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NETTLESTEAD

VILLAGE HALL

AT THE HEART OF OUR COMMUNITY




Hire Agreement
Please read & complete page 3 returning a copy to bookings@nettlesteadvillagehall.co.uk
	Hire Cost 
	Hall Hire is £16 per hour 
Please pay this as soon as you receive your invoice to reserve your booking Your booking is not confirmed until the funds are received


	On the Day of your event 
	You will receive a code for the key safe by the front door, or we will arrange to meet you there. 
Make sure we have a contact mobile number for the person responsible for the hire. 
You can access the hall 15mins before the hall booking time and must leave 15mins after your hire no later than 23.30
Any extension to the hire times without agreement will be charged to your deposit



	Deposit
	The Deposit is due 7 days before the Hire:

£100 for Day Time Events  

£200 for Evening Events running after 6pm

This deposit is returned to you by BACS after the hall has been checked no later than 24 hours (Payments can take 5 working days to process) 
As a not-for-profit charity we ensure the hall is never damaged physically or financially from hiring so your deposit is at risk if you don’t follow this Agreement and a fair deduction from your deposit is applied when the rules are broken. A Post Hall Checklist is available in the entrance to help you.
· £20 per hour for any extra time beyond the booking agreed

· £50 for lost or broken keys and locks
· £50 for heating left on 24hours+ /£20 under 24 hours

· £20 for lights left on 24hours+ / £10 under 24 hours 

· £50 Hall left untidy unclean / tables and chairs not put away correctly

· £50 Rubbish left in hall or in car park

· £50 Side gates / front door / fire doors or Windows left open

· You are liable for the cost of making good any loss or damage to the property


	Cancellation Policy 
	If you cancel your event, you get back:

30+ days’ notice 100% of the hire charge is to be refunded
29-8 days notice 75% of hire charge to be refunded
7 days or less 50% of the Hire charge to be refunded 
The deposit if paid will always be refunded in full

We reserve the right to cancel the event under extreme circumstances; If the true purpose of the hire is not disclosed and or if the hall is not in a fit state for hire



	Hall Handbook 
	You have read and agree to follow the ‘Hall Handbook’ which has been emailed to you and is also available in the hall and on our website


	Car Parking 
	You are responsible for supervising any parking for your event and no damages caused to vehicles in the car park are the responsibility of the Hall

You are responsible for locking the side gates if your event is held at the weekend, bank holiday or finishes after 5pm in the week. Instructions are provided in the Hall Handbook. 

	Supervision 
	By signing this agreement, you are agreeing to provide adequate ratio of supervision for events with children, young people or vulnerable people. Ratios: 
· Under 2 years – 1 Adult to 3 Children

· Age 2 – 3 years – 1 Adult to 4 Children
· Age 4 - 8 years – 1 Adult to 6 Children

· Age 8 – 12 years – 1 Adult 8 Children 

· Age 12-18 years 1 Adult 10 Young people

That supervising adults must be over 21 and not consume alcohol

That all young people are not breaking any laws, using alcohol underage or consuming illegal drugs
Children of all ages are to be supervised inside and outside the hall. Please note no one is to use the area at the back of the hall when the Preschool is positioned. CCTV is in operation. 
That where required relevant DBS checks have been carried out 

To ensure the total number of people at the hall are 
80 seated and 100 maximum 


	Cleaning 
	You are responsible for cleaning the hall after use

Wiping all tables and surfaces

Hoover, sweep or mop the floor including Entrance, Kitchen, Bar and Toilets

Cleaning the oven, microwave and or fridge after use

For removing any rubbish and taking it home and not using the bins in the car park

To not use Confetti, Rice, Fireworks or Foam in or around the hall


	Health & Safety 
	We have ensured the following policies are available in the hall and on our website: 

· Fire Safety

· Health & Safety Risk Assessment 
· COSHH risk assessment
· Fire Aid at Work 

· Electrical Safety & PAT Testing

· Gas Safety Certificate 

You agree to follow these policies and ensure all the people attending the event are kept safe
You agree to call the relevant emergency services where necessary and to notify the Bookings Coordinator afterwards. 

That where any first aid is carried out this will be reported to the Bookings Coordinator. A form is next to the First Aid Box in the kitchen.


	Food 
	The Hall is not registered as a food business and therefore you are responsible for following the relevant food hygiene legislation


	Smoking 
	You are responsible for ensuring no Smoking or Vaping in and around the hall and that any waste left in the car park is cleared at the end of your event
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Hire Agreement Form
Please complete and return this page to bookings@nettlesteadvillagehall.co.uk 
	Full Name (Must be over 21) 
	

	Address


	

	Contact Telephone Number 
	

	Email 
	

	Date of Hire 
	

	Time of Hire Start and Finish 

All events to finish by 23.30
	

	Purpose of Hire (Celebration Age/Meeting/Club)
	

	No of guests 

(Maximum of 80 seated and 100 standing) 
	

	Bank Account Name (For return of Deposit) 
	

	Bank Account Number 
	

	Bank Account Sort Code 
	

	I hereby agree and that I am the person responsible for the hall and to return it to its original state. 
I understand my deposit is at risk if I do not follow this Hall Hire Agreement and Hall Handbook
	Signature 

	Date of Signature 
	


Thank you for supporting Nettlestead Village Hall

