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Catterall Village Hall Booking Form

Hiring the Hall/Charge – please check availability and hire cost with the Bookings Secretary, before completing this form.

	Name of hirer
Please include organisation, if applicable.
	


	Address of hirer

	



	Email address
	

	Telephone number 
	

	Event details
	


	Date and start/finish times

	

	Facility requirements – main or small room, tables, chairs, etc. A projector is available for hire for a small additional charge and deposit
	

	Hire charge (Amount notified by Booking Secretary)
	

	Refundable Damage Deposit & Bank account/sort code for refund (Amount notified by Booking Secretary)
	



Payment - Please make a bank transfer using the following details:

Account Name: Catterall Village Hall
Account Number: 32934645
Sort Code: 01-03-33  Natwest Bank
Please put your surname AND EVENT DATE as the reference.

OR make cheques payable to “Catterall Village Hall”

Please note:
· All bookings are provisional until agreed with bookings secretary and receipt of this form signed and returned to the Bookings Secretary either by email to bookings@catterallvillagehall.co.uk or hard copy to bookings secretary
· We can no longer accept cash
· The Committee retains the right, at its discretion, to refuse to let the premises, or any part of it, to any person or body. 

Acceptance of Conditions of Hire
I/we agree to be bound by the Conditions of Hire, which I have read, and to pay any such additional costs as may arise from my use of the premises under these conditions.



Signed (Hirer) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Date: . . . . . .. . . . . . . . . . . . .


Catterall Village Hall Standard Conditions of Hire
Supervision
1. The Hirer shall take good care of and shall not cause or permit any damage to any part of the building or to its fittings, equipment or other property and shall pay for any damage (including accidental damage) caused by any act or neglect by anyone involved in the event controlled by the Hirer. (Note: It is suggested that in the Hirer’s own interests s/he arrange private insurance to cover all such damage).
2. The Hirer shall ensure that the village hall is not left unattended and/or unsecured at any time during the hire period and, at the end of the period of the hiring, leave the premises in a clean and orderly state. In the event of a breach of this clause the Hirer shall pay to the Committee any expenses incurred by it in cleaning and tidying the premises.
3. The Hirer will be responsible for providing adequate people for the supervision, running and security of the function, including the car park.
4. The Hirer is responsible for the care of any keys that they are given. If keys are lost the hirer will be held responsible for the cost of replacing locks and any copies of the key that are in circulation. 
5. The Hirer is responsible for ensuring that there is no excessive consumption of alcohol and that illegal drugs are not brought onto the premises. No animals are allowed other than Assistance Animals.
Use of Premises
6. The premises must be used only for the purpose for which they are hired. The Hirer may not sub-let or assign any portion of the building to any other person and must vacate the premises upon expiry of the period of hiring otherwise an extra charge will be made.
7. Any equipment brought into and used at the hall is done so at the owner’s/hirer’s risk. Any injury to persons or damage to the hall caused by the equipment will be the responsibility of the hirer. It is strongly recommended that appropriate insurance for any such equipment is in place prior to the hire.
8. No bouncy castles are permitted to be used either in the hall or on the car park.
9. The Hirer shall ensure that nothing is done on or in relation to the premises in contravention of the law relating to gaming, betting and lotteries.
10. The Hall is not licensed by the Committee for either the provision of entertainment involving music or dancing or for the sale of alcohol. It is the Hirer’s responsibility to obtain the necessary licences and comply with the requirements of those licences if the event requires them. Any person hiring the hall is responsible for being aware of and complying with any legislation applicable to the activity for which they are hiring the hall. 
11. The Hirer shall, if preparing, serving or selling food, observe all relevant food hygiene legislation and regulations.
12. The maximum number of persons who may be accommodated is as follows: Main Hall - seated theatre style 60; seated at oblong tables/dancing 40, Small Hall – seated 10. UNDER NO CIRCUMSTANCES MAY THESE LIMITS BE EXCEEDED.
Indemnity 
13. The Catterall Village Hall Committee (The Committee) does not accept any responsibility whatsoever for any damage or loss by fire, theft or from any other cause, to any articles or other belongings brought into the building for sale, exhibition or for any other purpose.
14. The Committee shall not be liable for any loss due to any breakdown of machinery, failure of supply of electricity, leakage of water, fire, government restriction or act of God which may cause the premises to be temporarily closed or the hiring to be interrupted or cancelled.    
15. The Hirer shall be liable for and shall indemnify the Committee in respect of any loss, damage or injury which may be incurred by or be done or happen to the Hirer or any person involved in the event for which the premises have been hired.
Public Safety Compliance
16. The Hirer is responsible for ensuring those supervising the event have familiarised themselves with the location and operation of fire extinguishers and fire exits and for complying with the Committee’s general health and safety requirements. Before each event the Hirer shall check to ensure that all fire doors open, that escape routes are free of obstruction and can be safely used, that any fire doors are not wedged open, that emergency exit signs are illuminated and that there are no obvious fire hazards on the premises.


