Function Room Booking Form
(For ad-hoc events)
Marchamley Community Club, Marchamley, Shrewsbury SY4 5LE
Booking Instructions
Please complete and submit this form to the Club Secretary at least four weeks prior to your desired event date. Your attention to the following details will help us process your request efficiently.
Applicant Details
Name: ................................................................................................................
Address: ..............................................................................................................
.....................................................................................................................
Email Address: ...................................................................................................
Phone Number: ..................................................................................................
Are you a Member? ..............................................................................................
Event Information
Type of Function/Event: .......................................................................................
Date of Event: .....................................................................................................
Event Time: From ........................................ To ........................................
Do you require access ahead of the event to set up? Y/N. If Yes, when? ...........................
Will you be able to remove all materials on the day? Y/N. If No, when? .............................
Approximate Number of Guests: .................................
Approximate Number of Children: .................................
Age Range of Children: .......................................................
Bar
Bar Hours: Strictly in line with the licence: 08:00 – 23:00.
Will you require the bar? Y/N. If Yes, what hours? .........................................

Entertainment and Food
Will you be supplying your own entertainment? If so, what kind? ...........................................
Will you be supplying your own food? If so, what type? .......................................................
Note: Smoke machines, naked flames or candles are not permitted unless you have written approval prior to the event.

Privacy Notice
Marchamley Community Club takes your privacy seriously. Your personal information will only be used to manage your enquiry and provide requested products and services. By completing this form, you consent to this use.



Guidance and Conditions for Use
Hire Prices
· Members: Members: £20 for an afternoon event without the bar, plus £20 if the bar is required. All evening events £40
· Non-members: £40 for an afternoon event without the bar, plus £20 if the bar is required. All evening events are £60.
· A 50% non-refundable deposit is payable at the time of booking with the balance due on or before the actual event.
· The committee cannot grant any extension to normal opening hours due to licensing provisions. If you require an extension we need a minimum notice of 8 weeks to apply for a  Temporary Extension Notice (TENS), the cost of which will be added to your hire charge.

Safety and Communication
· All communication should be directed to the Club Secretary (Email: alicemturner@outlook.com, Phone: 07585 807759) or by liaison with an active member of the Club’s General Committee.
· Club rules must be observed at all times (a copy is available from the Secretary and are displayed in the Club).
· The Club accepts no liability for injury, loss, or damage to personal property.
· Familiarise yourself with the location of all fire escape doors.
· The Hirer is the designated Responsible Person for the function. In an emergency (medical or fire), first contact the relevant emergency service, then the club secretary.

Event Timing and Conduct
· Events may begin as early as desired, subject to opening/licensing hours.
· Opening and closing times cannot be changed on the day of the event.
· Unless by prior arrangement, only beverages purchased from the bar may be consumed on the premises when the bar is included with the booking, with the exception of Tea/Coffee which you can provide at your expense.
· Alcohol may only be bought or consumed by those aged 18 or over. Photographic ID may be requested. Service of alcohol may be refused at our discretion.
· The Hirer is responsible for the conduct of all attendees.
· All music or entertainment must be turned off 10 minutes after last orders (last orders are 30 minutes before the end of the booking or 22:30, whichever is earlier unless you have a TENS).
· All drinks must be finished 20 minutes after last orders.
· All guests must vacate the premises 30 minutes after last orders and must leave quietly.
· Children under 18 must be accompanied by a parent or guardian at all times.
Clean-Up and Property
· All food, cutlery, rubbish, banners, balloons, etc. must be cleaned up and removed before leaving the premises.
· We reserve the right to charge for damages or breaches of the rules, including the immediate termination of the event.
· Large assets (e.g. sound systems) should be removed after the event. If you wish to collect equipment the following day, note this on the Booking Form. Equipment left is not covered by the Club’s insurance; coordinate with the Designated Supervisor.
 Parking
· Parking is available on the Club Car Park with space for 20 cars. If you require more parking, notify us as soon as possible to arrange for extra space (additional charges may apply). Do not park on nearby roads or in front of other properties.
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