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Hire of Community Centre Accommodation

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 and 
responsible person in attendance             ________________________________________________
Name of Organisation			________________________________________________
Address					________________________________________________
					________________________________________________
Postcode				________________________________________________
Email					________________________________________________
Contact Tel No/Mobile No		________________________________________________
Please select your choice of venue
Main Hall	[   ] Maximum capacity 154 persons 
Lounge	[   ] Maximum capacity 28 persons with access to kitchen and white board
Committee Room 1			[   ] Maximum capacity 16 persons
Committee Room 2			[   ] Maximum capacity 16 persons (with whiteboard)
Attic	[   ] Maximum capacity 50 persons (kitchen and toilet facility, Lift Available
Kitchen	[   ] Cooker, Microwave, Boiler and Kettle facilities
Date Room Required:			 
Time of Booking	From: 		______________________________________________
			To: 		____   	___________________________________________
Title of Meeting				_______________________________________________
Number of persons attending		_______________________________________________
Type of booking – Local/Standard/Commercial ________________________
The Community Centre has car parking provision.
	 
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 Public Liability in place for the event.

BOUNCY CASTLES
Public liability insurance MUST be provided. All responsibilities are with the hirers. Please read the Bouncy Castle document supplied before making a booking. The maximum height allowed is 9ft.

FIRE SAFETY
It is the responsibility of the hirer to ensure they are familiar with the fire evacuation points in the community centre building and that should the alarm sound they lead contact is responsible for confirming all their group is outside at the muster point 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.  Please tick to confirm you have understood this statement.  Should you be unsure please speak to 

the Caretaker prior to your groups arrival. 	

MUSTER POINT – ON THE FIELD NEXT TO THE BLUE FENCED PLAY AREA

Evacuation points – the main hall – exit via the push bar doors onto the outside field
Lounge and Committee Rooms – via the main entrance or side fire doors leading from the corridor
Attic, via the fire exit doors leading from the attic.

It is the hirer’s responsibility to set up any equipment required for the meeting.  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.

ADDITIONAL NOTES (Please include any equipment you require):



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

Hourly Rate		Local £	Wknd Rate £ Standard £ Wknd Rate £ Commercial £ Wknd Rate £
Main Hall		20.00    	     25.00            	 29.00           36.25               58.00              72.50
Main Hall & Lounge	26.00         32.50            	 39.00           48.75               77.00              96.25
Lounge			14.00         17.50            	 20.00           25.00               40.00              50.00
Committee Rm 1 	11.00         13.75            	 17.00           21.25               33.00              41.25
Committee Rm 2	11.00         13.75            	 17.00           21.25               33.00              41.25
Attic			17.00         21.25            	 23.00           28.75               46.00              52.50
Additional Options
Kitchen – Main Hall	Tea Making Facilities £10.00 charge
Kitchen – Other		Tea Making Facilities £8.00 charge
Security 		£15.00 per hour

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 admin@selbytowncouncil.co.uk   Contact 01757 708449.

Signed (on behalf of the organisation):
Print Name:
Date:

--------------------------------------------------------------------------------------------------------------------------------------------------
FOR OFFICE USE ONLY: -
AGREED PRICE _______________________
Additional Notes ____________________________________________________________________________

__________________________________________________________________________________________
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