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CONDITIONS FOR USE It is a condition precedent of the acceptance of any booking that the hirer undertakes to observe the following conditions:-

BOOKINGS The Trust may accept or refuse bookings as they think fit. All bookings shall be made through the Centre Administrator, by completion of the application form. She may consult with other Trustees prior to making a decision to accept or not to accept the booking. The Administrator can request a returnable deposit as a condition of accepting the booking.  For one-off bookings a deposit of 50% is required within 14 days of accepting the booking, which is non-refundable if the booking is cancelled 7 days or less before the date of the booking, and full and final payment of the hiring fee is to be made to the Administrator on or before the date of hiring. 

An invoice will be raised and receipt issued, if required.

GOOD ORDER The person, or organisation in whose name the premises are booked is responsible for the maintenance of good order during the period booked, for leaving the premises in a state of reasonable cleanliness and for ensuring that during their hiring appropriate stewarding arrangements, particularly if children are present, is in place. Please help with recycling by using the appropriately marked bin for disposal of any rubbish.

Tables should be wiped clean before being stored in the appropriate cupboard or rack, and chairs stored appropriately.  Curtains should be left open, but stage curtains closed, all heating valves returned to their operating position, all lights should be checked, (especially stage lights and stage step lights) which should be turned off.

The Trust is responsible for the Premises Licence without which the Centre cannot function. Complaints regarding noise, or damage to property, caused by or linked with persons leaving the premises can lead to objections to this licence.

FOOD It is the hirer’s responsibility to ensure the handling of food is in accordance with current health and safety regulations and the Trust accepts no liability for any problems arising from consumption of food within the Centre. All users should provide their own tea towels.

DAMAGE The person or organisation in whose name the premises are booked will be responsible for the cost of making good any damage caused to the building, furniture, or equipment of any kind. The Trust cannot accept responsibility for the loss of or damage to any property brought onto the premises by the hirer.

SMOKING No smoking is permitted anywhere inside the building, including the use of 'E' cigarettes.

FIRE PRECAUTIONS are to be observed in accordance with the requirements of the Fire and Rescue Services and these relate to Fire Extinguishers, Exit signs, Seating, keeping clear passage ways and exit doors; and information relating to the nearest public telephone.

STAGE SHOWS The promoters are to be responsible for complying with the Fire and Rescue Service requirements including audience safety, seating, and fireproofing of stage curtains, drapes and effects.

Please note if Stage lighting is required, this must be arranged in advance with the Centre Administrator and a further charge will be applied. If music is played at your event, there may be an additional charge for Performing Rights Fees.

ELECTRICAL INSTALLATION No alteration is to be made to the Centre electrical installations without prior permission of the Trust.

PRESSURE CYLINDERS AND SPECIAL EFFECTS EQUIPMENT may not be used in the Centre without written consent of the Fire and Rescue Service. This includes special ‘smoke’ type effects used by discos, bands, theatrical groups.

CENTRE CAPACITY  The ‘practical’ capacity of the Townley Hall is 200 seated or 180 dancing, the Meeting Room 80 and the Committee Room 15 persons.  The New Hall is marked with two badminton courts, and one volleyball court, and measures approximately 17 x 22 metres. The adjacent Green Room  has a practical capacity of 20.

Please note that where alcohol is to be used/sold then the hirer should discuss their requirements with the Fulbourn Institute Sports and Social Club (07594427681) who are responsible for the Centre alcohol licence. The Hirer is responsible for ensuring no alcohol is sold to persons less than 18 years of age.  

Only alcohol purchased through the Institute may be consumed in the Centre.

The Fulbourn Centre is owned and managed by the Townley Memorial Hall Trust which is a Charity (No.1100947) and a Company limited by Guarantee (No.4735777).

The Fulbourn Centre

Home End· Fulbourn· Cambridge · CB21 5BS

BOOKING FORM 2014/15 – SINGLE EVENT 

DATE OF BOOKING:_____________________________

Name:_______________________________________________________________

Organisation:__________________________________________________________

Key Person:___________________________Position:_________________________

Address for Correspondence: _____________________________________________






_____________________________________________






___________________Post Code:_________________

Tel:_______________________________Mob:______________________________

E Mail:_______________________________________________________________

Private Booking/Club/Group/Business

Kind of Event:________________________________________________________

Estimated Number of Guests/Participants:_________ Children:__________________

	
	Start Time
	Finish Time
	Hours
	Per Hour
	Charge

	Townley Memorial Hall
	
	
	
	
	

	Meeting Room
	
	
	
	
	

	Committee Room
	
	
	
	
	

	Townley Kitchen
	
	
	
	
	

	New Hall
	
	
	
	
	

	Green Room
	
	
	
	
	

	Bar Required
	
	

	Food Required
	
	

	Deposit Paid:
	Balance to be paid by:
	Total Charge:



I have read the terms and conditions of hire and agree to them.

Note: The Booking is not confirmed until this signed form is returned with the deposit.

Signed:_____________________________ Date:____________________

Print Name:___________________________________________________

For Office Use:

Deposit Received:

Diary Entry:

Invoice Number:

Balance Received:

Hosting Required:

Performing Rights Fees:

Lighting Fees:

Single event booking form valid 1st June 2014 - 31st August 2015

The Fulbourn Centre is owned and managed by the Townley Memorial Hall Trust which is a Charity (No.1100947) and a Company limited by Guarantee (No.4735777).

The Fulbourn Centre


Home End· Fulbourn· Cambridge · CB21 5BS


supporting the development of community activities,�recreation, arts and sports in fulbourn











