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Hire of Selby Town Council Accommodation – Town Hall

Bookings are made subject to the provision that if Selby Town Council requires the accommodation at short note, which an outside organisation has reserved, the Town Council would take the priority.
Bookings can be reserved over the telephone however they will not be confirmed until the booking form and full payment is received by the Town Council Office.  

Contact Name for Room Booking 	________________________________________________
Name of Organisation			________________________________________________
Address					________________________________________________
					________________________________________________
Postcode				________________________________________________
Email					________________________________________________
Contact Tel No/Mobile No		________________________________________________
Please select your choice of venue
Arts Centre	[   ] Maximum capacity 180 persons standing only – Theatre style seating 140 persons only
Studio	[   ] Maximum capacity 60 persons
Both Venues	[   ] Maximum capacity 220 persons
Kitchen	[   ] Fridge, Boiler and Kettle facilities
Date Room Required:
Time of Booking			From: __________________________________________
					To: ____________________________________________
Title of Meeting				_______________________________________________
Number of persons attending		_______________________________________________
Technical Assistance Required		YES/NO
Type of booking – Local/Standard/Commercial ________________________________________

FOR OFFICE USE ONLY – AGREED PRICE ----------------------------------------------------------

PLEASE NOTE
It is the responsibility of the hirer to have a risk assessment in place for their activity and the relevant qualified First Aider in attendance. The hirer should have their own public liability in place. It is the responsibility of the hirer to clear away after their event any litter or debris.  No music after the hours of midnight will be allowed.

FIRE SAFETY
Should the fire alarm activate whilst you are in the building please ensure all your group are evacuated and walk to the muster point (South Parade Car Park) until the Fire Officer contacts the hirer that they can return to the premises.  It is the responsibility of the hirer to ensure they are aware of the Evacuation Procedure and Muster Point for their group.

Full payment will be required four weeks prior to the date of the booking, please submit your cheque when sending in the completed booking form.  A cancellation fee may be charged.

It is the hirer’s responsibility to set up any equipment required for the meeting.  If you require technical support this will incur a further charge.

No refreshments will be provided however there is kitchen facilities available in the studio.  If the kitchen is required please ensure this is ticked on the booking form.

The Town Hall has a private car park which can be accessed after 5.00pm.  There is a large Pay and Display car park next to the rear of the Town Hall.

Charges for the Town Hall are as follows:

Venue 				Local £	 	Standard £ 	Commercial £ 
Art Centre Hourly Rate		22.00		32.00		51.00
HALF DAY RATE	(4HRS)		65.00		90.00		150.00	
FULL DAY RATE (7.5 HRS)	100.00		150.00		250.00	
[bookmark: _GoBack]Studio Hourly Rate		17.00		21.00		38.00
HALF DAY RATE (4HRS)		45.00		65.00		120.00
FULL DAY RATE (7.5 HRS)	85.00		100.00		200.00

Prices include use of the kitchen with studio bookings and provision of a tea trolley in the Arts Centre.

A charge is made for the removal of tiered seating in the Arts Centre of £84.00.
Staging provision is available at an extra charge of £32.00
Prices on application for the use of lighting and sound equipment to include the technicians fee.

CHEQUES PAYABLE TO SELBY TOWN COUNCIL
			
NO BOOKING IS SECURED UNTIL THE BOOKING FORM AND FULL PAYMENT IS RECEIVED AT THE TOWN COUNCIL OFFICE, YORK STREET, SELBY, YO8 4AJ

The Booking form can be emailed to hello@selbytowncouncil.co.uk.  Contact 01757 708449.

Signed (on behalf of the Organisation):

Print Name:

Date:
ADDITIONAL NOTES:
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