Service by Outside Caterers/Bars

Please complete this section only if you intend to provide meals or Alcohol at your function which is supplied by outside caterers/bar.


 

                                                                                             Not applicable (please tick)

	Name of organisation:
	

	Name of event co-ordinator:
	

	Name of person responsible for sale/distribution of alcohol:
	

	
	

	Are you a personal licence holder?
	YES / NO 

	If ‘yes’ licence number:
	

	Address of event co-ordinator:
	

	
	

	
	

	Telephone number:
	

	
	

	Date and time of proposed event:
	

	
	

	No. Of covers being catered for:
	

	Food being served (supply menu if available):
	

	
	

	Name of caterers/bar:
	

	Telephone number:
	

	Address of caterers/bar:
	

	
	

	
	

	Telephone number:
	

	Name of representative of caterers:
	

	Please specify transportation method of food:
	

	
	

	
	

	Temperature controls:
	

	Staff hygiene training:
	

	
	

	
	

	Address of all sites where food is being prepared:
	

	
	

	
	

	
	

	Signed:
	

	Date:
	


All electrical equipment used in conjunction with this application must have been tested and have a current electrical safety certificate. You will not be permitted to use equipment which does not have a current certificate





THE COUNCIL’S REBATE SCHEME WILL NOT APPLY TO MONEY RAISING BOOKINGS (PLEASE ASK ABOUT REBATES WHEN BOOKING - THEY ARE NOT GIVEN AUTOMATICALLY)
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A DEPOSIT OF 10% OF TOTAL CHARGE MUST ACCOMPANY THIS BOOKING FORM (please contact the office if price hasn’t been quoted)





FULL PAYMENT TO BE SENT 6 WEEKS PRIOR TO EVENT








