                                 GILLINGHAM TOWN COUNCIL 
                           LETTINGS LICENSE

This Licence is made on the _________________ day of____________ between the first party: Gillingham Town Council

and___________________________________________________

 ___________________________________________________

___________________________________________________

being the second party, hereafter referred to as the hirer'. The agreement shall be made for the use of the Functions Room located in the Council Offices, School Road, GILLINGHAM, Dorset SP8 4QR. 

The period of hire is agreed: 

From:  ___________________________ To: ______________________

On:    ____________________________
The Letting Fee for the use of the room shall be set by the Town Council and the hirer will be charged at the rate in force at the time of hire. Gillingham Town Council will invoice for the Lettings Fee at the end of the calendar month during which the letting occurred unless otherwise agreed, and provide an official receipt following payment. The hire charge shall cover the following:
Insurance Cover to third party risks only.
The use of the kitchen and the crockery and glass as required.
Heating, lighting, water (hot and cold) and toilet facilities
Car parking (although no responsibility shall be accepted) 
The decision as to whether or not an agreement shall be entered into shall be made by the Town Clerk or, in his/her absence, the Assistant Town Clerk. These persons shall be deemed to be Duly Authorised Officers for the letting of areas of the Council Offices.
For the period of the hire the following shall be applicable and the hirer shall be responsible for ensuring:
The hirer shall at all times ensure that the fire escapes are KEPT CLEAR OF OBSTRUCTIONS, and that the following areas are kept clear of obstructions. Fire escape routes- Fire fighting equipment- Fire alarm control points. 

There shall be NO SMOKING OR NAKED FLAMES throughout the building.
Gillingham Town Council will provide insurance cover for THIRD PARTY RISKS ONLY. The hirer is to ensure own provision of additional insurance as necessary.
All other offices and areas of the building outside of the scope of this license shall not be subject to access by other than authorised persons.

Any provision of music shall be set at such a level so as not to cause a nuisance to nearby properties.
The connection of amplifiers, musical instruments and any other associated equipment to the mains electricity supply must include an RCD circuit breaker. Extension leads should be laid not to cause a trip hazard. 
The setting up of the room prior to the start of the event is the responsibility of the hirer unless a setting up fee has been paid. The Function Room shall be returned, upon completion of the event, to a clean and tidy condition. This shall include the access passageways, entrance porch and car park, and any rubbish is to be removed from the building.

Within reason, the decoration of the room prior to an event will be accepted. Following completion, all decorations are to be removed.
The kitchen is to be used on the understanding that the area is to be left clean. There shall be no objection to the hirer arranging a caterer for a function or event. This shall be on the understanding that the hirer shall be responsible for ensuring that the caterer removes all items of equipment and disposes of any waste food outside of these premises.
The hirer shall ensure that all items of crockery are washed and returned to the appropriate storage cupboards. 

Gillingham Town Council will provide a security number for the hirer to unlock and lock the building as required. The hirer to ensure that all windows/fire doors are shut and locked where applicable, all lights turned off, front entrance door locked 
Fire Action
A person discovering a fire 
Sound the alarm
Attack the fire using the appliances provided, without taking any personal risk.
On hearing the fire alarm

Leave the building by the shortest practical route closing all doors behind you

Report to assembly point in the Lidl store car park  
                      Certificate of Acceptance:

I hereby certify that in entering into an agreement to hire the Functions Room of Gillingham Town Council I accept the requirements detailed above and agree to the charges made for the hire period:

Signed__________________________________________________________
Name___________________________
Date_____________________________
Hire authorised by: ________________________________

Signature________________________________________

                                  Town Clerk/Assistant Town
 Being the Duly Authorised Officer

Dated:_____________________________________
