
Shakespeare Park Sports Pavilion
Avon Road, Braunstone Town, 

Leicester, LE3 3AB

Booking checklist 

(        CANCELLATION OF LETTING
In all cases, the £100 non-refundable deposit or total cost of the room hire shall be forfeited. 
Bookings will NOT be cancelled unless written notification is received from the person signing the booking form.  
All cancellations must be made in writing to Customer services at Braunstone Town Council, Civic Centre, Kingsway, LE3 2PP. 
(          ROOM CAPACITY – 80 Seated maximum.
(
CONDITIONS OF HIRE FORM: - given to customer and advised to read.
(
SOUND LIMITER - advise hirer of limiter in Shakespeare Park Sports Pavilion.  Explain that it is unlikely that a live band/singer could operate with the limiter.  Then limiter must remain active throughout the function. 
· THE BOWLING GREEN IS A SPECIALIST PLAYING GREEN AND SHOULD NOT BE WALKED ON IN ORDINARY FOOTWEAR. Therefore, under no circumstances should hirers allow guests to access the Bowling Green. Any damage done to the green whilst the function is taking place shall result in money being deducted from the refundable deposit, if the damage exceeds this amount appropriate action shall be taken to recover the cost.
· BOUNCY CASTLES OR INFLATABLES Under no circumstances are Bouncy castles or inflatables  allowed in the Pavilion or surrounding site.
· NO BALL GAMES, no balls games allowed in the Pavilion, on the Bowling Green or surrounding site, please use the park.
(
BALANCE - MUST be paid 28 days before event.

(
Bond deposits will be returned approximately 3 weeks after event if all is satisfactory.
Bond deposits will be withheld to cover excess cleaning damage to room, building & site, fittings & fixtures or to return room, building & site to its original condition before the hiring took place.
Please complete Bond deposit form and attach to booking checklist.
· NAKED FLAMES – advise hirers that NO naked flames are permitted under any Circumstances.  This includes    
candles, barbeques, or portable cookers.
Please ensure you advise your caterer of these conditions.
(
ROOM LAYOUT – Hirers are expected to set the room and clear away after themselves.
(
CLEAR UP - hirers are expected to clear away food and rubbish themselves.  Advise hirers that catering equipment or other furnishings etc. Cannot be stored overnight and that arrangements must be made to remove them immediately after the function and within the time booked. 
CIVIC CENTRE STAFF ______________________ Date _________________________

DATA PROTECTION:

By hiring our facilities, you agree to Shakespeare Park Sports Pavilion Management Association and Braunstone Town Council who act as agents on their behalf collecting and processing your personal data to enable us to deal with your booking and any other related service request.  A copy of the Council’s Data Protection Policy and our General Privacy Notice, which set out more information about the Council's lawful basis for collecting, processing and retaining personal data, are available from Reception or the Council’s website.

HIRER: - I HAVE RECEIVED A COPY OF THE CONDITIONS OF HIRER FORM. 

PRINT:
_____________________________                      SIGNATURE: ____________________________ DATE: 
ADDRESS: _____________________________________________________________________
CLUB ROOM & KITCHEN BOOKED ON:  __________________________________________________________
                                                   June 23


