The Kirkland Centre, Kendal LA9 5AF 
Please return to:
Tracy Dixon- 66 Bellingham Road, Kendal, Cumbria, LA 5JP
Email: tracy.getactive@googlemail.com
PLEASE FILL IN ALL SECTIONS
	BOOKING FORM, FEES AND HIRE CONTRACT 2020

	Name of organisations
	

	Organisers Name
	

	Address
	

	Postcode
	

	Telephone/Mobile
	

	Email
	

	Invoice to be sent to:
++ Events bookings will be invoiced at the end of each month.
	



The Event Booking
	Day
	

	Dates
	


	Start time
	

	Finish time
	

	Entry time
	

	Finish time
	

	Booking title
	

	Number of people
	



[bookmark: _GoBack]Booking Requirements
++ All fees include VAT
++ Extra set up and clear up time beyond 15 minutes charged at room hourly rate
	ITEM
	PLEASE TICK
	NUMBER
	FEES

	The main large Kirkland Centre Hall- 
For up to 8O seated 1OO standing
Sprung floor, one side mirrored, excellent acoustics.
++ Chairs, drinks and catering charged separately++
	
	
	£20.00
Per hour
Allows 15 mins set up

	The River View Suite- Includes in- room drinks making facilities/fridge/sink
++ Tea, Coffee, Juice charged separately++ 
Use of 20 cushioned chairs and 5 pine tables. A Quiet upstairs space, green views, peaceful and private.
	
	
	£15.00
Per hour
Allows 15 minutes set up

	The Oak Room- Includes use of 12 cushioned chairs and 2 tables, 2 sofa chairs, carpeted floors, friendly warm feel. A downstairs private space.
	
	
	£15.00
Per hour
Allows 15 minutes set up

	Additional use of fully functioning Catering Kitchen-with crockery, 5 tea pots, 6O cups, glasses.
	
	
	£10.00
Per hour

	Flask boiling water- English Breakfast Tea and fruit teas for 12 Includes cups
	
	
	£6.00
For 12

	Flask boiling water- Nescafe Coffee and decaffeinated for 12 Includes cups
	
	
	£6.00
For 12

	Jugs of orange juice and water for 8 Includes glasses
	
	
	£3.00
For 8

	
Table for 6 and table cloths 
	
	
	
£3.00
Each

	CD sound system
	
	
	£15.00
Per event

	Cushioned comfortable red and chrome conference chairs
For use in the main large Kirkland Centre Hall
	
	
	£1.00
Each for events in the Main Kirkland Centre Hall


	Exclusive use of the whole building includes: The Kirkland Centre Hall, The River View Suite, The Oak Room and The Large Catering Kitchen- separate male, female and disabled bathrooms, entrance area.
	
	
	£55.00 per hour

	Heating extra charge
	
	
	£5.00 per hour




	TERMS/CONDITIONS OF HIRE

	· Any changes to bookings by the hirer or venue are to be given in writing with 7 days notice.
· Cancellations with 14 days prior to boked event incur 5O% cost 7 days 1OO% cost.
· Keys are held in safe lock secure system for each hirer.
· The hirer does not have permission to enter the building outside the stated hire times.
· The hirer only has access to the rooms booked.
· Exclusive use of the whole building can be booked at £55.00 per hour.
· Any damage to any rooms or Kirkland Centre items must be reported immediately and paid for in full.
· A valid copy of public liability insurance certificate required at the time of booking.
· If you do not have your own PL insurance you must use the Kirkland Centre’s at an additional cost of 5% of the overall booking fee.

I am/We are over the age of 18 years and apply for the use of the Kirkland Centre, Kendal facilities as completed on this form. I agree and abide by the terms and conditions set out above. I/We further indemnify the Kirkland Centre against all claims arising as a results of my/our non compliance with the set of conditions of hire. I/We have undertaken a risk assessment of our event and take full responsibility.


	Signed: 



	Dated:



ADDITIONAL INFORMATION- SPECIAL REQUESTS

