
Gillingham Golf Club 

Function Booking Form 

 

Name: ________________________________  Date of Event: _______________________________ 

Address: ______________________________  Description: ________________________________ 

_______________________________________  Anticipated Nos: ____________________________ 

Phone No: ____________________________  Time From: _____________ To: _________________ 

Email: ________________________________  Last orders 11.30pm, Entertainment to finish at  
       12am, all exited by 12.30am. 

Please note completion of this form does not guarantee your booking.  
 I hereby confirm that I have read and understood the terms and conditions for hire and agree to be bound by them. 

 

Signature:________________________________  Date:________________________________ 

Room: _______________________________                                       CATERING 

Table Layout:    Y                   N    Bronze             Silver            Gold 

No of Tables: ______ Table Cloths: _____  Quantity: _______________________________________ 

Welcome Drinks: _____________________  Time Served: ____________________________________ 

Bar Tab: _____________________________  Food Details: ___________________________________ 

Wall Position: _________________________ 

Colour Scheme: ______________________ 

Centre Pieces: ________________________ 

Napkins: _____________________________ 

Chair Covers: ______ Sashes: __________ 

Uplighters: ___________________________ 

 Buffet             1              2            3  

Extra Tables: __________________________ 

Outside Vendors: _____________________   

______________________________________   

______________________________________  Allergies: _______________________________________ 

______________________________________   Tea and Coffee: _________________________________ 

DJ Liability Ins:  Y              N    Deposit Paid: ____________________________________ 

Room Set Up: _________________________  Invoice Raised:                      Balance Paid: ____________ 

Booking Taken By: ______________________ Date: ___________________________________________ 
Gillingham Golf Club Limited, Woodlands Road, Gillingham, ME7 2AP.  Tel: 01634 853017 

Email: golf@gillinghamgolfclub.co.uk, Web: www.gillinghamgolfclub.co.uk 
 

mailto:golf@gillinghamgolfclub.co.uk
http://www.gillinghamgolfclub.co.uk/


Gillingham Golf Club 
Hire & Events Conditions of Use 
 
 
1. Cancellation 
a) By the hirer 
i) All cancellations must be made in writing to the manager of the venue.  
The booking shall not be considered as cancelled until written 
confirmation is received from the hirer. 
ii) In the event of cancellation by the hirer the following cancellation fees 
will be due within two weeks of the date of the cancellation: 
At least 12 months notice – room hire only. 
b) Gillingham Golf Club 
i) Gillingham Golf Club reserves the right to cancel any booking at any 
time should they require facilities in an emergency, and Gillingham 
Golf Club shall not as a result incur any liability for breach of contract. 
ii) Any charges paid by the hirer will be refunded in the event such a 
cancellation but Gillingham Golf Club will not be responsible or be 
liable for any other expenses incurred by the hirer either directly or 
indirectly as a result of such a cancellation. 

2. Payment of charges 
a) The room hire charge is taken as a nonrefundable deposit at the time 
of booking. 
b) The booking remains unconfirmed until written confirmation is sent by 
Gillingham Golf Club to the hirer. 
c) The final balance must be paid 14 days before the date of the event and 
any increase made after this time must be paid for prior to the event. 
d) All bar accounts must be settled in cash or by credit/debit card on the 
day of the event. 
e) Any late payment of charges by the hirer will be subject to daily interest 
equivalent to the Bank of England base rate + 10%. 

3. Confirmation of numbers 
a) Final numbers must be confirmed at least three weeks before the date of 
the event unless by prior arrangement with the catering manager. 
b) If actual numbers fall below 75% of that indicated by the hirer on the 
booking application form a £200 surcharge is payable by the hirer. 
c) For all functions with catering, food should be ordered for 100% 
of guests. 
d) The children’s menu is available for children aged 11 and under. 
e) Where catering on site is available, no 3rd party may provide food or 
beverages without prior written permission from Gillingham Golf Club. 

