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Warmington Village Hall Management Committee
Warmington Village Hall – Booking and equipment request

Registered Charity No: 1085730




http://warmingtonOX17blogspot.co.uk 

To consider availability for an event a calendar of hall bookings can be viewed on the above blog site.  However, until your booking is confirmed there is no guarantee of your chosen date.
Please complete the form stating your requirements and submit by e-mail to: - Brenda Crocker at chris.bren@hotmail.co.uk, or deliver to: - 3 Court Close, Warmington, Banbury OX17 1BU. 
(Brenda can be contacted for advice on 01295 690337) 
Fields marked with * are mandatory and must be completed.

	Hirer's Name * 

	

	Hirer’s Address * 


	

	Hirer’s Email 

	

	Hirer’s Phone Number*  


	


Hire Details (please select the category that best describes your event)

	
	Warmington Village or Parish resident hiring the hall for a private function



	 
	Warmington Village or community organisation hiring the hall for an event



	
	Warmington, church or charitable fundraising event in the hall and open to the community



	        
	Hire of equipment only (please state reason i.e. fete,

party at your home)    




Other/commercial/outside village – please describe below 
	


	          
	Time from
	
	to
	


Date Required           

 (Please consider your set up time and clearing/cleaning after your event)

Additional Facilities Required

Kitchen:  Yes / No
NOTE: - (The kitchen must be cleaned after use and all items returned to the cupboards)

	


	


Tables & Chairs:  Yes / No.         Numbers: Tables Chairs                    

(You are advised to look at what is available before your event).

	


Other equipment hire:   
Will alcohol be consumed?  Yes / No     (The Hall currently has a licence but committee approval will be required for sale of liquor)
Projector and Screen:  Yes / No

	Any additional requirements: - 



	I have read the terms and conditions for hire (see below):           yes (    ) please tick to confirm.

Signed:




Warmington Village Hall Hire 2014/15
	Tariff Details
	Per session
	Per hour

	Regular users/ Warmington community benefit
A regular user is a weekly or monthly user by agreement with the committee.
	£8.00 per three hour session
	N/A

	Occasional users/Warmington community benefit
	£16 per three hour session
	N/A

	Fundraising event for charity open to all community 

This must be approved by the committee
	free
	free

	Villager’s ad hoc private event
	£20 per three hour session
	£10 

	Non village ad hoc private event 
	£25 per three hour session
	£12 

	Commercial /professional use
	
	£20 per hour

	Equipment hire
	
	Donation requested

	Excess cleaning charge
	
	£10


	Hall hire is by negotiation with the Committee, which reserves the right to refuse hire and to alter the terms of hire from time to time.  A deposit may be required for some events.
For enquiries regarding session definitions and all hire rates contact Brenda Crocker on 01295 690377.
All cheques should be made payable to Warmington Village Hall




Important: Hall Occupancy as specified by fire and other regulations: - Maximum capacity of the Village Hall at any time is 100 standing people.  55 seated (note: - there are only 38 indoor seats available in the hall.  More are available by arrangement).
Warmington Village Hall – Terms & Conditions of Hire
Responsibilities of the hirer to Warmington Village Hall Committee 
The hirer shall be over 21 years of age and is responsible for the following: -

1. Hirers take full responsibility for the event.  This includes making payments and deposits, and taking full responsibility for any damage that may occur at the event.  Should repairs to any damage or cleaning up after the event be deemed unacceptable an additional charge may be made.  It is the responsibility of the hirer to make additional payments to cover all costs incurred. 

2. Fire regulations are adhered to. When opening the hall for any event, all external doors must be unlocked and not blocked.  Fire equipment must not be tampered with.
3. The hire times are adhered to. Normal end time is no later than 11 p.m. Please liaise with the Hall Committee if a later time is required. The Committee reserves the right to charge for additional time.
4. The Hall must be cleared immediately after the function except by prior arrangement with the Hall Committee. It must be left in the same condition in which it was found.

5. All the used equipment such as chairs and tables are put away.  All hirers own equipment is cleared away. 

6. Once the hall is vacated all windows are closed and doors locked. 

7. All water heaters and other electrical equipment are turned off after use (if they have been turned on). 
8. The wall room heater controls are not adjusted. 

9. The areas used, including the kitchen, are left clean and tidy otherwise a cleaning charge will be made. 

10. All rubbish, food waste and recycling is to be taken away by the hirer. 

11. All hire charges to be received at least 7 days before the day of use. 

12. The Hirer shall not sublet the hiring or use the premises for any unlawful purpose or in any unlawful way do anything or bring onto the premises anything that may endanger the property or public or may in any way invalidate any insurance policy held by the Hall Committee. 

