
MOLD TOWN COUNCIL[image: ]

Bailey Hill Centre – Room Booking Form


	Company Name:
	
	Contact Name:
	

	Address:
	
	Email:
	

	Tel No:
	
	Mobile No:
	

	Room Hiring (please tick relevant box)

	Mostyn Room

	
	Beresford Room

	
	Exclusive use of the centre

	

	Day & Date for booking: 
	
	Repeat booking details (every week/ fortnight etc. & end date if known):
	

	Duration, time from and to:
	
	Total duration – hours:
	

	Reason for hire:
	

	Layout room options for Mostyn Room (please tick relevant box)
Please note: If booking exclusive use of the centre the maximum amount of furniture available is 30 chairs and 7 tables – please bear this in mind when choosing room layout options. 

	Theatre Style
Rows of chairs facing forward – max 24
	
	Classroom Style 
2 chairs per table facing forward – max 6 tables, 12 chairs
	
	Café Style
Tables and Chairs around the room – max 4 tables, 16 chairs
	
	Meeting Style
Tables facing each other in a square shape – max 5 tables, 14 chairs
	

	Layout room options for Beresford Room (please tick relevant box)

	Theatre Style
Rows of chairs facing forward – max 13 chairs
	
	Meeting Style
Tables facing each other in a square shape – max 2 tables, 8 chairs
	
	Casual Group Style
Circle of chairs facing each other – no tables – max 11 chairs
	

	No. of attendees (approx.)
	
	No. of chairs:
	
	No. of Tables:
	

	Emergency contact details:

	Name:
	
	Tel No:
	

	

	Payment Details

	To be invoiced: 
	
	Cash or Cheque payment to be made
	

	Invoice address 
(if different from above)
	
	Your purchase order no / ref no 
if required:
	






To cancel or amend your booking please email baileyhill@moldtowncouncil.org.uk or 
telephone 01352 872418. 


If you need to cancel your booking at short notice, please call 01352 872418 between the hours of 8.30am and 4.30pm or out of hours please call 07753227117 (at least an hour before your booking).
If notification of cancellation is not received, room hire fee will be charged accordingly.
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Please retain for information 

To cancel or amend your booking please email baileyhill@moldtowncouncil.org.uk or 
telephone 01352 872418. 

If you need to cancel your booking at short notice, please call 01352 872418 between the hours of 8.30am and 4.30pm or out of hours please call 07753227117 (at least one hour before your booking time).  

We require 24 hours’ notice for cancellations – cancellations received with less than 24 hours’ notice will be charged.

Venue Address: Bailey Hill Centre, Denbigh Road, Mold, Flintshire CH7 1BL

Venue Total Capacity for building is 50 people.  Available:  30 chairs and 7 tables. Access to kitchen and accessible toilet. 

Charges – Mostyn Room is charged at £10 ph, Beresford Room is charged at £7ph, exclusive use of the building (excluding office) is charged at £15ph. Free use of the kitchen facilities is included with all bookings.

Full day charges (9am to 5pm) – Mostyn Room £70, Beresford Room £50, exclusive use of the building (excluding office) £100. 

Availability - Rooms are available Monday – Friday.  Please call the office to discuss if you would like to hire on Saturday or Sunday.

Disabled Facilities - Ramp to access building from entrance of Bailey Hill. Accessible toilet.  

Equipment – Flat Screen TV available in the Mostyn Room with the ability to link with laptop and a variety of other devices. 

Kitchen - Kettle, fridge, toaster, oven, microwave, mugs, glasses, plates and cutlery available. Hirers to bring own sundries for use. 

Parking Public car parking available in town, nearest to venue is Griffiths Square Car Park.  Please use public car park.

Emergency Exits – Emergency exits are present in all rooms. In case of fire please exit the building by the nearest exit. Meeting point is situated in the entrance grounds of the Kings Christian Centre, next door.

Electrical Equipment - Only electrical equipment to be used in the centre that has been PAT tested with valid certificates in place.

Wi-Fi – Free access to Wi-Fi, password will be provided on arrival. 











Privacy Notice for Bailey Hill Centre Bookings
[bookmark: _GoBack]
Mold Town Council is the Data Controller under the new data protection law and will use the information you provide on this form to manage the hire of the Jubilee Room.

The legal basis for processing this data is to process the above contract. Our contact details for any queries is Mold Town Council, 1st Floor, Town Hall, Earl Road, Mold, Flintshire CH7 1AB. We will keep your data for six years. Your information will only be shared with Flintshire County Council.

Individuals have a number of rights under data protection law, including the right to request their information. You also have a right to make a complaint about our handling of your personal data to the Information Commissioner’s Office https://ico.org.uk/

Information you provide will only be used for the stated purpose. Further information about the processing of your data can be found on our website at http://www.moldtowncouncil.org.uk/Mold-land/Default.aspx 

If you wish to contact Mold Town Council’s Data Protection Officer you can do so via letter to Ian Jones by post at 1st Floor, Town Hall, Earl Road, Mold, Flintshire CH7 1AB, by email attownclerk@moldtowncouncil.org.uk, or by telephone on 01352 751819. 

REQUEST FOR CONSENT:

Please confirm your consent below.  You can grant consent to any or all of the purposes listed. You can withdraw or change your consent at any time by contacting the Bailey Hill Project Officer.  

 	We may contact you to keep you informed about what is going on in the Council ‘s area including news, events, meetings and activities.  These communications may also sometimes appear on our website, or in printed or electronic form including social media.

 	We may use your name and photo in our newsletters, or on our website, or our Facebook page.

KEEPING IN TOUCH

 	Yes please, I would like to receive communications by email.

 	Yes please, I would like to receive communications by telephone.

 	Yes please, I would like to receive communications by post.
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