Nottinghamshire

Archives

Nottinghamshire
County Council

APPLICATION FOR HIRE OF ARCHIVES MEETING ROOM Booking ref no. .............
This form should be completed and returned to Nottinghamshire Archives. Date ...

Name of Hirer (Organisation/Society/Business)

Name of contact Telephone No.

Date(s) required

Time: From am/pm To: am/pm

Numbers attending (if open meeting, please estimate)

Please state any special requirements including disability access requirements

(There is a lift from the ground floor up to the meetings room on the first floor giving
wheelchair access. There is a wheelchair accessible toilet on the ground floor)
Public Liability Insurance: Hirers own [ ] Verified (copy attached) [ ]

Notts County Council policy required ] No. of Sessions ...........ccceeen....
(Charge: £10 for one session or £5 each session for multiple dates)
NB: NCC policy fee must be paid before booking confirmed and is non-refundable

| agree to abide by the conditions of hire attached, and the rules and regulations of the premises as
stated by the Senior Archivist (Public Services).

Date Signed

Name of Hirer: Position in Organisation
(BLOCK CAPITALS)

Address

Invoice Address (if different from above)

This is to confirm your hiring, subject to variation in accordance with the conditions of hire, at
Nottinghamshire Archives on the dates listed above.

HIFTE Charge. ...t ettt e e e eeeees

Audio-visual equipment charge at £3.50 per item. ........cccceeeveeeeevveennnns

th

Refreshment facilities charge at £7.00 for use of urn and crockery......
Alternatively - Tea/Coffee and biscuits at £1.20 per person/per time

(please complete section below) ...,

Internal recharge code




Refreshments at £1.20 per person/per time

Number of people to be catered for

Time drinks required (approx)

Public liability insurance:

Expiry date

NCC policyfee £

Misc receiptno ...,

Signed

(pp Head of Archives, Heritage & Records Management)

ROOM FACILITIES REQUIRED

Powerpoint [] Chairs in rows
Rectangle of tables [ ] Overhead projector [ |

Tea/coffee and biscuits provided [ ]

PLEASE NOTE THAT CAR PARKING IS NOT PROVIDED (there are several multi-storey car parks
nearby; park & ride is available on Wilford Road and the office is only a few minutes walk from the

Midland station).

81/03/01

(Please tick)

Slide projector ]

Urn & crockery ]
(tea/coffee not provided)




10.

11.

12.

13.

14.

15.

CONDITIONS OF HIRING THE ARCHIVES MEETING ROOM

The Authority reserves the right to cancel a booking at any time without making any compensation.

The Authority exercises the right to vary the hiring fee to cover an increase in a hiring charge which may
occur between the date of the approved application and the date of actual hiring.

The hirer shall pay the charge requested by the Council not later than 14 days prior to the event.

The hirer shall recompense the cost of making good any damage that may be done to the premises or
other property of the Council during his / her occupation.

The hirer must ensure that they have Public Liability Insurance (in the sum of £5 million) in place prior to
the letting taking place. It is possible to arrange this through the Communities Department at a charge
should the hirer so wish, payable in advance of use and non-refundable in the event of hirer’s
cancellation or failure to show.

Cancellations not notified at least 7 working days in advance of the booking will be charged in full.

The hirer is responsible for ensuring that persons attending a function under their control are cleared
from the building in the event of fire, and must ensure that the routine to be followed in the case of fire is
known to at least two of the persons attending.

The Authority will not in any circumstances be responsible for any damage to or loss of goods or property
brought to the premises by the hirer or persons attending the function therein, and the hirer shall
indemnify the County Council against any claims which may be made upon them in this respect. The
County Council accepts no liability for goods and personal effects left on its premises by the hirer, or by
any user of the premises.

The hirer shall ensure that activities carried out at the premises are conducted in an orderly manner
unlikely to cause any annoyance or inconvenience or to become a nuisance to the owners or occupiers
of any adjoining or neighbouring property or to the public.

The Council do not accept liability in respect of the parking of any vehicle at the premises connected in
any way with the applicant or the letting of the premises during the letting period.

Furniture or equipment must not be removed from the premises.

The hirer is not permitted to install fixtures or decoration of any kind requiring nails or screws to be driven
into the property.

It is a condition of hire that if you use your own electrical equipment in the premises, the equipment must
be connected to the premises electricity supply via a portable plug or adaptor fitted with a residual
current device and that these devices should be tested prior to use by a qualified electrician. If a residual
current device is not provided in the room which you are hiring, you are required to provide your own.
The devices are available from major do-it-yourself stores.

The hirer shall obtain, at their own expense, all the necessary licences (including Drinks Licence)
required in connection with the use of the premises and shall observe and comply with all the conditions
attaching thereto.

A licence is required for the public performance of any sound recordings. A licence covering most makes
can be obtained from the Phonographic Performance Limited of Ganton House, 14-22 Ganton Street,
London W1U 1LB and from the Performing Right Society, 2 Wren’s Court, 55 Lower Queen Street,
Sutton Coldfield, West Midlands B72 1RT. Applicants are advised that failure to obtain such a licence is
an offence against the Copyright Act, 1956.