13. The Hirer is responsible for the health and safety of those attending an event and all measure must be taken to avoid injury.  The Hall Committee cannot be responsible for injury though activities relating to an event or misuse of equipment. 

14. The hirer shall indemnify the Hall Committee for the cost of repair of any damage done to the property during the hiring, including the curtilage thereof or of the repair or replacement of the contents of the premises as a result of the hiring.  Any such repairs or re-placement of property to be organised by the Hall Committee and invoiced to the hirer. The Hall Committee reserves the right to charge the hirer for any loss of income due to wilful damage during the hiring.
15. Please record any accidents please record them in the accident book which is placed in the kitchen with the first aid box.

16. Although some areas of the kitchen are suitable for wheelchair use, the hirer should be aware that, due to the limitations of space, not all furniture is entirely suitable for use by wheelchair-bound users without the aid of an ambulant or reasonably semi-ambulant person, and therefore it is recommended that disabled visitor(s) be accompanied by, or the hirers group to include, an able bodied helper when using the kitchen facilities.
17. Car parking at the hall is limited.  On street parking is available.  Parking is at the car owners risk at all times.

18. Maximum capacity of the hall at any time is 110 people.

19. It is not permitted to sell alcohol on the premises without prior permission of the Hall Committee.  In order to sell alcohol at your event you must state this on the booking form.

20. Equipment requirements must be indicated on the booking form and rental and setting out charges pre-paid. 

21. Chairs and tables stored inside are for inside use only. Outdoor equipment is stored in the shed. 

22. Regular hirers wishing to store equipment within the hall may do so only through agreement with the Hall Committee and a rent may be charged.  Insurance of such equipment shall be the responsibility of the hirer. 

23. The kitchen is designed and provided for light food preparation and serving of refreshments (normally cooked or prepared off-site).  It is not a professional facility where full catering preparations are to be undertaken.

24. A list of rules for the use of the kitchen is posted on the notice board in the hall and on a notice on the kitchen wall – these should be adhered to at all times.

25. Children under 18 years of age must be accompanied by an adult at all times. 

26. Food and hygiene regulation compliance is the responsibility of the hirer. The Village Hall Committee is in no way liable for any instance when a hirer fails to comply with Food and Hygiene Regulations and any consequences thereafter.

27. The kitchen must always be completely cleaned after every use and all kitchen equipment used must be thoroughly cleaned and put away after use. 

28. Clothing and valuables are taken onto the premises at their owner’s risk. 

29. It is the responsibility of the hirer to ensure that all fire exits are kept clear at all times. Observance of the occupancy levels is a mandatory legal requirement. Please ensure that guest numbers are within these limits. 

30. A strict no smoking policy applies to all areas of the hall and no naked flames or candles are permitted.
31. No heavy or sharp equipment, likely to damage the floor is to be used in the hall. Please clean   but do not wash the floor. Please clean up spillages promptly to avoid damage to the floor.
32. No sticky substance, nails, pins etc. are to be used on the walls, ceilings or floors. 
33. The hirer shall control excessive noise or disturbance of others. Minors must be adequately supervised. 
34. Care must be taken to avoid noise when leaving the premises, particularly at night. 

Responsibilities of Warmington Village Hall Committee

Reservation and use of the hall is entirely at the discretion of the Hall Committee. The Hall Committee reserves the right to refuse any booking in the interests of protecting the hall and managing ongoing repairs and upkeep.
The Hall Committee accepts no liability for personal injury caused to any person on the premises outside the scope of its Property Owner’s Liability Insurance. 

The Hall Committee reserves the right to cancel any hiring in the event of the hall being required for use as a polling station or similar purpose. In this case the hirer shall be entitled to a full refund of any monies paid if an alternative booking date is not acceptable or available. 

In the event of the hall or any part thereof being rendered unfit for use the Hall Committee shall not be liable to the hirer for any resulting loss or damage whatsoever. In this case the hirer shall be entitled to a full refund of any monies paid if an alternative booking date is not acceptable or available. 

The Hall Committee retains the right to enter the premises during any function for the purpose of checking on security, safety and compliance with the conditions of hire. 
Agreement: I wish to reserve Warmington Village Hall or equipment as detailed above. I have read and agree to abide by the terms and conditions of hire set out above. I understand that the reservation will only be guaranteed once I have received the agreement and priced booking form which will be returned to me by e-mail / post. I understand that I must pay the hire charges in full before the hire date.
Agreement: I take full responsibility for the event I am booking. This includes making payments and deposits, and taking full responsibility for any damage that may occur at this event. Should repairs to any damage or cleaning up after the event exceed the value of the deposit placed, it is my responsibility to make additional payments to cover all costs incurred. 
Please sign and date the booking form above as a record of you having read and agreed to the terms and conditions in full.
