
Room Hire Booking Form

Block Booking

Please complete this form and return to reception.

Please select the room you wish to hire from the list below (Please tick box):

· Hawthorn Hall (£10 per hour)

· Laurel Lounge (£5 per hour)

· Dalneigh Den (£4 per hour)

· Columba Computer Suite
· (£15 per hour – group booking) 

· (£1.50 per hour – individual booking)

Dates room hire required: ______________________________

Time required: ________ to ________ (_____ hrs)

Nature of room hire e.g. birthday party/meeting etc: ________

Organisation/Contact Name:

……………………………………...

Address:




………………………………………






   
………………………………………








Telephone Number:


           ………………………………………

Any Additional Requirements:

………………………………………

PAYMENT DETAILS

Block Bookings Will Be Invoiced At The End Of Last Let

Date of Application


   

Dates Room Required




Room Charge




Equipment Charge




Method of Payment

(Delete as appropriate)
Cash/Cheque/

Account (to be invoiced)

Received By: …………………….Date:………………….


        (Staff)

IMPORTANT

· Please tick the box if you have received, read and agree with the PERMISSION TO PHOTOGRAPH OR FILM TERMS AND CONDITIONS.
· Please tick the box if you have received, read and agree with the CONDITIONS OF LET.
IMPORTANT! - CHILD PROTECTION

All lets with Children (under 16’s) must have a Child Protection Policy and at least 2 adults in charge who have enhanced Disclosure checks.
Groups/Lets must be signed up to the Highland Child Protection Policy in order to use Highland Council premises. For further guidance on this please contact the Centre Coordinator.

DO YOU HAVE A CHILD PROTECTION POLICY?

· Yes, you will be asked to provide evidence that you have a child protection policy.

Centre Co-ordinator has seen policy - 

…………………….. (Centre Co-ordinator Signature) …………………….. (Date Seen)

· NO…, The centre co-ordinator will provide you with assistance to compile your child protection policy 
Signed:
Date:

Staff:
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James Cameron Community Centre


14 Limetree Avenue


Dalneigh


Inverness


IV3 5RH


Tel: 01463 718 773








