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(The Wells Cole Community Centre)
Bell Lane, Saham Toney,
IP25 7HD, Tel: 07927773133
Registered Charity 272488


Our Terms and Conditions of Hire
Please make sure you have read and agree with the points below before making a booking

The Saham Village Hall (Wells Cole Community Centre) belongs to the Residents of Saham Toney.  It is run by Local Residents who volunteer their time to ensure the hall remains open, so it can be enjoyed by everyone in the village, and people from surrounding villages/towns.  
We politely ask you to treat the hall, its facilities and our volunteers with respect

When Making a Booking
1. Hiring can only be made by arrangement with the Booking Secretary via email (please refer to our website for details)
2. All bookings MUST be paid for in advance of the event except by previous arrangement with the Management Committee.
3. Payment in full is preferable, but we will accept a 50% booking deposit to secure the date, with the final payment to be paid 30 days prior to the event.  All payments should be paid by our preferred method of bank transfer.  We no longer accept cheques.
4. Your booking is only complete once the online booking has been confirmed or the booking form has been completed and payment have been received
5. If completing the booking form, you must sign the booking form to say you agree with the Terms and Conditions of hire.  If only payment is received and not a signed copy of the booking, this will also be taken as agreement to the Terms and Conditions 
6. For all events a returnable Damage/Cleaning deposit will be charged and must be paid at the time of booking or when the final payment is made (£100 for events NOT requiring the hire of the bar, £250 for events that DO require the hire of the bar including weddings). After the event, if the hall has been left as per our Terms and Conditions the deposit will be refunded by bank transfer.
7. Sub-letting of the hall is strictly prohibited
8. The Management Committee reserves the right to refuse a booking 
9. The Management Committee reserve the right to cancel the Hire Agreement at any time.  7 days’ notice will be given where possible.  The Hirer shall be entitled to a refund of any deposit or fee paid.  The Management Committee will not be liable to make any further payment to the Hirer.
10. You will not be entitled to any refund of funds if it is your decision to leave the hall before the end of your hire agreement time.
11. The Management Committee reserve the right to always access the premises and reserve the right to eject any person and/or terminate the hire agreement immediately, in the event of excessive noise or other nuisance.  The decision of the Management Committee on the premises shall be final.  No refunds will be given
Indemnity Insurance
12. Casual Hirers are covered by our own insurance policy for injury caused by the premises and the correct use of the Provided Facilities only.  Our policy does NOT cover the use of your own equipment.  This should be considered when arranging an event.    
13. Commercial Hirers. The hirer shall indemnify and keep indemnified Saham Toney Village Hall, and each member of the Management committee, volunteers, agents, and invitees against, the cost of repair of any damage done to any part of the premises including the curtilage thereof or the contents of the premises.  All claims, losses, damages, and costs in respect of damage of or loss of property or injury to persons arising in connection with the use of the premises (including the storage of equipment) by the hirer and all claims, losses damage and costs suffered or incurred because of any damage or nuisance caused to a third party in connection with the use of the premises by the Hirer.  The hirer is advised to take out adequate insurance, a copy of current and adequate cover to be given to the Booking Secretary for filing, this must insure the hirer and members of the hirer’s organisation and invitees against the hirer’s liability under this paragraph 16 and all claims arising because of the hire.  Saham Toney Village Hall is insured against any claims arising                 
Cancellations
14. If a cancellation is necessary, the Booking Secretary must be notified at least 48 hours in advance. If the management committee is unable to obtain a replacement booking the question of payment or repayment of the fee due shall be at the discretion of the Management committee.  In any event the deposit paid at the time of booking shall be forfeited
Accessing the Hall
15. A member of the Management Committee will meet you at the hall at the time agreed on your booking form and will show you round the hall and explain the fire regulations to you.  In some cases, particularly for regular users of the hall, you may be given the code for the key press to allow to access the hall on your own
Health and Safety
16. All hirers must appoint a “Responsible Person” who will be the designated person in charge of the hall during your hire, they will be responsible for fire safety rules.  On arrival to the hall, you will be shown all the fire exits, the Muster Point and emergency contact details
17. All fire exits must be kept clear of obstructions and impediments
18. NO LIT CANDLES are permitted at the hall under any circumstances to ensure fire regulations are adhered to
19. NO SMOKING - it is against the law to smoke on these premises
20. Any electrical appliances taken into the building must have a valid Portable Appliance Test (PAT) label fixed to it to show it has been tested and is safe to use
21. The hall can be decorated with party decorations which can be attached to the walls using the appropriate fixings that do not cause permanent damage to the fabric of the building.  We respectfully ask you to leave the hall as you found it.  Any damage caused must be paid for.  For further advice please contact the Booking Secretary
22. Bouncy castles are permitted to be erected/used inside the hall.  Please make sure the person providing the bouncy castle has the necessary insurance.  The person must provide and use the correct floor protector.  A copy of the insurance documents may be asked for.
23. Bouncy castles can be erected/used inside the hall at the stage end of the main hall or in the outside enclosed area at the back of the hall.  Bouncy castles require the use of the hall’s electricity.  Please do not ask for the bouncy castle to be erected outside of your hire time, otherwise you may be charged the extra hourly hire rate
24. It is the responsibility of the Hirer to ensure the third party supplying and erecting the bouncy castle has the necessary indemnity insurance.  The hall takes no responsibility in the case of personal injury caused whilst using a bouncy castle
Use of the Kitchen
25. The hall does not hold the necessary food Health and Hygiene certificate to enable anyone to prepare or cook food in the kitchen.  Therefore, NO food can be cooked on the premises.
