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Date:  

Dear

Many thanks for your provisional booking of Chagford Jubilee Hall for your function.  Please find enclosed the hiring agreement for you to complete and return to me as soon as possible together with a cheque payable to Chagford Jubilee Hall for £100.00 as a security deposit  postdated to shortly before your function...  Please also send a separate cheque for the full hiring fee to secure the booking with a current date.
Please read it carefully. When you sign this booking form you AGREE to abide by all the terms and conditions thereon. Pay particular attention to not blocking any Emergency Exits

We do hope you have an extremely enjoyable time with us.  To this end, here is some information which we hope will assist in planning your event.

· Our licence for Music, Singing and Dancing is to midnight. The Hall has to close completely with all guests off the premises by 1.00 am. .

· It is against the law to smoke anywhere in the building.
· The use of illegal drugs is strictly prohibited in the hall or on its surrounding premises & it is the responsibility of the hirer to enforce this. 

· Many of our clients make their own catering arrangements, and to this end our kitchen facilities are available to you. Hires must adhere to the current food hygiene requirements, details of which are available in the hall. 

· All food & food waste is to be removed from the Hall and placed in the bins provided.
· Please  ensure that the Hall is kept in the best of condition for all our hirers. 

     Personal decorations are to be kept to flowers and balloons on the tables.

     No candles are permitted, only tealights which must be placed in approved  glass holders.

     Please do not fix anything to the walls doors or woodwork.  However, you may find it helpful 
     to hang items from the picture wire, and display boards are available.

· All bookings are held for two weeks awaiting deposit; regrettably we can not hold it beyond  this period. If you cancel your booking within FOUR weeks of the function date there will be no refund of the hiring charge, unless we re-let the date.  Prior to 28 days, cancellation will be eligible for a 50% refund.   Please note: that the Jubilee Hall will not be responsible for any cash payments which may be lost.

· The Hirer or the designated Temporary Responsible Person  must be conversant with the location of the first aid and fire fighting equipment,  be fully aware of the Evacuation Procedure attached, and cause it to be read out at the start of a function.
·  Accidents must be recorded in the accident book located in the kitchen and reported to the Bookings Secretary.

· For your own protection, please ensure that any Disco/Entertainer carries Public Liability Insurance and that all electrical equipment is ’PAT’ tested .

     Fixed seating arrangements -     
     There must be a gangway at each side of the hall & down the middle.
     The minimum gangway width must be at least the width of two chairs (one yard).

     The gap between rows must allow easy passage for exit in case of emergency.
· The hirer must ensure that no footwear is worn that may damage the floor e.g. stiletto heels or nailed boots.

Should you need specific information regarding our facilities or key availability please do not hesitate to contact me.
Our Hall is owned and managed by the community for the benefit of the community. We do hope that you enjoy our facilities and have a splendid time.

Yours sincerely

Rebecca Hoddinott (Bookings Secretary)
Jubilee Hall Copy              CHAGFORD JUBILEE HALL CONDITIONS OF LETTING
1. The Chagford Jubilee Hall Committee is the Management Committee for Chagford Jubilee Hall and shall be here after referred to as the Lessor.

2. Parties occupying the Hall, other rooms or property (hereafter referred to as the Hirer) will be responsible for the building in their care and its contents and fabrics, for any damage which may be caused during the time of occupation, and for the behaviour of all persons using the premises.

3. The Lessor at his discretion may request a deposit against the costs of possible damage prior to accepting a booking.

4. The Lessor will not be responsible for or accept any liability whatsoever for any loss, theft, damage or injury sustained on the premises.

5. The Hirer shall not use the premises other than for the purpose stated on the hiring agreement. Any member or servant of the Lessor (if on the business of the Lessor) shall be admitted into the Hall during the time of any function booked..

6. Hire charges are to be paid at the time of bookingl.

7. All Scenery used must be fireproof, electrical and mechanical equipment and installation shall meet current safety standards, conform to the requirements of the licensing authority and be PAT tested as appropriate
8. It is the responsibility of the Hirer to set out the premises to his own satisfaction. As the hirer you are the responsible person for the event/function, etc. and you have legal duties with regard to the safety of those persons assisting or attending the event. Please read carefully and comply with the attached Emergency plan for  The Temporary Responsible Person
9. If the Hirer wishes to bring any equipment onto the premises then this shall be agreed with the Lessor prior to the event and must be removed within twenty four hours after the event or by such time as may be decreed by the Lessor. The Hirer agrees that any equipment left longer than this period can be disposed of by the Lessor at the expense of the Hirer.

