Cheapside Village Hall – booking and hire form


	Name of Hirer/Organisation
	

	Address, including post code
	

	Contact telephone number
	

	Email (optional)
	

	Type of function/s
	

	Number of guests (90 max)
	

	Date of function/s
	


Time of ENTERING................... LEAVING.......................the Hall
(Please note, if you need time to decorate/clear away the hall this must be included in the number of hours you book).
A Deposit is required at least 14 days before your event to secure the booking. However, it would be wise if booking 2 - 3 months in advance to send the cheque ASAP (see terms and conditions, and statutory regulations No. 6 and 9)

£150 -children up to age 12 yrs


    £250 – Adults
*NOTE-  THE HALL IN NOT AVAILABLE TO HIRE FOR EVENING TEENAGE, 18TH OR 21ST CELEBRATIONS* 
Hire charge includes 10 folding tables (1mx2m) and approx 40 plastic chairs.  

Number of hours required (@ £20 per hour) 
£.......

Please ensure that you send 2 cheques to secure your booking; 1 deposit cheque and 1 for the hire costs. Your deposit will be returned to you after the hall has been inspected at the end of the event. 
I have read, accept and agree to abide by the Terms and Conditions for the hire of Cheapside Village Hall and any other facilities, (agreed and paid for in advance), as detailed in the terms and conditions of this document.

Signed:…………………………………….  Date…………………………..
I heard about Cheapside Village Hall from…………………………………………..

Please return the completed paperwork with a stamped addressed envelope to:

Mr Nick Evans
4 Hilltop Close
Ascot
SL5 7QU 

l


Hall Mobile number – 07955 905537




www.cheapsidevillagehall.co.uk
FOR VILLAGE HALL USE:

Date cheques received:

Amount to be returned   £………………

Date sent:
TERMS AND CONDITIONS

TO HIRE CHEAPSIDE VILLAGE HALL FOR PRIVATE FUNCTIONS

GENERAL CONDITIONS

1. The person responsible for hiring the Hall (the Hirer) will leave it in a clean and tidy condition. 

2. As the Hall is situated in a Residential area, the Hirer will ensure that the Hall is vacated by the time stipulated on the booking form and that music and noise will be kept to a reasonable level. Should there be complaints received, an amount may be deducted from the Deposit to reflect this and to recompense the neighbours (at the discretion of the Hall Committee).
3. The playing of music must stop at 11.30pm.

4. The Hall is to be vacated by midnight.

5. No alcohol is to be taken into the Hall premises or gardens without the prior permission of the Committee.

HIRE OF THE HALL IS SUBJECT TO THE FOLLOWING STATUTORY REGULATIONS
1. The Hirer will be 18 years of age or over and will be personally responsible for abiding by the Terms and Conditions of the Hire of the Hall.

2. The premises shall not accommodate more than 100 people at any one time.

3. No alcohol is allowed on Hall premises, including the garden area, without the prior permission of the Committee.

4. No alcohol is permitted in the car park at any time.

5. No glasses or glass bottles are permitted in the car park at any time.

6. Any function which is attended wholly or mainly by persons under 18 years of age, must be supervised by adults at a ratio of not less than one adult to every 15 children or part thereof.

7. All exits must be kept clear of obstructions at all times when the Hall is occupied.
8. A maximum of four disabled persons in wheelchairs are permitted on the premises at any one time, with one able bodied adult to each, to assist them from the premises in the event of an emergency, such as a fire.
9. A deposit needs to be delivered at least 14 days before the date of the function. The Committee reserves the right to bank this cheque. A Cheque will be returned having deducted the cost of the hire. The deposit will be returned after the function, when the Hall will be inspected, less any deduction for any of the following:

a)  Breakages, loss or damage to the buildings, fittings, fencing or equipment   hired. The Committee reserve the right to hold the Hirer responsible for the cost of any repair work so caused during the hiring.

b) Additional use of the Hall after the agreed time.

c) Any cleaning needed if the Hall is left in a dirty or untidy state.

d) Compensation to local residents for any inconvenience or nuisance caused during the Hiring.

e) The full hire fee if the booking is cancelled with less than 48 hours notice or if a “no show” on the day.

f) No post dated cheques please.

10. The Committee reserves the right to make additional charges over and above the deposit if the costs incurred under sub clauses A,B, or C above are greater than the deposit.
11. If a dispute arises over the use of the Hall, the deposit, or any part thereof, will not be refunded until after the Committee has investigated the matter and decided on any retention of part of or all of the deposit.

12. The Committee will not be held responsible for any loss or damage caused to the Hirer’s property or vehicles within the Hall grounds or the car park.

13. No commercial activity is allowed in the Hall which involves fly posting in its promotion.

14. The Committee reserves the right to refuse a booking.

BOOKING PROCEDURE AND CHARGES

1. The Booking and Hire Form is to be completed (page 1 of this document) and returned to the Village Hall letter box with a cheque for the full deposit at least 14 days prior to the event. Cheques to be made payable to CHEAPSIDE VILLAGE HALL please.
2. Late bookings will not be accepted without payment.

3. The booking will be considered provisional until payment with the deposit has been made. If any other enquiries arise for that date, you may lose your booking, if we have not yet received the deposit cheque.  If the cheque is not cleared in time, the booking will be void.

4. Hiring charges are laid out on the first page of this document.

5. The Committee reserves the right to bank the deposit and to refund it after the Hall has been inspected. 
