STROUD VILLAGE & COMMUNITY HALLS’ NETWORK
SUMMARY NOTES OF MEETING 
HELD AT STANDISH VILLAGE HALL ON 19th September 2008
“Booking the Hall”

Approx. 38 members present.

** How do people find out about your Hall ?
(Consider signage, adverts in local publications.)
** How do people book the Hall ?  Procedures & paperwork.

45 mins ; Group discussions, referring to the Booking Forms that members had brought along.

FEED BACK from discussions.

Charging policies; same rates or variable ? How are they determined ?  Size of hall ? Local competition ?  


Type of event ?  WHO is hiring it ?!
Signage to hall …….costs money……unless….. ?!!

Charge for heating ? Different rates for summer / winter ?

Charge a deposit ? On all bookings or just some ? How discriminate ?!

Rules covering food hygiene ?

Law re. licensing ? 

Insurance; what does it actually cover / not cover ?

Security; ticketed event ?

BOOKING FORM; what needs to go on it ? Wide variations.

Barbara Pond, GRCC……summarised and advised…... 

* YOUR GOVERNING DOCUMENT stipulates what you’re there to do / required to provide. It will therefore guide you through the process of a Hiring Agreement. It is not actually a legal requirement to have a Booking Form / Contract with the hirer,  but it really is VERY STRONGLY RECOMMENDED and GOOD PRACTICE. Useful for you, and you could be in big legal trouble if not got one & there is a problem …..you can’t then “blame” the hirer , or they “blame” you; don’t assume anything, have it written down. 

READ and KNOW your Governing Document !

* INSURANCE; you MUST HAVE. You have to have public liability & cover for buildings & contents ( your own ? user groups’ belongings ? More at a future meeting ). READ and KNOW the DETAILS of your INSURANCE policy ! ( e.g. are you covered for Bouncy Castles / fireworks ?? etc etc ).

* LICENSING; Act legally; KNOW what you are allowed to do. What is allowed to be said on tickets re. alcohol etc depends on your Licence option .  ( More at a future meeting…incl. raffles / tombolas / bingo etc ).

* APPLICATION FORM to hire the Hall; must be signed by person 18 yrs or over .

* DEPOSITS; recommended….short notice cancellation ? damage ? lack of confidence in the hirer ? Amount should reflect reality & should not act as a barrier to hiring.  Policies on this will be individual to each hall, according to your clientele ! Some Halls find it unnecessary but “reserve the right to charge a deposit”. It IS extra work !  It MUST be a stated and transparent policy.
* HEALTH & SAFETY; the hirer is responsible for the condition of the hire…….for numbers & supervision, keeping gangways clear, taping down electric leads crossing the floor , and for any inflammable materials they bring in to the hall. ( Recommended min. of 2 fire stewards for every 100 people ). The hirer must know how to evacuate the hall in an emergency, know location of the fire doors and fire extinguishers, where to evacuate to, location / use of phone,  & have named stewards responsible for evacuation. On your Booking Form it should say “ you must read the notices in the Hall relating to fire exits ……” etc.

* FOOD wholly prepared & served / sold at the Hall ; you must comply with H & S standards as set down by SDC. ( More at a future meeting ).

* ELECTRICAL APPLIANCES must be tested on a regular basis. It is the responsibility of hirers to ensure that any electrical devises brought in by them are in good & safe working order.
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* CLEANERS / CARETAKERS. Know the Employment laws . Need CRB check. (More at a future meeting) * LETTING for TRADE. Can for occasional use. CC laws cover this. Check. “Businesses” must have their own public liability cover .

DON’T ASSUME anything ! Have it written down. From time to time take photos of the inside of your hall to reinforce ( if necessary ) the ethos of “leave it as you’d wish to find it “.

It is the hirer’s responsibility to keep noise levels to a minimum as they leave the hall ( late at night ), to close windows, turn off lights, lock doors, remove rubbish etc      STATE THIS on the form / contract.

IN CONCLUSION.

YOUR BOOKING FORM…….at the most basic level should include……..


Policy on charging ; if you charge different rates for different people this must have been agreed by the committee / Trustees and be written down, the criteria explained, and be totally transparent to all. ( Failure to do this is against Equal Opportunities Law ).

A contract; statement of hire conditions etc. This must be SIGNED by both parties to make it a contract.


State your deposit requirements.


State …..How does the hirer get IN to the hall / get the keys / return the keys ? Does a committee member meet them & show them round ?


……………and be neatly presented & easy to complete. 

                                         Keep it simple but legal …….to protect yourselves. 
-------------------------------------------------------------------------------------------------------------------------------------

Bob Gardiner, Chairman, thanked Barbara for her invaluable advice, Standish Hall for their warm welcome & splendid refreshments, and invited offers for hosting meetings in the future. The cost of a basic buffet for refreshments is borne by SDC and it is hoped that the Hall concerned would be kind enough to waive the hall letting fees ! Please contact Bob ( 01285 760451 or Pauline 01285760451 ) if you would like to offer to host ; we’d be delighted to hear from you; we feel it sensible to “move around ”,  and interesting as well as beneficial to visit others’ establishments . 

Pauline Battison    

VCHN Secretary 

22.9.2008
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