26. The hall does have a 5-star hygiene certificate to allow the serving of pre-prepared food and drinks.  If preparing, serving or selling food, it is the responsibility of the person hiring the hall to observe all relevant food Health and Hygiene regulations.  Certain foods must be stored correctly in compliance with the Food Temperature regulations.  The kitchen has a working refrigerator and thermometer, which can be used by the hirer of the hall.  The Management Committee takes no responsibility for food provided on the premises.  It is the responsibility of the hirer of the hall to check that any third-party companies are registered with their local Council and carries adequate insurance.    
Use of the Bar
27. The hire of the bar includes 1 or 2 bar staff that will be present at the hall for a pre-arranged time during the event.  The bar is run on a voluntary basis and we have limited staff available, therefore there is no guarantee that we will be able to open the bar for your event.  Please request bar hire at the time of your booking.  
28. The bar is NOT available for hire on Sundays.
29. The bar staff work on a voluntary basis and should always be treated with respect.  Aggressive and/or abusive behaviour will not be tolerated, and individuals will be asked to leave
30. The bar staff reserve the right to refuse service to anyone who they deem to be too intoxicated and/or is showing aggressive and abusive behaviour
31. The bar staff are there to work behind the bar, collect glasses, ensure the correct use the of hall premises and ensure all the facilities are working correctly.  They are not there to clean up spills/mess that occur in the areas of the hall and toilets.  This is the responsibility of the Hirer of the hall.
Cleaning the Hall after your Event
32. It is the responsibility of each hirer to leave all areas of the hall which they have used, in a clean and tidy condition.  We respectfully ask you to leave the hall as you found it.
33. If you are intending to use items such as foam machines, confetti cannons and party poppers etc, please be prepared to include the extra time and people it will take to clean up.
34. If you are holding a large event, such as a wedding, where there will be a lot of cleaning, tidying, and washing up.  Please ensure you are prepared with the necessary equipment and the people to help you.  Our hall volunteers are not there to help you clean and should not be relied upon to do so
35. Please make sure you and your guests leave at the agreed time (end of hire time).  Failure to do so will incur an extra cost at the halls hourly rate (time and half after midnight).  This will automatically be taken out of the damage deposit.
36. If any part of the hall is damaged or extra cleaning is required, the Management Committee reserve the right to withhold part, or all the Damage/Cleaning deposit paid at the time of booking
37. Any damage or breakage must be reported to the Booking Secretary as soon as possible and will be charged for
38. Tables and chairs will be stacked in our storerooms or at the back of the main hall and the small hall.  These must be carefully lifted using the trolley provided, not dragged across the floor.  They must also be wiped down and returned to the same place when you have finished.
39. The hall floors and other areas used, including the toilets must be swept clean, all loose rubbish picked up and any spills/mess on the floors cleaned up at the end of the hire. Please do not allow other users of the hall to find, or for our volunteers to have to clean up any form of bodily fluid.  If extra cleaning of this nature is required, your deposit will be withheld and there may be additional charges
40. Cleaning equipment, such as brooms, dustpan and brush and a mop and bucket can be found in the storage cupboard next to the small hall.  Cleaning supplies can be found in the cupboard under the kitchen sink
41. All kitchen items used must be washed up and put away, all surfaces wiped clean.  The urn and kettles should be emptied of water.  Washing up equipment is provided in the cupboard under the sink
42. Prior to leaving the building, please make sure all lights have been turned off and all windows and doors have been closed
Laws and Regulations
43. The Hirer must ensure that any activities for children under the age of 8 years complies with the provision of the Children’s Act 1989 and that only fit and proper persons have access to children
44. No intoxicating liquors, other than those sold under the halls own licence, are permitted to be bought, sold or consumed on any part of the premises.  The hall operates a strict NO Bring Your Own Alcohol Policy
45. If evidence of anyone bringing their own alcohol is found the £100 or £150 deposit will not be returned
46. Alcohol may only be sold until 11.00 pm
47. It is illegal for anyone under the age of 18 to purchase or consume alcohol on these premises
48. It is also illegal for anyone 18 years or older to purchase and supply anyone under the age of 18 alcohol
49. Proof of ID will be asked for and suitable identification means will be used by staff on duty
50. The hall must be vacated by 12.00 midnight
51. Betting, Gaming and Lotteries Laws - Nothing shall be done on or in relation to the premises in contravention of the laws relating to Betting, Gaming and Lotteries.  Persons or organisations responsible for functions in the hall premises shall ensure that the requirements of the relevant legislation are strictly observed
52. Recorded Music Licence - The hall is authorised to play live and recorded music until 11.30pm.  This must be adhered to
53. It is the responsibility of any independent user group which uses recorded music in its activities to check if it requires a licence from Phonographic Performance Ltd (PPL) and, if so obtain one

If any of these conditions are breached or not met, a fee may be deducted from your deposit cheque, and future bookings may not be accepted.

IN CASE OF FIRE
	
	The hirer is deemed the “Responsible Person” and is designated the person in charge of the hall during your hire.
It is advisable to make a note of the name of each person attending your event
(See Step 1. Roll Call)

	1
	In the event of a Fire, the Responsible person will instruct all persons to leave the building using the nearest available Emergency Exit and to move to the assembly point being at the Children’s Play Area. A roll call should be taken.

	2
	Attempts to extinguish the outbreak of the fire with the firefighting equipment within the Hall should only be attempted if it is considered safe to do so

	3
	If needed the Fire Brigade should be called on 999 giving the address:
Saham Toney Village Hall, Bell Lane, Saham Toney, IP25 7HD

	4
	The responsible person should ensure that once the hall is vacated, members of the public do not re-enter the building under any circumstances.

	5
	On arrival of the Fire Brigade, the Responsible Person should inform the officer in charge that a roll call has been taken and all persons are safe / there are missing persons.

	6
	All incidents, however small, must be reported to the management committee.
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