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Podium Booking 

 

 

 

 

 

  

Important Information – Please Read. By signing this form you are agreeing to the information below and to abide by 

the Rules and Regulations overleaf. 

The Town Clerk reserves the right to refuse any application for the use of Highworth Town Council (HTC) Podium.   The Town Clerk may 

refuse an application to use the Podium if the use by a particular organisation or individual, presents a risk of public disorder. 

All arrangements for the use of the Podium are subject to the Town Clerk reserving the right to cancel bookings when the Podium is 

required by HTC or is rendered unfit for use. 

The Council shall normally have priority use of the podium, but all arrangements to hire made with outside bodies and individuals shall 

be honoured by the Town Council, except as stated above. 

The hirer will indemnify HTC from, and against all action, claims, proceedings, and liabilities arising from the Podium and is responsible 

for having cover appropriate to use. 

Fees  

Charities, Schools & Community Groups – No Charge 
 
A charge will be applicable to others, to be agreed upon application 

Hirer(s) Details 

 

 

 Name of Hirer Mr/Mrs/Ms___________________________________ 

Address:____________________________________________________ 

___________________________________________________________ 

___________________________Postcode:________________________ 

Individual/Group/Business_____________________________________ 

Email:______________________________________________________ 

Telephone:__________________________________________________ 

Signed: ____________________________________________________ 

Date_______________________________________________________ 

Reason for booking___________________________________________ 

___________________________________________________________ 

Date/s_____________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

Time_______________________________________________________ 

Any other info: 

 

Please make payment by BACS, Cash or Cheque sent with this form to: Highworth Town Council, Council Offices, 3 Gilberts Lane, 

Highworth, Swindon, SN6 7FB. 

Highworth Town Council, The Co-Operative Bank, Account Number: 61580271, Sort Code: 08-90-12 

Please ensure our Invoice Number is quoted as the reference when making payment by BACS 

 

For office use: 

Frequent/Infrequent: 

TEN Required – YES/NO 

PPL Required – YES/NO 

Entered into the diary:   Initials: 

 

 

Fee Agreed:£ 

Invoice No: 

Fee paid: £ 

 

All personal information will be held and treated in accordance with the Data Protection Act 2018. Highworth Town Council is registered as a data controller 

under the Data Protection Act and our Privacy Notice can be found at the following link: www.highworthtowncouncil.gov.uk/governance 
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Use of the Podium and Market Square Guidelines 

 

1.Usage 

The Podium and Market Square can be used for the following, this list is not exhaustive. 

• Highworth Weekly Market 

• Community Outreach 

• A General Community meeting space 

• Business use i.e. Café tables 

• Civic functions 

• Charitable promotions 

• Church/Carol Services 

• May Day  

• Christmas Lights 

 

Use by Cafes/Public Houses  

Cafes may put tables and chairs on the Podium.  The responsibility of the tables and chairs along with the 

clearing of any litter (including cigarette butts) is the responsibility of the business owner.  Highworth Town 

Council expects especially during COVID-19 times that frequent cleaning and disinfecting of tables will take 

place and again the onus is entirely down to the business owner.  This area is solely for non-alcoholic 

beverages, alcohol must not be consumed. Business owners are to ensure that their own insurance policy 

covers customers while dining on the Podium.  Storage facilities are not permitted in any circumstances. 

Usage will be reviewed every 12 months.  Priority will be given to any charity/group or event that have 

booked the Podium.  

2. Making a booking 

If you would like to book the Podium or Market Square, please contact Highworth Town Council 

admin@highworthtowncouncl.gov.uk or 01793 762377. 

Bookings of the Podium will be for single use, unless prior agreement is sought from Highworth Town 

Council.  

3. Conditions of use  

A copy of the users Public Liability Insurance will be required unless agreed with Highworth Town Council 

prior to the booking being agreed.  

A Risk Assessment may be required prior to the booking taking place. 

The walkway from the Market Place to the Podium steps must be kept clear at all times. 

Vehicles are not permitted on the Podium without prior permission from The Town Clerk. 

The Market Square Car Park is to be free of cars from 6:00am on Saturdays. 

No parking spaces are to be designated for individual businesses unless agreed by the Council on 

application for a temporary specific purpose. Highworth Town Council reserves the right to close off spaces 

for events and parking. 

These guidelines must be adhered to at all times.  If you are in breach of these conditions future bookings 

will not be granted. 

 

mailto:admin@highworthtowncouncl.gov.uk