10. Any decoration of the Hall is to be restricted to table decorations or those of a free-standing nature. Nothing is to be affixed to the walls, doors, woodwork or other parts of the building. Under no circumstance must Drawing Pins, Blue Tack, or Sellotape be used.
11. The Hirer is responsible for ensuring that all relevant health and hygiene legislation and regulations are complied with in respect to preparing and serving food.  A member of the hiring party should be in possession of a valid certificate.
12. It is the hirer’s responsibility to remove any food & food waste before the building is vacated.

13. In order to comply with our licence no more than 260 persons shall be allowed on the premises at any one time. 
14. A security deposit of £100 postdated to shortly before the function & the full hiring fee (with a current date) shall be paid before the booking can be confirmed.  A security deposit of up to £500 for parties on Friday & Saturday nights may be required (please e-mail an enquiry if this applies to your party).
15. A booking period may be shared between organisations but must be subject to the prior approval of the Lessor.

16. The Hirer shall ensure that any activities for children comply with current child protection regulations and provisions, and that only fit and proper persons have access to the children.
17. The Committee reserves the right to refuse a booking without notice or to cancel this hiring agreement at any time before or during the term of the agreement.
18. No animals (except guide dogs) are allowed in the Hall.

19. The Hirer must ensure that the minimum of noise is made on arrival & departure.

20. The Hirer must ensure that no vehicles are parked in the grounds of the Hall. Vehicles should only be brought into the grounds of the Hall for purposes of loading & unloading, & for setting down & collecting disabled persons.
21. The Hirer must report all accidents involving injury to the public to the Bookings Secretary within  24 hours of the incident.

22. Any failure of equipment, either belonging to the Hall or brought in by the Hirer, must be reported to the Bookings Secretary within 24 hours.

23. The Hirer will be required to pay for any damage done to the Hall, its grounds or its contents resulting from the hire. The Hirer must also meet the costs of the Trustees in relation to any action, claim or proceedings against them arising from the Hirer’s use of the Hall. The Trustees have the right to retain all or part of any deposit paid.

24. The Trustees reserve the right to cancel a booking on written notice in the event of the premises being required for use as a polling station for a parliamentary or local government election or by-election, in which case the Hirer shall be entitled to a refund of any charge already paid.

25. The Hirer undertakes to leave the Hall & grounds in a clean & tidy condition, properly locked & secured, with all lights & electrical appliances switched off with the exception of the central & water heating equipment.  All tables, chairs & other items temporarily removed from their usual positions shall be properly replaced.  In default the Trustees have the right to make an additional charge or a deduction from the deposit.
26. Any electrical equipment brought to the hall by the Hirer must be PAT tested.

27. The small kitchen must not be used to prepare,cook or serve hot food.
If the Hirer is in any doubt about the meaning of any of these conditions please ask the Bookings Secretary.
HIRER NAME (aged 18 or over)_____________________                                              
NAME OF ORGANISATION IF APPLICABLE                                                                    
ADDRESS_____________________                                                                                  
TEL__________        
DATE & TIME OF FUNCTION___________________________________________       
TYPE OF FUNCTION________________________________________________________     
STATE WHETHER PRIVATE OR PUBLIC FUNCTION                                                     
TOTAL COST £_____________________
Do you intend to supply alcohol?





Yes * /  No

Do you intend to sell alcohol?






Yes * / No

Do you intend to use the cooking facilities?




Yes / No

If Yes, do you require instruction on the use of the cooker?

Yes / No

* Requires prior written permission from the Lessor  

(Please sign date and return) 
We accept, and will comply with the above Conditions____________________             /     / 20
Signed by the duly authorised representative of the Lessor:

Name                                                                                             

Position                                                                                        

Date                                                                                               
Client Copy              CHAGFORD JUBILEE HALL CONDITIONS OF LETTING
1. The Chagford Jubilee Hall Committee is the Management Committee for Chagford Jubilee Hall and shall be here after referred to as the Lessor.

2. Parties occupying the Hall, other rooms or property (hereafter referred to as the Hirer) will be responsible for the building in their care and its contents and fabrics, for any damage which may be caused during the time of occupation, and for the behaviour of all persons using the premises.

3. The Lessor at his discretion may request a deposit against the costs of possible damage prior to accepting a booking.

4. The Lessor will not be responsible for or accept any liability whatsoever for any loss, theft, damage or injury sustained on the Hirers property.

5. The Hirer shall not use the premises other than for the purpose stated on the hiring agreement. Any member or servant of the Lessor (if on the business of the Lessor) shall be admitted into the Hall during the time of any function booked..

