
 
TO: KEYWORTH PARISH COUNCIL  

Elm Avenue, Keyworth, Nottingham NG12 5AN Telephone: 0115 937 2185 
Email: bookings@keyworthparishcouncil.org 

BOOKING FORM - Village Hall         Centenary Lounge         Feignies Room         Bar 
            
 
From: Full name of hirer……………………………………………………………................................................................................................. 
 
Name of business/organisation (if applicable)…………………………………………………………….............................................................. 
 
Address………………………………………………………................................  Telephone………………………………….................. 
 
……………………………………………………….............................................  Email…………………………………………………………. 
 
Full name/address of person who will be in charge of the event (if different from the above): 
 
…………………………………………………………………………………………………  Telephone…………………………………................. 
 
……………………………………………………….............................................  Email.............................................................  
 
I/We apply to hire: Village Hall on  (date)..............…….……………..…...  Centenary Lounge on  (date) ...............…………..…………...  
Feignies Room on (date). ..............……………………......   Bar on (date) .................……………………...         
N.B. None of these venues is available for hire on Sundays 
   
from....................... (no earlier than 9am)  to........................... (no later than 11.45pm).  Number attending…………………………... 
N.B. Allow time for setting up and clearing up afterwards. If you wish to clear up on the Sunday morning, following an event  
on Saturday evening, please specify below – there will be a £12 surcharge. N.B. For evening and weekend bookings, hirers  
will normally be expected to let themselves in and lock up afterwards. Please enquire at Council office for further details. 
 
for the purpose of......................................................................…………………………………………………………………….......................... 
 
………………………………………………………………………………………………………………………………………......................................................... 
Please give details of any regulated entertainment which will take place at the event, i.e. plays, films, indoor sports, live and  
recorded music, music or dancing. For birthday parties, please give age, e.g. 18th, 21st, 50th. N.B. For parties and other  
events where alcohol will be served, an additional deposit may be required. Enquire at Council office for further details. 
 
Alcohol to be on sale at the event     YES/NO (delete as appropriate) 
N.B. Alcohol is deemed to be on sale not only if it is paid for when served, but also if it is paid for in advance or served at an  
event where there is a charge for admission. 
Alcohol to be served free of charge     YES/NO (delete as appropriate) 
Glasses required       YES/NO (delete as appropriate) 
Crockery required      YES/NO (delete as appropriate) 
P A required       YES/NO (delete as appropriate) 
Clearing up Sunday AM (see above)     YES/NO (delete as appropriate) 
I/We have my/our own public liability cover    YES/NO (delete as appropriate) 
I/We wish to join in the Parish Council’s hirers’ liability cover  YES/NO (delete as appropriate) 
N.B. Commercial undertakings must arrange their own cover. Other hirers must either arrange their own cover or join in the  
Parish Council’s cover in which case there will be a 5% surcharge on the overall booking fee. 
 
I/We enclose a cheque for £                  comprising: full amount including non-returnable deposit (10% or £5.00 whichever is the  
higher); hirers’ liability surcharge of 5% (if appropriate); an additional cheque of £75 for damage deposit (if appropriate).  
I/we accept the conditions of hire (see overleaf) and agree to comply with them in all respects.  
Please make cheques payable to Keyworth Parish Council. 
 
 
Signatures............................................................................  ......................................................……………………...................... 
        (person to be in charge if different) 
Date: 
Booking accepted/refused on behalf of Keyworth Parish Council subject to terms and conditions overleaf. 
                                                          
 
Date:            Signature: 
 



 
KEYWORTH PARISH COUNCIL  

Do’s & Don’ts for hirers 
Based on Standard Conditions of Hire for Council Premises* 

 

Please be aware that hirers must bring their own tea-towels, chopping boards etc as these are not supplied. 
DO: 
 

� Ensure that you read, and are fully compliant with, the Standard Terms and Conditions of Hire*. Below are 
some of the main Do’s and Don’ts, but hirers must be conversant with the conditions in full*. 

� Ensure that you have suitable insurance cover, e.g. public or hirers’ liability. 
� Bear in mind that you are responsible for any damage (including accidental damage) to the premises, fixtures or fittings, or loss 

of contents, and report any damage to the Bookings Clerk at the earliest opportunity. 
� Carry out a risk assessment prior to using the premises. 
� Ensure that you are fully conversant with the emergency evacuation plan* and fire precautions fact sheet*, and that evacuation 

procedures can be carried out without delay in an emergency. 
� Ensure that the premises licence* is fully complied with, and that no licensable activities are permitted during the period of hire 

without the Council’s knowledge and prior consent. 
� Ensure that you report any accidents involving personal injury to the Council office as soon as practicable. 
� Ensure that any electrical appliances brought onto the premises are safe, in good working order, and used safely. 
� Ensure that the Bookings Clerk is aware of any requirements in respect of chairs, tables, crockery, glasses , cutlery and the 

Village Hall PA system at least seven days prior to the date of the booking. 
� Ensure, if the kitchen is being used for food preparation, that you are fully conversant with the Council’s food safety policy*. A 

food safety handout is available if required*. 
� Ensure that you leave the premises in a clean, tidy and acceptable condition, taking rubbish away with you and turning off 

lights. 
� Ensure, if sound amplification equipment is in use, that volume is kept to a reasonable level so as not to cause disturbance or 

annoyance to occupants of nearby properties. 
� Bear in mind that you are responsible for the safety and welfare of any children, and that only fit and proper persons have 

access to them. 
� Ensure that the minimum of noise is made on arrival and departure, particularly late at night and early in the morning. 
� If granted permission by the Council to hold premises keys, ensure that the requisite undertaking is fully complied with. 
 

DON’T: 
 
� Rely on the Parish Council’s public liability insurance. 
� Permit any illegal or unlawful activities during the period of hire. 
� Bring any substances or articles of a combustible, explosive, dangerous, noxious or intoxicating nature onto the premises 

without the consent of the Parish Council.  
� Place decorations in close proximity to heaters or light fittings. 
� Permit smoking on the premises. 
� Overload electrical circuits on the premises by attachment of excessive quantities of electrical equipment. 
� Use unauthorised heating appliances on the premises during the period of hire. N.B. Portable Liquefied Propane Gas (LPG) 

heating appliances must not be used in any circumstances. 
� Permit intoxicants to be brought onto the premises without the prior consent of the Parish Council. (N.B. Alcohol may not be 

sold on the premises without the prior consent of the Parish Council’s Designated Premises Supervisor.  If permission to sell 
alcohol is granted, the hirer shall be responsible for ensuring that all relevant legislation is fully complied with.) 

� Permit any infringement of copyright or performance rights during any period of hire. 
� Allow children to view age-restricted films classified according to the recommendations of the British Board of Film 

Classification.   
� Make additions or alterations to the water or electrical supplies, electrical equipment, the fabric of the building, furniture, 

fixtures, fittings or other property on the premises without the express permission of the Council. 
� Permit any animals (except guide dogs accompanied by their owner) or birds to be brought onto the premises without the prior 

consent of the Council.  
� Use or permit the use of bouncy castles or play inflatables. 
� Engage in any gaming, betting games or lotteries on the premises, except those games made lawful by the Betting, Gaming and 

Lotteries Acts, and then only if the statutory provisions are complied with. 
 
* Copies obtainable from the Council office or the Council website: www.keyworthparishcouncil.org/information 


