TERMS AND CONDITIONS COVERING HIRE OF EAST & BOTOLPH CLAYDON VILLAGE HALL
 East Claydon Village Hall is a Registered Charity:  Number 267787 Conditions of Hire to comply with the Premises Licence issued under the Local Government Act 2003
1. It is a condition of the booking and use of the Hall that the Hirer reads, understands and adheres to all rules outlined below and on other displayed documents within the Hall premises, paying particular attention to issues relating to Health & Safety.

2. Unless advised otherwise, keys should can be collected from the key safe which is in the porch at the Botolph end of the hall. The code will be supplied by email a week in advance of the hire.
3. THE HIRER signing the booking form must be over 21 years of age.  Where the Hirer indicates that he/she signs on behalf of any club or organisation he/she shall be deemed to have the authority of that organisation to sign on its behalf.
4. CHARGES for hire will be strictly in accordance with the scale of charges agreed by the Management Committee. At present the hire fees are £20.00 per hour. The minimum hire period is 2 hours  Unless by special agreement of the Management Committee, a deposit of £100 will be required for each booking payable at the time the reservation is made.

5. THE DEPOSIT will only be refundable in full if no damage or extra cleaning is required. Deductions will be made before any refund and extra charges may be levied if, in the opinion of the Management Committee, that cleaning or damage costs exceed the value of the deposit.  Any damage occurring during the period of hire must be notified to the Booking Manager.  Any refund of the deposit will be delayed until the full extent of costs has been ascertained.

6. PAYMENT for the use of the Hall must be made to the Bookings Manager of the Management Committee within one month of the date of the hiring by a Village organisation, or at the time of the booking if the Hirer is either an individual or an organisation from outside the village.  Any cancellation with less than one week’s notice may incur the full cost of the Hire if the Committee are unable to confirm a replacement booking – the question of payment or repayment of the fee shall be at the discretion of the Committee.  The Bookings Manager is authorised to refuse subsequent bookings if accounts are not settled within one month.  Variations to these payments can be arranged by the Bookings Manager but must be confirmed before the Hire takes place.

7. THE HIRER shall not sub-let or use the premises for any unlawful purpose or do anything or bring onto the premises anything that may endanger the premises or any insurance policies covering the premises.

8. THE HIRER must give details of the organisation/individual making the booking, the date and time of function, the type of function and likely number of people attending. The hall is licensed for Public Entertainment with numbers restricted to 80 people at tables and chairs or 120 dancing. Private hiring is unregulated but the hirer is responsible for ensuring that the numbers attending an event take into account the licence regulations.

9. THE HIRER will be responsible for obtaining any License that may be needed for the sale of alcoholic drinks and for the observance of the regulations associated with the Premises License as stipulated by the Fire Authority, Local Authority, Police, Magistrates Court or otherwise. The Management Committee is responsible for the annual Public Entertainment license that includes public dancing or music or other similar public entertainment or stage plays [see displayed license]. Only alcohol purchased in the bar area can be consumed there.
11. THE HIRER will be responsible for decorating the Hall(s) but avoiding damage by use of drawing pins, nails, Sellotape, Blue Tac, staples, etc on any area of plaster or door or window frames. No tape or adhesive substance should be placed on the floor or walls.  Highly flammable substances shall not be brought into or used in any portion of the premises.  No naked flames/candles are permitted. All decorations to be removed after a function. Only biodegradable confetti may be used either in or outside the hall. The hall should be cleared after an event left clean and tidy and in a condition ready for the next user. Tables and chairs should be stacked away in the small hall as found. There are 50 chairs and 7 rectangular tables stored in the small hall. These tables and chairs should be stacked away in the small hall as found. Additional tables and chairs are stored in the shed.  If required for use, it is the hirers responsibility to collect them from the shed and set them up. The additional tables and chairs must be returned to the shed by the hirer after use, as found.

12. RESPONSIBLE PERSONS (over 21 years of age) must be in attendance at all times during the hire of the premises.  The responsible person shall not be engaged in any duties that will prevent him/her from exercising supervision.  Where the hiring is on behalf of a group of juniors, a minimum of three supervisors aged over 21 years must be provided irrespective of the size of the gathering or one supervisor for every 40 person’s present if the gathering is larger.  All persons on duty shall have been informed of the procedure to be adopted in case of evacuation of the premises and shall be familiar with the fire fighting equipment available. It is the Hirer's responsibility to inform all other event attendees of these fire escape routes, first aid, accident record form and assembly points.  No fire appliances may be removed from the Premises or tampered with and all gangways and exits must be kept clear of obstruction.  The Hirer accepts full responsibility for first aid arrangements at the event.

12. HOURS OF OPENING.  The premises shall not be used for public entertainment except between the hours of 08:00 a.m. and 12:00 midnight, vacating the premises by 12.00 p.m. midnight Monday to Saturday (10.30 pm on Sunday) unless special permission has been issued by Aylesbury Vale District Council and by the East Claydon Village Hall Management Committee.

13. THE HIRER shall ensure that the function finishes on time (according to the times stipulated on the Booking Form) and that people depart from the premises in an orderly manner.  This includes proper supervision of car parking (to avoid obstruction of the highway) and advising people leaving that noise should be kept to a minimum.  Failure to comply with this may result in additional charges that the Hirer accepts as part of the booking conditions.

15. THE HIRER is wholly responsible for the good behaviour and safety of all persons attending the facilities under hire.  Before leaving make sure that all rooms used are clean and tidy – floors swept, furniture put away, etc.  Please note that Environmental Health regulations stipulate that any washing up should be done and any rubbish in the kitchen removed. Ensure that all doors and windows are firmly closed and that all lights are off.  Before lock up and returning the keys please make sure that the building is empty. Any articles or additional equipment brought into the Hall for social events must be removed after the event unless arrangements have been made with the Booking Manager.  No Hall property should be removed from the premises without permission.

16. THE MANAGEMENT COMMITTEE accepts no responsibility for articles left on the premises, nor for any personal accidents or injury to any person or persons using the facilities during the hiring, arising from activities within the premises.

17. No chairs or other obstructions must be placed in front of the Emergency Exits.  The FIRE EXIT signs remain permanently lit.  Both front doors MUST be unlocked while the hall is in use. Supervisors or Organisers of the function should make themselves aware of the location of all firefighting equipment, fire exits and fire notices.  The Fire Notice should be thoroughly read.  A logbook for any incidents/accident/injuries is located in the kitchen. The designated assembly area is the rear garden. 
18. The Hall operates a NO SMOKING policy and this must be strictly adhered to.

19. THE HIRER must confine members to those parts of the facilities that have been included in the agreement.

20. THE MANAGEMENT COMMITTEE reserves the right to accept or reject hiring of the Hall and recommend that deposits and/or supervision are required.  The Management Committee do not have to provide reasons in the event of a rejection of a booking and any appeal against this decision must be made in writing to the Management Committee.  Should the hiring have to be cancelled because the Hall is required for use as a Polling Station for a Parliamentary or Local Government election or bi-election; the Hirer shall be entitled to a refund of any deposit already paid.

