OAKHAM TOWN COUNCIL

Parks & Open Spaces Event Booking Form & Agreement 2026-2027

IMPORTANT: PLEASE READ BEFORE COMPLETING
· Ensure you have read the Parks and Open Spaces Events Policy (2026). 

· Your hire is subject to these terms.

· Failure to provide additional documentation within the required time may result in immediate refusal.
· Notice of Applications: All booking requests must be submitted no later than two months before the proposed event date. This lead time is mandatory for Full Council review.
SECTION 1: HIRER & ORGANISATION DETAILS
	
	

	Organisation Name:
	

	Registered Address:
	

	Charity/Company Number:
	(If Charity, attach endorsement letter)

	Event Lead Name:
	Phone:

	Event Manager Name:
	Phone:

	On-Site Mobile (Day of):
	


SECTION 2: EVENT CLASSIFICATION & LOGISTICS

Event Name: __________________________________________________________________
Location Requested: ___________________________________________________________
Organisation Type (Tick):
[ ] Community [ ] Charity [ ] Commercial (Profit-making) 
Scale of Event Attendance (Tick):Small: [ ] (Up to 100 people) [ ] Medium: (100 to 500 people) [ ] Major: (500+ people)
Event Date(s): ________________________________________________________________
Operating Times: ________________________________________________________________
Total Hire Period (Including Arrival, Prep, and Clean-up): 
From (Date/Time): ________________________ 
To (Date/Time): 
________________________
SECTION 3: FIRST AID & SAFEGUARDING (Mandatory)

First Aid Assessment: Who conducted the medical risk assessment? __________________________________________
First Aid Provision Level: * Designated Person + Kit: ________________________ Mobile: ____________________

Level 3 First Aider: ____________________________ Mobile: ____________________

Medical Station / Lost Child Point: Location marked on site plan? [ ] Yes [ ] No

Vetted staff assigned? [ ] Yes [ ] No
Manning (Two-Adult Rule): Name and Mobile Numbers of the two designated, DBS-checked staff:

1. ________________________________________ Mobile: ___________________________

2. ________________________________________ Mobile: ___________________________
SECTION 4: COMPLIANCE CHECKLIST
	Requirement
	Response

	Insurance: Public Liability Insurance (Min £5m) attached?
	[ ] Yes [ ] No

	Vehicles: Do you agree to the Mandatory Escort policy?
	[ ] Yes [ ] No

	Waste: Do you agree to the 24-hour total site clearance?
	[ ] Yes [ ] No

	Alcohol: Will alcohol be sold? (License due 7 days prior)
	[ ] Yes [ ] No


SECTION 5: AGREED FEES & PAYMENT TERMS

· Hire Fee: £________________
· Damage Bond (Refundable): £________________
· TOTAL DUE: £________________
Payment Policy:

· Refunds: No payments returned unless the event is cancelled by the Council.
· Bond: Payable in full one month prior to the event date.
· Hire Fee: Invoiced post-event or as per agreed schedule.
· Method: BACS payment to Oakham Town Council (Ref: [Event Name]).
· Terms: All outstanding balances are due strictly 7 days before the event.
SECTION 6: DECLARATION & AGREEMENT

I, the Hirer, confirm I am over 18 years of age. I have received, read, and agree to comply with the Oakham Town Council Parks and Open Spaces Events Policy. I understand that no event shall proceed if the minimum first aid or safeguarding requirements are not met. I accept the fees and payment terms outlined in Section 5 and agree that any damage to Council infrastructure will be deducted from the bond.
Signed (Hirer): ____________________________________ 
Date: _______________
Signed (Council): __________________________________ 
Date: _______________
Return to: enquiries@oakhamtowncouncil.gov.uk | Phone: 01572 723627
FOR COUNCIL USE ONLY

Date Received: __________________ Date Council Approved: __________________ Agenda Item: ________
Compliance & Payment:
· All required documents and information received: [ ]

· Payment Received Date: __________________ [ ]

· Bond Received: [ ]
Final Approval Status: [ ] Approved | [ ] Declined
Signature: __________________________________________________
