
Paddock Village Hall Booking Form

Please complete all relevant sections below:

	Organisation/Group:
	

	Contact(s)
	Forename:




Surname: 

	Address

(inc postcode):
	

	Phone:
	
	Mobile:
	

	E-mail:
	


	Full Title of Event

(as known to participants)
	

	Date(s) of Event

(please specify exact dates)
	

	Time Required 
From
	
	To
	

	Please ensure you have enough time to set up at the beginning of your event and cleaning down at the end of the event.

	Name of Event Leader(s)
(on the day)
	

	Number Attending:
	


	Is this event for Adults or Children or Both?
	

	Will there be Catering at this event?
	
	Who will provide the Catering?
	

	If using an external catering company please provide a copy of their Food Hygiene Certificate

	Will there be Alcohol at this event?

Yes/No
	
	If Yes, will the Alcohol be sold or complimentary?
	


	Room(s) Selection
	Please tick
	Cost

Per hour
	Day time

Deals Mon - Fri
9am – 5pm

	Main Hall
	
	£25
	£15.00

	The Snug
	
	£18
	

	Meeting Room
	
	£12.50
	

	IT Suite
	
	£18
	

	Main Kitchen
	
	£18
	

	West View Cafe
	
	Please contact
	


	Do you require use of the kitchen in the Main Hall?
	Yes/No


Layout required (not available for the Meeting Room or IT Suite)
	U-shape
	
	Boardroom
	
	Theatre Style
	
	Classroom Style
	

	Block of tables
	
	Please state number of tables and chairs required:


Statement of Agreement of Terms and Conditions

· Payment is required 10 days prior to the date of the event.  Failure to pay in the time period will result in your event being cancelled.

· If booking a party or wedding event a bond of £100 is to be paid at the same time as the booking payment.  This is returnable if the room/building is left in a state it was found in prior to the event taking place.  Any damage incurred or cleaning that is required by Paddock Community Trust (PCT) staff after the event will result in this bond being kept by PCT.
· Equipment brought in for your event by you or those for whom the event is taking place must taken away once the event has ended.  PCT cannot be held responsible for anything left behind.

· The person responsible for the booking and those attending the event must not access any other part of the building except the room(s) hired.
· Bookings cancelled with less than 14 days notice will be charged for the room hire in full.
· Prices are reviewed on 1 April each year.
Please sign below to agree with the above statements.

· I have received and understood the terms and conditions of hire.
	Print Name:
	

	Signature:
	

	Date:
	


Data Protection Act 1998:  The information you provide to Paddock Community Trust (PCT) is necessary for ensuring the booking goes ahead, and for invoicing purposes.   It will be used for those purposes only and will not be passed on to any other organisation.  For the purposes of the Act the contact is; The Managing Director, Paddock Community Trust, Paddock Village Hall, West View, Paddock, Huddersfield, HD1 4TX.
	Paddock Community Trust
Paddock Village Hall
West View
Paddock
Huddersfield

HD1 4TX
	Telephone: 01484 353424
E-mail address: sadiya@paddocktrust.co.uk


For Office Use Only:





Booking reference: ___________________
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