4. Damage, loss or injury 
a) The hirer shall ensure that the hired area is completely vacated and left 
in a tidy/orderly condition at the end of the period of hire. 
b) The hirer shall be responsible for and shall pay Gillingham Golf Club on 
demand the amount of any damage done to the fixtures, fittings, 
apparatus, equipment or other contents of the site resulting from the 
actions of the hirer or any guests of the hirer. 
c) Unless due to an act of neglect by a Gillingham Golf Club employee 
Gillingham Golf Club shall not be responsible for any loss of, or damage 
to, any party of the hirer, nor any loss or damage to any property or any 
person resorting to the site during the period of hire. 
d) The hirer shall indemnify Gillingham Golf Club against any claim which 
may arise, or which may be made by any person resorting to the site, 
and shall if necessary or if required by Gillingham Golf Club insure against 
such loss or damage to a limit notified in advance. 
e) The hirer agrees to Gillingham Golf Club being the sole judge of damage 
done and the amount there of and to pay for any article belonging to 
Gillingham Golf Club lost or missing during the hire period. 
f) Subject to a risk assessment by Gillingham Golf Club, a suitable 
refundable Damage Deposit will be payable to cover: 
i) Damage; 
ii) Additional work caused by rooms being left in an 
unacceptable condition; 
iii) If the hirer does not vacate the room by the agreed time. 
iv) Failure to comply with the conditions of hire. 

5. Alterations and fittings 
a) The hirer shall not alter, discount, or in any way interfere with the 
electric or other fittings within the site without the consent of 
Gillingham Golf Club. 
b) Any electrical appliance supplied by the hirer must be maintained in a 
safe condition and correctly installed and be suitable for the voltage 
and loading of the electrical installation of the site. The hirer is wholly 
responsible for the safety of such appliances at all times whilst on the 
site and for any injury caused to any person. All portable electrical items 
must have a clearly identifiable PAT (Portable Appliance Test Label) 
dated within 12 months of the event. 

6. Maximum accommodation 
a) The hirer agrees that the maximum number of people allowed in each 
area is determined by Gillingham Golf Club and that this figure will not 
be exceeded. 
b) Gillingham Golf Club shall have the right to exclude from the site any 
persons in excess of the maximum. 

 

7. Parking of cars 
a) Under no circumstances will Gillingham Golf Club accept responsibility 
for the loss or damage to any vehicle or any article left therein/on, 
whilst on the premises. 

8. Exits and gangways 
a) Under no circumstances must any fire exit doors or fire routes be 
impeded by chairs, tables or any other equipment. 

9. Times 
a) Start and fi nish times of all events must match those agreed on the 
booking application form. 
b) If the site is not vacated at the appointed time a full hourly charge 
will be levied. 

10. Regulations 
a) The hirer shall observe and in all respects comply with statutory 
requirements and those of competent authorities regulating the use 
of the site. 

11. Security 
a) Subject to a risk assessment by Gillingham Golf Club, the hirer may be 
liable for the employment of Door Security Personnel at a rate of two for 
the first 100 guests and one for each 100 thereafter. Only SIA qualified 
personnel are permitted to act as security according to Statutory 
Premises Licence Regulations. Rates will be notified to the hirer and 
payment will be made 14 days prior to the event. 

12. Insurance 
a) Hirers must ensure that any second party employed by them, e.g. mobile 
DJs, have public liability cover to the value of at least £1,000,000 (one 
million pounds). A copy of the insurance certificate must be forwarded 
to the site before the function date. 

13. Dogs 
a) No dogs or other animal (except Guide Dogs) shall be brought into or be 
allowed to enter the interior of the site unless by prior arrangement with 
the manager. 

14. Termination 
a) Upon any breach of these conditions by the hirer, the manager may 
terminate the event with immediate effect and Gillingham Golf Club 
will not be liable for any claim for compensation by the hirer. The Hall &  
Events conditions of use forms part of a contract. While most functions 
operate as planned, there are occasions where, due to unforeseen 
circumstances, the hirer has to cancel. It is advised that an insurance 
policy is taken out to cover any charges payable due to cancellation of the event.  
 

For more information contact one of our 
friendly team today, phone: 01634 853017 
Email: golf@gillinghamgolfclub.co.uk 
Website www.gillinghamgolfclub.co.uk 
 