6. Hire charges are to be paid at the time of bookingl.

7. All Scenery used must be fireproof, electrical and mechanical equipment and installation shall meet current safety standards, conform to the requirements of the licensing authority and be PAT tested as appropriate
8. It is the responsibility of the Hirers to set out the premises to their own satisfaction. As the hirer you are the responsible person for the event/function, etc. and you have legal duties with regard to the safety of those persons assisting or attending the event. Please read carefully and comply with the attached Emergency plan for  The Temporary Responsible Person
9. If the Hirer wishes to bring any equipment onto the premises then this shall be agreed with the Lessor prior to the event and must be removed within twenty four hours after the event or by such time as may be decreed by the Lessor. The Hirer agrees that any equipment left longer than this period can be disposed of by the Lessor.

10. Any decoration of the Hall is to be restricted to table decorations or those of a free-standing nature. Nothing is to be affixed to the walls, doors, woodwork or other parts of the building. Under no circumstance must Drawing Pins, Blue Tack, or Sellotape be used.
11. The Hirer is responsible for ensuring that all relevant health and hygiene legislation and regulations are complied with in respect to preparing and serving food.  A member of the hiring party should be in possession of a valid certificate.
12. It is the hirers responsibility to remove any food before the building is vacated.

13. In order to comply with our licence no more than 260 persons shall be allowed on the premises. 
14. A security deposit of £100 postdated to shortly before the function & the full hiring fee (with a current date) shall be paid before the booking can be confirmed.  A security deposit of up to £500 for parties on Friday & Saturday nights may be required (please e-mail an enquiry if this applies to your party).
15. A booking period may be shared between organisations but must be subject to the prior approval of the Lessor.

16. The Hirer shall ensure that any activities for children comply with current child protection regulations and provisions, and that only fit and proper persons have access to the children.
17. The Committee reserves the right to refuse a booking without notice or to cancel this hiring agreement at any time before or during the term of the agreement.
18. No animals (except guide dogs) are allowed in the Hall.

19. The Hirer must ensure that the minimum of noise is made on arrival & departure.

20. The Hirer must ensure that no vehicles are parked in the grounds of the Hall. Vehicles should only be brought into the grounds of the Hall for purposes of loading & unloading, & for setting down & collecting disabled persons.

21. The Hirer must report all accidents involving injury to the public to the Bookings Secretary within  24 hours of the incident.

22. Any failure of equipment, either belonging to the Hall or brought in by the Hirer, must be reported to the Bookings Secretary as soon as possible.

23. The Hirer will be required to pay for any damage done to the Hall, its grounds or its contents resulting from the hire. The Hirer must also meet the costs of the Trustees in relation to any action, claim or proceedings against them arising from the Hirer’s use of the Hall. The Trustees have the right to retain all or part of any deposit paid.

24. The Trustees reserve the right to cancel a booking on written notice in the event of the premises being required for use as a polling station for a parliamentary or local government election or by-election, in which case the Hirer shall be entitled to a refund of any charge already paid.

25. The Hirer undertakes to leave the Hall & grounds in a clean & tidy condition, properly locked & secured, with all lights & electrical appliances switched off with the exception of the central & water heating equipment.  All tables, chairs & other items temporarily removed from their usual positions shall be properly replaced.  In default the Trustees have the right to make an additional charge or a deduction from the deposit.

If the Hirer is in any doubt about the meaning of any of these conditions please ask the Bookings Secretary.
HIRER NAME (aged 18 or over)_____________________                                              

NAME OF ORGANISATION IF APPLICABLE                                                                    

ADDRESS_____________________                                                                                  

TEL__________        
DATE & TIME OF FUNCTION___________________________________________       
TYPE OF FUNCTION________________________________________________________     

STATE WHETHER PRIVATE OR PUBLIC FUNCTION                                                     
TOTAL COST £_____________________
Do you intend to supply alcohol?





Yes * /  No

Do you intend to sell alcohol?






Yes * / No

Do you intend to use the cooking facilities?




Yes / No

If Yes, do you require instruction on the use of the cooker?

Yes / No

* Requires prior written permission from the Lessor  

(Please sign date and return) 
We accept, and will comply with the above Conditions____________________             /     / 20
Signed by the duly authorised representative of the Lessor:

Name                                                                                             

Position                                                                                        

Date                                                                                               
INFORMATION  FOR  HIRERS

ACCESS
The front door is fitted with a code lock.  The access code is                       On leaving, please make sure that the knob inside is in an upright position before pulling the door closed.  When outside, check by turning the handle below that the lock is on.
SMALL KITCHEN

This is available as a bar area & for the service of light refreshments.  No cooking is allowed.  There is an electric water heater for hot drinks & a microwave, & another water heater under the draining board for washing up etc.  Please ensure that all appliances are switched off except for the fridge.

MAIN KITCHEN

The main kitchen may be hired independently of the hall.