17. In the event of a fire, however small, the Hirer must evacuate the hall, deploy the fire extinguishers (if it is safe to do so) and call the Fire and Rescue Service on 999.
18. The Hirer must report all accidents involving injury to the public to the Bookings Secretary as soon as possible and complete the relevant section of the Accident Book, located in the cloakroom.
Explosives and Flammable Substances
19. The Hirer shall ensure that highly flammable substances are not brought into or used in any part of the premises and that no combustible materials are placed near lighting or heating systems. Use of fireworks is not permitted.
Cancellation
20. The Committee reserves the right to cancel a hiring in the event of the hall being required for use as a Polling Station, for a Parliamentary or local government election or by-election or as an emergency shelter; the hall becoming unfit for use or on government instruction, in which case the Hirer shall be entitled to a refund of any sum already paid.
21. If a Hirer cancels more than 2 weeks prior to a booking the charge will be waived. Between 2 weeks and 1 week 50% of the fee is due, and less than 1 week the full fee will be charged.
22. If a Hirer wishes to cancel a booking the Bookings Secretary must be notified immediately. The Committee reserves the right to make a charge if another booking has been refused as a result of the original booking.
Stored Equipment
23. No equipment shall be stored on the premises unless a Hirer has the express permission of the Committee. Where permission is given the stored equipment must be clearly marked with the name of the Hirer and stored neatly in the agreed location. The Committee accepts no responsibility for any stored equipment and any such equipment is not covered under the Committee’s premises insurance.
24. Any stored equipment must be removed immediately on the direction of the Committee.
End of Hire
25. The Hirer shall be responsible for leaving the premises and surrounding area in a clean and tidy condition*, properly locked and secured unless directed otherwise and any contents removed or stored away. When leaving the hall do not disturb any neighbours.
*By a clean and tidy condition we mean that all tables and chairs are wiped and stored in the appropriate location; that the floor is swept and, if food, drink or any other spillages have occurred, mopped clean; that the kitchen sink, worktops, floor and appliances are wiped clean and any rubbish removed and disposed of (see 27 below) and that no food or drink is left in the fridge; that toilets are left clean and with all waste such as paper towels disposed of in the bin provided. Failure to comply with these requirements may lead to the cleaning deposit being withheld and a refusal of any further booking requests.
26. [bookmark: _Hlk187583051]The Hirer must notify the Bookings Secretary of any faults or damage identified during the period of hire.
27. The waste disposal facility is limited and Hirers are asked to take their waste away with them and dispose of it responsibly.
[bookmark: _Hlk187582937]General
28. All applications for the hire of rooms must be in writing, using the Catterall Village Hall Booking Form.  The person by whom the application form is signed shall be considered the Hirer.  Where a promoting organisation is named on the application form, that organisation also shall be considered the Hirer and shall be jointly and severally liable with the person who signs the form.
29. The Committee reserves the right to ask for a deposit which will be refunded after the function if the premises are left in a satisfactory condition and these Standard Conditions of Hire have been substantially complied with.  Any breakages or additional cleaning costs incurred will be deducted from this refund.  The Hirer shall, nevertheless, be liable for all such costs in excess of the sum deposited. 
30. The booking of the Hall by any Hirer indicates acceptance of all these Standard Conditions of Hire.  These conditions may not be varied in any way unless the Hirer receives written approval for such from the Bookings Secretary following sanction by a meeting of the Committee.
31. FOR BOOKINGS INVOLVING CHILDREN, YOUNG PEOPLE UNDER 18 AND VULNERABLE ADULTS The committee insist that any adult /hiring group working with children or vulnerable adults must have a 

current, satisfactory DBS check in place. It is the hirers responsibility to ensure that these are in place before the hiring takes place and the committee may ask to see evidence of this. It is the hirer’s responsibility to ensure that anyone who has not had this check is never left alone with a child or vulnerable adult.
Complaints
32. If a Hirer has a complaint about any matter arising from the booking it should be made to the Booking Secretary, preferably in writing. The Booking Secretary will discuss the complaint with the Committee and a response provided as soon as possible.
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