Nettlestead Village Hall – Regular Hall Hire Contract 
	Name of Group / Organisation 
	


	Named Person Responsible 
	


	Address of Named Person 
	


	Emails of Named Person 
	


	Contact Number 
	


	Email of anyone else responsible for paying Invoices if not named Person 
	


	Signed 
	


	Date of Signature 
	




Thank you for becoming a regular Hall Hire of Nettlestead Village Hall. Nettlestead Village Hall is a registered Charity operating “Not for Profit” any money we make from your bookings goes into running and improving the Hall. 
By signing the above, you are agreeing to the following: 
You are responsible for your own insurance 
Your equirpment if stored in the cupboards need to be none flammable and is not insured 
Keys & Locks 
You will be given one key. If this key is lost, please notify us ASAP. Please ensure the door is locked top and bottom when you leave. If you are hiring a store cupboard you will also be given a second key to access the cupboards. There are two side gates with padlocks key for the is on the windowsill in the kitchen. You will need to lock the gates if you are the last hall hirer to leave the hall that day. 
Inside the Hall 
The Wi-Fi the code is posted on the board. There is a mini sound system (one speaker) tucked away under the bar, with instructions. You will need your own charging lead and your phone if you would like to use this. Please put it away after use. 
Heating, turn the thermostat in the entrance hall up to 20degrees or more to turn on the heating. Please remember to turn back to 0 when you leave and please don’t turn the radiators down.
Please could you also close the stage curtains, this holds the heat in the room.
The tables are stored on the stage at the back of the stage. Open the curtains bring the tables to the edge of the stage and lower them down to the floor leaning on the side of the stage. There are also extra blue chairs on the stage. Please make sure all tables and blue chairs are returned to the back of the stage when you leave and are wiped down. The other chairs are stacked up either side of the hall, please could you restack them not in front of the radiators.
The Kitchen, please make sure all the items you use are cleaned and returned to the cupboards. Please bring your own tea towels and tea and coffee and milk.  Any items left such as tea and coffee are left at their own risk. Please do not leave any food. Please take any rubbish home with you. There is no hot water in the building, but we have two kettles and an urn. Again, please make sure they are turned off and cleaned after use.
Cleaning up please use the cleaning equipment in the entrance cupboard to sweep / hoover the floor. Please be considerate of the other users. Please leave the hall clean and tidy. 
Reporting Damages
Please do let us know if you spot anything that needs sorting by emailing us on bookings@nettlesteadvillagehall.co.uk We always want to hear your feedback and we are doing our best to keep the hall running to the best of our ability. 
Leaving the Hall Checklist 
Heating thermostat in entrance turned to 0
Hall floor cleaned
Stage Curtains Across Stage
Kitchen Clean and Tidy Oven Off
All Rubbish taken home
Toilets Checked for rubbish Lights off
Hall Kitchen Toilets and Entrance Lights off
Side Gates locked key returned to kitchen 
Door locked both top and bottom  
Payments and Invoices 
Invoices will be issued in advance and need to be paid by the 1st. If you book the Hall monthly, you will be invoiced quarterly. All Invoices need to be paid by the invoice date. Failure to do so will result in your booking being cancelled. Please keep in touch with our Bookings coordinator Via Bookings@nettlesteadvillagehall.co.uk 
Fines 
Unfortunately, when the contract isn’t followed, we must issue a fine to your next bill. These fines reflect the cost to the hall to repair or clean what was missed. We hope we don’t have to issue these, but the fines are as follows:
	Lost Key 
	£50

	Heating Left on 24 hours  
	£20

	Heating Left on 24 hours plus 
	£50 

	Lights left on 24 hours 
	£10 

	Lights left on 24 hours plus 
	£20 

	Hall floor or kitchen left uncleaned 
	£50 

	Rubbish left 
	£20

	Side Gates left unlocked or Front Door not locked top and bottom 
	£20 