CLEANING UP

Hirers are responsible for leaving all areas of the Hall clean & tidy. Brooms, mops etc. can be found under the stage. Tables should be wiped clean after use, folded & then stacked in the recesses either side of the hall entrance.  Please do not drag furniture across the floor. Chairs should be hung on the trolleys provided or placed neatly in or near the recesses.  All lights & taps should be switched off after the event.  The main lighting switches are in the corridor to the right of the stage.  All equipment & supplies must be removed at the end of the session.
Please recycle all glass bottles, paper & plastic bottles in the containers in the car park.  All other waste should be placed in black bin liners & be deposited in the bins outside the rear of the Hall.

PERSONAL PROPERTY
The Trustees take no responsibility for damage to or loss of personal property on the premises, which is entirely at the risk of the Hirer.

DECORATIONS
Any decorations approved by the Bookings Secretary must be removed at the end of the hire.

No fastenings which damage the fabric of the Hall are allowed & any materials used must be inflammable.

POWER SUPPLY
The power points are timed to turn off at 00.45 a.m.  

LICENCES
The maximum attendance in the Hall is 260 standing or 180 seated.  For a meal the capacity is 150.  The Hall is licensed for the performance of a play, the exhibition of a film, a performance of live music, entertainment & dancing.  A copy of the licence is displayed in the Hall, on the noticeboard adjacent to the main entrance.

EMERGENCIES

For police, ambulance or the fire brigade please call 999.  A pay telephone is in the corridor to the right of the stage.
Location:  Chagford Jubilee Hall  -  Opposite St. Michael’s Church  -  Grid Reference  SX702875

A list of contact numbers is displayed on the noticeboard inside the Hall by the main entrance.

FIRE
In the event of a fire the Hall should be evacuated in an orderly manner using the appropriate exits, & the Fire Brigade called by dialling 999.  The exact location of the telephone, fire exits & fire extinguishers must be noted before the Hall is occupied & the manner of opening fire doors should be made known to all present.  A sketch plan showing these is attached on another sheet.

Please remember that the Hall belongs to everybody.  Please leave it as you would hope to find it.
Issued on  1st. December, 2009
CHAGFORD JUBILEE HALL

EMERGENCY EVACUATION PROCEDURE
TO BE COMMUNICATED TO ALL ATTENDING BY THE HIRER
In the event of discovering a Fire press the fire alarm button situated by all the exits.

· ON HEARING THE ALARM  EVACUATE THE BUILDING

· Fire Extinguishers are located by the EMERGENCY EXITS

· The Emergency Exits from the Main Hall are located ONE  at the front and ONE at each side of the hall with one at the rear all indicated by a Green & White Exit sign

· Leave the Hall by the nearest safe exit door. Ensure that windows are closed.

· Last person out to close the doors but do not lock any doors.

· DO NOT stop to collect personal belongings.

· FOLLOW the green and white exit signs and make your way to the assembly point in the public car park.

· DO NOT re-enter the building until authorised to do so by the Emergency Services.

Emergency plan for the temporary responsible person

As the responsible person for the event/function, etc. you have legal duties with regard

to the safety of those persons assisting or attending the event.

Before the event or function you should be aware of:

• what fire protection systems are present & ensure that they are free from obstruction
• how a fire will be detected;

• how people will be warned if there is a fire;

• what staff should do if they discover a fire;

• how the evacuation of the premises should be carried out;

• where people should assemble after they have left the premises and procedures for checking whether the premises have been evacuated;

• identification of key escape routes and exits, how people can gain access to them and escape to a place of safety;

• arrangements for fighting fire;

• how the fire and rescue service and any other necessary services will be called;

• procedures for meeting the fire and rescue service on their arrival

• what instruction employees or helpers need

• limitation on numbers of people;

• checking that all escape routes are clear of obstructions and combustibles.

Before the event or function you should decide:
• the arrangements for means of escape for disabled persons;

• the duties and identity of staff who have specific responsibilities if there is a fire;
 the arrangements for the safe evacuation of people identified as being especially at risk, such as children

• who will be responsible for calling the fire and rescue service and any other necessary services;

• who will meet the fire and rescue service on their arrival 

• your plans to deal with people once they have left the premises, especially children.

At the start of the event or function you should notify all those present about:

• no smoking

• the emergency warning signal;

• who is supervising and how to identify them;

• location of exits and escape routes;

• taking only valuables immediately to hand but not to go to collect other belongings;

• the location of muster points; and

• what will happen after that (i.e re-entry to the building)
During the event or function you should ensure that:

• escape routes and exits do not become blocked;

• there is no smoking;

• no naked flames are started (unless authorized and then only tea lights in the glass holders provided )

• where naked flames are present that combustible material is kept clear;

• rooms do not become overcrowded;

• noise levels cannot drown out the fire alarm; and

• if necessary, the number of persons in your

premises is limited or control

