Randwick Village Hall and Playing Field Committee Booking Form

	Name:
	

	Organisation:
	

	Address:


	

	Telephone Number
	

	Dates and Times to and From Required:


	

	Booking Type: (eg childrens’ party, fund raising function etc.)
	

	Deposit provided;
	yes/no

	Licence Obtained:
	yes/no

	I have read the letting rules below and agree to comply with them
	Signed:


Letting rules for Randwick Village Hall

The following rules are part of the conditions of letting for Randwick Village Hall and they should be read and understood by the hirer at the time of booking.

1 . Letting Charges:  Charges include heat and light and the use of equipment.  Best cutlery, china and tablecloths are available to hire, details from the Booking Secretary (a returnable deposit will be charged). The current scale or charges are shown on the attached sheet. A refundable deposit of £50 is payable in advance for Private Bookings. See below for conditions were the deposit may be forfeited.

2. Times: The hall will not normally be let for functions to continue after midnight. All music must cease by 11.45 p.m. and the hall should be vacated promptly and as quietly as possible at midnight. Special applications for later bookings must be made to the committee who will only consider them in exceptional circumstances.

3. Licences: The hall is not licensed for the sale of alcohol. Any application for a licence by the person hiring must have the approval of the committee.

4. Refusals: The committee has the right to refuse any booking.

5. Car Parking: If all the spaces in the car park are full, cars should park on the field adjacent to the lower car park, so as to make a double row of cars.  A disabled parking space is provided at the front of the Hall.  The remaining tarmac area can be used for dropping off but should be kept clear while the Hall is in use.

6. Safety: When the hall is in use, all the outside doors should be unlocked and all the exit lights above the doors switched on. Please pay particular attention to the doors to the field at the side of the main hall and back room. Please ensure a minimum number of persons remain in the kitchen when any of the appliances are switched on. Young children may not enter the kitchen. When glasses or glass bottles are used during hire, please ensure they are all collected in order to  minimise danger to young children. Recycling boxes are provided for glass, plastic, cans and paper.

7. Hall Capacity: The maximum number allowed in the main hall is 100. The maximum number of performers allowed to perform on stage is that which the organisers of the event are satisfied can safely be evacuated through the exit in the back room. Note: If any performers are to be seated in the main part of the hall at any time during the performance, their number counts towards the 100 limit.

8. Damage: The individual or the organisation hiring the hall and its equipment, and using the field and its equipment, is responsible during the period of the hire for any damages or breakages which should be reported to the Booking Secretary. The cost of rectifying any such damage may be charged to the hirer.

9.  Noise: Users of the Hall are expected to respect local residents and not cause undue noise. Should a resident complain about noise nuisence to a Committee member, the Committee member reserves the right to terminate the hire immediately, stopping the event in progress. In this event the Hirer will be charged the full rental cost for the booked period and forfeit their deposit.

10. Smoking: Smoking in the building is prohibited by law, the maximum penalty being £2,500. It is the responsibility of the persons or organisation hiring the hall to ensure this regulation is observed. All costs from a prosecution of R.V.H & P.F.C will be passed on directly to the hirer of the hall.

11. Condition of hall on departure: Please leave the hall in as clean and tidy a condition as you would expect to find it.  In particular:

· Replace tables in the allocated shed, 3A.

· Stack chairs, no more than 8 high, facing the wall on the kitchen side of the hall.

· Sweep all floors which have been used. 

· Put all rubbish in the bags  provided. These are stored in the cupboard under the sink.

· All spillages must be cleaned up.
    

· Lock all doors and secure all windows (don't forget the doors to the field).

· Switch off all lights and remove plugs from sockets. 

· Toilet lights are switched off automatically by a time clock.

· DO NOT switch off the main switch in the kitchen.

· Clean sinks, drainers and worktops and leave the kitchen tidy.

FAILURE TO COMPLY WITH THESE RULES MAY RESULT IN YOUR DEPOSIT BEING FORFEITED

12. Keys: Please discuss access to the hall with the Booking Secretary, Mr Harden Flack Tel 01453 757136.  On leaving the hall, keys must be replaced in the key box on the outside wall near the Kitchen door as agreed. 

Any keys removed from the key box inside the hall must be replaced before leaving the hall.
Current Scale of Charges

Village Organisations


Normal Bookings:               £6.00 per hour

With Drinks Licence:           £11.00 per hour

Other Organisations and 

Private Parties   


Normal Bookings:               £12.00 per hour

With Drinks Licence:           £18.00 per hour

R.V.H & P.F.C May 2010
