


Booking Form and Standard Conditions of Hire for Astley Village Hall

If the hirer is in any doubt as to the meaning of the following, please contact the Booking Secretary, Maryon White  - email maryon_white@hotmail.com or Tel:   01939 211015  

1. The Hirer will, during the period of hiring, be responsible for supervision of the premises, the fabric and the contents, their care, safety from damage, however slight, or change of any sort and the behaviour of all persons using the premises whatever their capacity, including proper supervision of car-parking arrangements so as to avoid obstruction of the highway.

2. The Hirer shall not use the premises for any purpose other than that described in the hiring agreement and shall not sub-let or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or bring onto the premises to be used anything which may endanger the same or any insurance policies in respect thereof nor allow consumption of alcoholic liquor thereon without written permission.

3. The Hirer shall be responsible for obtaining such licences as may be needed whether for the sale or supply of intoxicating liquor or extension of hours from the Licensing Authority at Shropshire Council.  It is the Hirer’s responsibility to apply to the local Licensing Authority - Shropshire Council - Telephone No.  0345 6789000 for a Temporary Event Notice (TEN) if the Hirer intends to sell alcohol during the period of hire or intends to extend the hire period after 12.00 midnight Monday to Saturday and 11.30pm on Sundays.  The Hirer MUST apply for a Temporary Event Notice at least 10 working days prior to the event taking place.  If the Hirer is unsure about the need for a Temporary Event Notice it is his/her/their sole responsibility to contact the Licensing Authority to determine the need for one.  The Village Hall Committee will not be held responsible for any legal action taken by the Licensing Authority if the Hirer does not hold a Temporary Event Notice if one is required for an event.  At the time of booking your event with the Village Hall Booking Secretary you will be asked if you have applied for a Temporary Event Notice.  

Any performance of live or recorded music must have appropriate PRS/PPL licence unless the event is exempt.  

4. The Hirer shall comply with all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority, or otherwise, particularly in connection with any event which includes public dancing or music or other similar public entertainment or stage plays.  Under no circumstances must fire exits be blocked at any time.

5.	Risk Assessment

The Management Committee has undertaken a risk assessment of the Village Hall and the following has been agreed:

· If the Hirer is holding an event which requires the erection of the stage and persons seated around tables then the maximum number of persons permitted will be 75.
· If the Hirer is holding an event without the erection of a stage but persons seated around tables then the maximum number of persons permitted will be 85.
· If the Hirer is holding a Disco type event where seating is around the edge of the hall (leaving fire exits free) then the maximum number of persons permitted will be 95.
· If the Hirer is holding an event for the purposes of a meeting and requires seating in a theatre style then adequate aisles and gangways must be left and the maximum number of persons permitted will be 95.  

The Hirer should discuss any risk assessment issues at the time of booking with the Booking Secretary.

6. 	The Hirer shall indemnify the Committee for the cost of repair of any damage done to any 	part of the property including curtilage thereof or the contents of the buildings, which may 	occur during the period of the hiring as a result of the hiring. Please do not attach any       decorations to the walls with Blu-Tac.

7.	If the Hirer wishes to cancel the booking before the date of the event and the Committee 	is unable to conclude a replacement booking, the question of payment or the repayment of 	the fee shall be at the discretion of the Committee.

8.	At the end of the hiring, the Hirer shall be responsible for leaving the premises and 	surrounds in a clean and tidy condition, properly locked and secured unless directed 	otherwise and any contents temporarily removed from their usual positions properly 	replaced, otherwise the Committee shall be at liberty to make an additional charge.  
   	The Hirer is also responsible for the removal of all rubbish from the Hall – please 	take home with you.  REMINDER – Don’t forget to empty the fridge.

9.	The Committee reserves the right to cancel any Hall booking in the event of the Hall 	being required for a Polling Station for a Parliamentary or Local Government Election or 	By-Election, in which case the Hirer shall be entitled to a refund of any deposit already 	paid.

10.	In the event of the Hall or any part thereof being rendered unfit for the use for which it has 	been hired, the Committee shall not be liable to the Hirer for any resulting loss or damage 	whatsoever. 

11.      Emergency Arrangements

A Public Safety Officer should be nominated to ensure that when members of the public are present there should be at least one responsible adult per every one hundred persons attending a function at the Village Hall.  This person should be aware of the routine in case of fire, operation of fire equipment provided and the evacuation of the public in an emergency.  In addition there should be two attendants on the door.  Please note that there is no public pay phone in the village. 

12.	No Smoking 

Smoking is not permitted inside the Village Hall. It is an offence to smoke inside the Village Hall.  Legal action may be taken against anyone breaking this law.

13.	Parking

Vehicles parked in the field and outside the village hall are parked at the owner’s risk. Vehicles parking on the field should park on the right hand side when coming through the gate. 

14.	Contact Details

If the Hirer has any problems with the Village Hall during the period of hire the Hirer should contact the Booking Secretary. 

15.	Payment for Hire

The Hirer should make payment for the booking in advance of the booking or on the day of the event.  Cheques should be made payable to ‘Astley Village Hall’.  Receipts will be given upon request.



ASTLEY VILLAGE HALL - HIRE AGREEMENT


Name of Hirer/Organisation ------------------------------------------------------------------------------------------

Contact Address -------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------

Contact Telephone/Mobile Number:  -----------------------------------------------------------------------------

E-mail    -------------------------------------------------------------------------------------------------------------------


Date(s) of Hire:  --------------------------------------------------------------------------------------------------------

Arrival time:  ----------------------------------    		Departure time:  -------------------------------

Type of event   ---------------------------------------------------------------------------------------------------------

Temporary Event Notice:  I confirm that a TEN will / has been applied for.   YES  / NO  /N/A
(Complete as necessary in accordance with Hire Condition No.3)


Access to Hall:  I will   *collect key from Booking Secretary/*arrange to meet Booking Secretary 			     at Hall 
(*delete as necessary)


Hire Cost(s):  £                                                                (to be completed by Booking Secretary)


Nominated Responsible Person: ----------------------------------------------------------
(see Standard Conditions of Hire No. 11)


I/We have read and accept the Standard Conditions of Hire for Astley Village Hall and that I am/We are responsible for the cost of any breakages or cleaning.


Signed:  ---------------------------------------------------

Name:  ----------------------------------------------------			Dated:  ------------


Please make cheques payable to:  Astley Village Hall

Please return this form to Maryon White, Booking Secretary, 7 Astley Court, Astley, Shrewsbury, SY4 4DG.  Tel:  01939 211015   Email:   maryonwhite@gmail.com
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