

[image: A black and white logo

Description automatically generated]Balaklava Town Hall
PO Box 183 BALAKLAVA SA 5461
Phone: 0461 321 896
Email: admin@balaklavatownhall.onmicrosoft.com

BOOKING FORM
The Balaklava Town Hall facilities are hired on the understanding that the Hirer is responsible for:
· setup, care and pack away of equipment as required
· ensuring the facility is left in a clean and tidy state following hire as per this document
· any breakage or damage - which is to be reported to the Bookings Coordinator 
· the facility to be left secure following hire
· carpet cleaning in the event of excessive staining

Excess Electricity
· The daily allowance for electricity is 60 kWh (averaged out over your hiring period). 
· Any usage above this is charged at 22.5c per kWh, plus a 15% handling fee.

Once completed, please email the form to admin@balaklavatownhall.onmicrosoft.com for a quote.
	Booking Name/Organisation:
	

	Contact Person:
	

	Contact details:
	Mobile:
	
	Email:
	

	

	Type of event:
	

	Date/s required:
	

	Anticipated entry/exit times:
	Entry:
	
	Exit:
	

	

	Facility Hire type: Please check the box/es for the area/s you would like to hire: (‘$’ = includes an extra cost)

	Full Facility (excluding kitchen)
□ Hand-held microphones  # ______
□ Dinner set $
□ Glassware $
□ Other: (please specify below)
	Main Hall, Lounge, Bar, Dressing rooms, Green room, Stage.

	Stage/Theatre Hire
□ Hand-held microphones  # ______ 
□ Theatre Lights $
□ Headset Microphones $ 
□ Stage Manager’s communication
□ Other: (please specify below)
	Theatre Hire includes the use of the full facility (excluding the kitchen).

Full Theatre lights/sound is optional (extra cost) and must have a trained technician named.

	Main Hall only
□ Hand- held microphones  # ______ 
□ Heating/Cooling $
□ Other: (please specify below)
	Large hall with timber flooring, with heating and cooling. Single seating (350 people), which can include the retractable seating (191 seats). Table seating (240 people).

	Lounge only
□ Heating/Cooling $
□ Other: (please specify below)
	Medium size lounge, with heating and cooling. Half carpet, half lino. (Single seating (100 people). Table seating (55 people). 

	Kitchen
□ Other: (please specify below)

	OHS&W certified kitchen which can operate as a training facility. For a full list of equipment please contact the Bookings Coordinator. A fully qualified person must be in charge of the Kitchen at all times. 

	Dressing/’Green’ meeting rooms only
□ Other: (please specify below)
	2 dressing rooms provide lighted mirrors; air conditioners; sinks; hanging rails. Tables and chairs available. The Green Room can also be used as a Meeting Room. Groups of up to 10 would meet comfortably in these areas.

	Bar
□ Other: (please specify below)
	Includes a 3-door fridge, pie warmer, microwave, hot water urns, coffee urns, double sink.



	Available extras include: (‘$’ = includes an extra cost)

	Retractable seating (seats 191)
	Sound equipment:

	Grand Piano (Main Hall only: on floor or stage – please specify): _________________________
	Handheld Microphone (up to 4)

	Lectern
	Music (through sound system) $

	Crockery & Cutlery $
	Lighting equipment:

	Glassware $
	Full theatre lights $

	Tablecloths: rectangular white linen $
	Front-of-stage lighting $

	BBQ
	Projection screen (Main Hall only on stage)



Please specify any other details here: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

TERMS AND CONDITIONS:
Bookings
1. Tentative bookings will only be held for a period of 14 days.
2. No booking will be accepted from any person under the age of 18 years unless the application is signed by a guarantor.
3. The hire fee shall be paid within 14 days of hire, unless otherwise arranged.
Duration and scope of Hire
4. The HIRER is required to keep their use of the facility within the time applied for and approved. Access to the facility is not permitted at times outside of those approved. If set up and shut down time is required prior to and after the function, it will be necessary for this to be included in the approved hire period.
5. Only those areas applied for are available for use.
Prohibited Activities or Activities Requiring Permission
6. The following activities are prohibited on, in and around the facility:
a. NO SMOKING/VAPING is allowed in the facility.  
b. Fixing of nails, screws or other fittings to the building or structure
c. Alterations to electrical, gas or plumbing installations
d. Lighting of fires or discharge of fireworks.
7. The following activities require specific approval PRIOR to hiring:
a. ALCOHOL consumption/sale – please ensure the correct licensing is maintained for the consumption/sale of alcohol. 
b. Bringing any animals into the facility.
c. Bringing any item of equipment into the facility. All electrical items must be safety tested by the HIRER prior to approved use in the facility.
d. Use of a portable barbecue or other cooking equipment.
e. Use of flammable material, liquid, fuel or other flammable source of energy.
f. Display of any sign, hoarding or notice for the purpose of advertising.

Insurance
8. BTH insurance does not cover events organised and run by Hirers. It is the hirer’s responsibility to have insurance to cover their own event. Please ensure you hold appropriate insurance for your event, especially Public Liability Insurance. 

Safety and Instructions
9. All care must be taken by the HIRER to ensure that noise is kept to acceptable levels as specified under the Environment Protection (Industrial Noise) Policy 1994 of the Environment Protection Act 1993. In the event that amplified sound or music is being played during the period of hire, the HIRER is to ensure that the volume is kept to a level so as not to inconvenience nearby residents. Amplified sound of any form is not to be played beyond 12am on weekends and 11pm on weeknights. 

Cleaning
10. The hire fee includes an allowance for basic cleaning, but it is expected that the HIRER will remove all debris, decorations, foodstuffs, drink containers and other waste within 1 hour of completion of the function. All debris and waste is to be placed in garbage bags and placed in rubbish bins provided. The cost of cleaning or removing any soiling, marking or excessive dirt shall be at the cost of the HIRER.


Access (keys and security)
11. The Bookings Coordinator will, depending on the hire times, either provide the HIRER with a security code, or will arrange to open and close the facility. 
12. Should any doors be left open, and theft occur, the HIRER may be liable for any damages ensued. It is the responsibility of the HIRER to ensure that that facility is locked at the conclusion of hire. 
13. The HIRER shall take necessary steps and provide resources to secure the facility and the property of the facility during and on completion of the period of hire. All equipment, valuables and personal effects brought onto the property by the HIRER or an associate shall remain the responsibility of the HIRER.




Completion of hire

14. The HIRER will replace any furniture and equipment that is moved by it to their original position after the function. The HIRER will ensure that proper care is taken of the premises, external surrounds and all contents. Any damage or loss sustained to the property or equipment which occurs while the premises are being used by the HIRER will be the responsibility of the HIRER. The cost of any repairs shall be charged and, a tax invoice payable within 14 days shall be raised by the facility. 

Breach of conditions

15. A breach to one or more of these conditions may lead to withdrawal of any approval to hire which may have been granted to any person, group or member of the HIRER.

I have read the Terms and Conditions and will abide by the terms and conditions of the Balaklava Town Hall Booking. I understand that payment is required 14 days on invoice.

Signed: _________________________________________________________	Date: _______________________

Print name: _____________________________________________________


EXPERIENCE the flexibility of a facility which will EXCITE the senses as you ENJOY a vast array of experiences in this iconic community facility.
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