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BOOKING FORM

LOCKING PARISH HALL / NURSE THOMAS SUITE
	Name of hirer
	
	Organisation

(if applicable)
	

	Address
	Postcode

	Telephone
	
	Email
	


	Date
	Arrival time

(to include set up)
	Departure time

(to include clearing away)
	Room
(delete as appropriate)
	Purpose
	Number of attendees

	
	
	
	Hall / Nurse Thomas Suite
	
	


	Music Licensing 

Will your event include any of the following? (Tick all that apply)

	Live music
	
	Recorded music (e.g. phone, tablet, playlists, DJ, disco)
	
	Not Applicable   
	

	Locking Parish Council (LPC) is registered with PPL PRS Ltd.

You ARE covered by LPC’s music licence if all of the following apply:
· Recorded or live music is played as part of a private function e.g. a birthday party

· No tickets are sold and no admission fee is charged

· No performer or organiser is promoting the event to the general public

You are NOT covered by the LPC’s music licence if the event involves any of the following:
· Tickets are sold or an admission fee is charged

· The event is open to the general public and advertised publicly (online, posters, social media, etc.)

· A band, DJ, or performer is being promoted as the main attraction

· The event is run for commercial, fundraising, or business purposes

In these situations, the responsibility to obtain the correct music licence rests with the hirer unless agreed otherwise in writing.




	Alcohol Licensing

If alcohol will be sold during your event you must obtain a Temporary Event Notice (TEN) from North Somerset Council and provide LPC with a copy and advise of the bar opening and closing times. Has a TEN been obtained? 

	Not Applicable   
	
	No
	
	Yes (copy attached)
	
	Bar open and closing times:
	


	Premises Licence
I confirm that I am the responsible person named above and are aged 21 years or over. I will be in charge of and present at Locking Parish Hall at all times during this event while members of the public are on the premises. I further confirm that all activities will comply with the Premises Licence (Licensing Act 2003) and the terms and conditions.


	Signed
	
	Date
	


	The booking form and terms and conditions should be completed and returned with the refundable deposit to:
Locking Parish Council, Parish Hall, Grenville Avenue, Locking, BS24 8AR
Email: admin@lockingparishcouncil.gov.uk          Tel: 01934 820786

Once the booking has been confirmed an invoice for hire will be issued and payment should be made by bank transfer, details will be on the invoice. Once your invoice is paid in full the key code to access the building will be emailed to you a few days prior to your event.

The hall key safe is located at the front of the building. The Nurse Thomas Suite key safe is located to the right of the NTS entrance.


