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Please note that all bookings remain provisional until you have received your booking confirmation.

Event contact details
If you’re booking the hall for an organisation, please provide the address of the organisation.
If you’re booking the hall as an individual, please provide your home address.

	Name
	Click or tap here to enter text.
	Organisation
	Click or tap here to enter text.
	Address, including Postcode
	Click or tap here to enter text.
	Phone
	Click or tap here to enter text.

	Email
	Click or tap here to enter text.


About your event
Please include any time needed before and after your event in your timings below (for setting up and packing down)

	Type of event
	Click or tap here to enter text.
	Event date(s)
	 Click or tap here to enter text.

	Start time
	 Click or tap here to enter text.

	End time  
	 Click or tap here to enter text.

	Total time booked
	Click or tap here to enter text.
	Will your event be open to the public?
	Yes  ☐
No  ☐

	Will your event be ticketed?
	Yes – in advance  ☐
Yes – on the door  ☐ 
No  ☐

	Estimated attendance
	Click or tap here to enter text.
	Number of under 18s
	Click or tap here to enter text.





Who will be at the event
If different from the person named above, please provide us with the name and contact details of the person who will be responsible for the event when it happens.
This person must be present and contactable at the event – and they must be over 18 years old.

	Name
	Click or tap here to enter text.
	Phone
	Click or tap here to enter text.

	Email 
	Click or tap here to enter text.







Booking details

	
	Hours

	Option A – Just the main hall 
Hired as an empty space
NB. Minimum hire of 1.5 hours
	☐

	Hours:
 _____ at £48 per hour

	Option B - The main hall, including setup
Including your combination of:
☐  Raked seating
☐  Audio setup
☐  Projector, screen, Blu-ray/DVD player
☐  Tables & chairs
☐  Stage
NB. Minimum hire of 2 hours
	☐	Hours:
 _____ at £54 per hour

	Green room
NB. You can add the green room to your hall booking - but not to a meeting room booking
	☐	Hours:
 _____ at £6 per hour 

	Riverside meeting room
Our downstairs meeting room- with views of the river
NB. Minimum hire of 1 hour
	☐	Hours:
 _____ at £15 per hour

	Kitchen
For making and serving your own tea/coffees and cold food
Can be added to your main hall or meeting room booking

	☐	Hours:
 _____ at £6 per hour

	Kitchen
For a bar or serving your own hot food
Can be added to your main hall or meeting room booking

	☐	
Hours:
 _____ at £9 per hour

	Option C: Hire the building
The main hall (including set up) plus use of the green room, meeting room and use of the kitchen
NB. Minimum hire of 4 hours
	☐	
Hours:
 _____ at £66 per hour

	Additional
Bouncy castle/inflatables
You’re welcome to arrange and hire in inflatables for parties
	☐	Hours:
_____ at £6 per hour



Total
£Click or tap here to enter text.

Please contact us to discuss regular and repeat hires since we may be able to offer half-day and full-day savings.


Deposit
For most bookings, you’ll need to pay a deposit of 25% to secure your booking.

Invoices
If different from the details above, please provide us with an address and contact details for us to send your invoice(s) to.

	Name
	Click or tap here to enter text.
	Address, including Postcode
	Click or tap here to enter text.
	Email
	Click or tap here to enter text.


One-off bookings must be paid for in advance and in full on receipt of your invoice (less any deposit already paid)

Cancellations
Cancellations must be received in writing (including by email)
And the following amounts remain payable based on when we receive your cancellation.
· 28 days or more in advance - 25% payable
· 27-21 days in advance - 35% payable
· 20-14 days in advance - 50% payable
· 13-7 days in advance - 85% payable
· 6 days before due date - Full amount payable




Other information

Capacity
· Seated events such as dinners – up to 150 guests
· Dances – up to 200 people
· Standing-only events, such as concerts or gigs – up to 250 people
· Films, lectures and other events with the raked seating out – up to 190 people
· Craft or trade fairs – up to 27 stalls

Bank holiday bookings
· Please contact us if you would like to hire the hall on a bank holiday since a surcharge is likely to apply.

Surcharges 
· All hirers must take their rubbish and recycling away with them after the event. A surcharge of £60 (or more) will be made for any additional cleaning, clearing up and waste removal that’s required.
· If the booked time is exceeded or facilities are used that were not included in the booking, the additional cost(s) will be invoiced after the event at the applicable hire rate.

Projector & Screen Hire
· 7500 lumen Christie projector mounted on the lighting truss and 7m x 4m cinema screen. 
· For use with Blu-ray player or connecting a laptop using a VGA or HDMI connectors. 

Kitchen hire
· Includes cups, saucers, teaspoons and a tea urn as standard.
· Please let us know if you have specific requirements.

Bars
· Bars serving alcohol must be approved by the town council’s Designated Premises Supervisor.
· Unless otherwise agreed, the bar will not be stocked or staffed by the town council.
· No person(s) under the age of 18 permitted to purchase or consume alcohol on the premises. 
· Single-use plastic cups are not permitted.
· Glasses and hot drinks are not permitted on the raked seating.

Parking
· There are two reserved spaces next to the hall that may be available.
· The hall is in St Margaret’s Car Park, a Pay & Display car park run by Wiltshire Council.
· Parking in the car park cannot be guaranteed.





Declaration 
I confirm that I have read and understood this form - and agree to abide by the terms and conditions contained in the form.

I understand that any changes to the requested setup of the hall will be at the discretion of the town council.

By typing my name below, I consent to use an electronic signature, which is legally binding and confirms my agreement to all terms.



Print name: Click or tap here to enter text. 

Signature: Click or tap here to enter text.

Date: Click or tap to enter a date.



Completed forms
Please return your completed form to:

Bradford on Avon Town Council
Kingston House Office, Kingston Road, Bradford on Avon, Wiltshire BA15 1ES
Or by email to: hallmanager@bradfordonavontowncouncil.gov.uk

Queries

If you have any queries about this form or about the hall, please contact us by calling the office on 01225 864240.

Or by emailing hallmanager@bradfordonavontowncouncil.gov.uk
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