
CRAIGAVON CIVIC
& CONFERENCE CENTRE

Appcaton Form
Organisation

Applicant’sName:

Position in Organisation: Chairperson

_____

Secretary LlTreasurer

Address:
..

E-Mail Address:

TelephoneNo .
. PostCodo

ProposedUse Numberw

Area: W J Mayes Hall Lakeview I Lakeview II ELakeview Ill

Cmt Rm 1 Cmt Rm 2 Bar Facility Request

Date(s) of Use:

Times

CHARGE RATES

Rooms Mon-Sat C
W J Mayes Hall (mm. 2hrs daytme 000cings &
StandarD Rate i 1000 pw/hr mm. hrs evening booKings)

. ‘Discounted with catering - price on
. reques:Setting Up/Rehearsal £55.00 per/hr

Lakeview Suite Ill £70.00 per/hr (mm. 2 hrs evening bookings)
Lakeview Suite II £L0.00 per/hr (miD. 2 hrs evening bookings)
Lakeview Suite I £35.00 perA-w (mm. 2 hrs evening bookings)
Committee Room 1 £30.Qopafrr (mm. 2 nrs evening bookings)
Committee Room 2 £3O.perAT (mm. 2 hrs evening bookings)

From: To:

o Prices quo:ed are subject to
a 20% ircrease on Sundays.
ublic and Bank holidays

184 Video conferencing Projector! Fliochart 6ft Projection Baby Grand Unrigh: Piano
Interactive (complete with Screen Sceens Piano
TV Screen lntwacPve TV ,WJ Mayes Ha; ,WJ Mayes Hall

Screen)

£50 £70 £100 FREE £10.00 £85 £30
Please Tick

No. ot Persons

Tea/Coffee/Scones

Tea/Coffee/Biscuits

Finger Buffet

Hot Buffet/Cold Buffet

Banquet Meal

Catering numbers must be confirmed seven days in advance. This is the minimum which will be charged

Service Time

DECLARATION

I wish to book the above rooms at the Craigavon Civic and Conference Centre, I would confirm receiving a copy ot the Terms
and Conditions of Hire which I have read and accept including the hire charge(s) applicable, if the booking is confirmed. I would also
state that I am over 18 years of age and have authority to sign the Application Form on behalf of the Organisation named above.

Signature Date

The booking is only confirmed when an application form and insurance questionnaire where applicable have been completed,
signed, returned with deposit and accepted by the booking officer, within ten working days of making the booking.

The conference centre is fully accessible however please advise us if you require any special assistance.

White copy: to be returned to Craigavon Civic and Conference Centre.
Pink copy: to be retained by customer.
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TERMS AND CONDITIONS OF HIRE: Photographic Policy applies in this venue

1. Bookings
The applicant booking the facility must be over 1 Byrs of age. The booking is only confirmed when an application form
and insurance questionnaire has been comoleted signed. returned to and accepted by the booking officer and the
deposit pad.
The organisaflon aRc the organiser whose name appears on the aoplication form shall be deemed to be the hirer and
shall be responsible for compliance with all rules, regulations or requirements made or lad oown from time to lime by
the Council n respect of the use of the premises ad sbaE be deemed to be the resoonsible person nominated to be in
charge of the premises during any event for which the premises are hired to himfrer.

(J 2. Hirer Status
Rates are sub ect to an annual incease. The hirer shall not without the previcus consent from trio ouncV in writing use
the h!red property for any purpose other than that stated in the application for fire.

3. Special Charges

U Special rates may be negotiated br everils which exceed three days duration or block book all rooms.

Z 4. All exits, gangways, passages, corridors, lobbies and external passageways must be kept clear and free trom
obstructions.

Z hi 5. the hirer shall ensure that the number of persons to be admitted to the premises does not exceed the capacity ot the

Q h—i premises as stated on the general Intormation or as booked by the hirer

6. Deposits> (a) A deposit of 25% is required when booking. The remaining balance is payable 10 days in advance of booking,
unless you are an “approved account holder’. Payment can be made by cash, cheque, credit or debit card.< (b) A property damage deposit of £300 may be required depending on the nature of the event — to offset possible

Z damage to property/equipment. This deposit is refundable when the property is left in an acceptable condition.

7. cancellation Policy

____

Cancellation fees are charged if the booking is cancelled without adequate notice:

• Cancelled with 10 days notice — loss of deposit
Cancelled less than 10 days notice 50% of hire charges, plus catering costs.
deposit included.

n • Cancellec less than 43 hours notice — 100% of hire charges, plus catering costs,

U decosit induced.
• No Snows — ‘00% of hire charges plus catering cests . deposit included.

Z
Jl cancehalions must be confirmed in writing.

8. All approvals are subject to cancellation without notice (this right will, not however, be exerc,sed unless absolutely

H necessary) and where necessary every effort will be made to ensure that as much notice as possible is given. The
Council accepts no resoonsibility for any loss sustained by the hirer as a result of the cancetiation of any booki”g by

I;
the Council.

9. Insurance
Craigavon Civic & Conference Centre does no: accept responsibility for damage or loss of property belonging to the
hirer whilst on the premises. The nirer may be requirec :0 produce evidence of having obtained public liability insurance
cover to a level of:

1. Committee Rooms & Lakeview Suite 1 * 2 - £1,000,000
2. Lakeview Room 3 - £2,000,000
3. W J Mayes Hall - £5,000,000

The Council does not accept any responsibility for the injury, damage or loss howsoever caused to any persons or in
respect of any articles or goods brought onto the premises by the hirer or any other person.

10. Restrictions
The facilities are not available for use on Sundays except by agreement and for approved purposes e.g. religious
services. All hirers personal electrical equipment must be PAT Tested before use at Council premises.

11. A duly authorised officer of the Council shall at all times have the right of free access to all parts of the building, for
purposes of inspections.

12. Security
The venue reserves the right to make an additional charge for security where this is considered necessary.
The management reserve the right to refuse entry and to ask person(s) to leave in the interest of security or on
other grounds

13. Hirers of the facility e required to have a sufficient nmber of stewards to efticently proleot tee prenises as well as to
atlend the opening and closing of doors with a view to msuhng the comntorf and satety of the adler.ce. Stewards will
comply with all directions given by the duty staff.

14. The Council reserves the right to decline any application for the hire of any oarl ot the building.

15. Performing Rights Society
There is a legal requirement on the organiser of the event to pay a fee to the Pe’lorming Rights Society (PRS). It live
music is pertormec dunng an event an additiona’ fee of 3% - based or ticket revenue — will be payable to the Counci,,
who is responsible for collecting this tee on behalf of the Performing Rights Society. Duty staff will determine the
numbers at such events.

16. The Council reserves the sole right to place advertisements in any part of the bulding or approaches and to keep the
same up during every hiring. Nothing is to be atlached to the walls or doors without the permission of the duty staff.
All temporary hangings, decorations, scenery etc whioh may be used in any part of the premises, shall be rendered and
maintarned in a fire resistant condition.

17. Catering
The Facility can provide a comprehensive catering service. Menus are available on request. The main kitchen is not
available for hire and customers are not permitted to supply their own food or beverages including tuckshops at any
function. Catering numbers must be confirmed seven days in advance, this is the minimum number which will be
charged.

18. The bar facility wilL be open at the discretion of management and subject to the conditions of the Council’s Conference
Centre Licence.

19. All accidents/incidents are to be reported to the duty staff immediately.
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