[bookmark: _GoBack]GOOSNARGH AND WHITTINGHAM VILLAGE HALL BOOKING FORM 
POSTCODE – PR3 2BH
	Name of Hirer

	

	Email Address

	

	Address of Hirer

	





	Telephone Number

	

	Event Details (including anticipated numbers) 

If you plan to use a bouncy castle or other inflatable prior permission must be sought as special conditions apply. 

Portable gas appliances (or anything using a naked flame) must NOT be brought on the premises. 

Please be aware that if our refuse bin is full, you may have to remove your rubbish from the premises. 

Please do NOT allow your guests to park on Church Lane by the Village Green. Please communicate this to them.  
	

	Date

	

	Start and Finish Times

	

	Hire Charge (to be paid before the Hire)
	



Acceptance of Conditions of Hire (overleaf) 
I agree to be bound by the Conditions of Hire, which I have read, and to pay such additional costs as may arise from my use of the premises under these conditions. 
Signed (hirer): 							Date:

Print Name: 
Please return to helenrossall@talktalk.net 
Goosnargh and Whittingham Village Hall Standard Conditions of Hire 
1. The Hirer shall take good care of and shall not cause any damage or permit or suffer any damage to the building or to any part or parts thereof or to any fittings, equipment or other property therein and shall pay for any damage thereto (including accidental damage) caused by any act or neglect of himself, his servants, agents or any person resorting to the building by any reason of the use of the hired premises by him. (Note: It is suggested that in the Hirers own interests he arrange private insurance to cover all such damage.)
2. The Trustees of Goosnargh and Whittingham Village Hall do not accept any responsibility whatsoever attributable to any damage or loss by fire, theft or from any other cause, to any articles or other belongings brought into the building for sale, exhibition or any other purpose. 
3. In the event of the Hall or any part thereof being rendered unfit for the use of which it has been hired, the Committee shall not be liable to the Hirer for any resulting loss or damage whatsoever. 
4. The premises must be used only for the purpose for which they are hired. The Hirer shall not sublet or use the premises for any unlawful purpose or in any unlawful way or do anything or bring anything on the premises which may endanger the same or any insurance policies in respect thereof. 
5. The Hirer will be responsible for providing adequate staff for the supervision, running and security of the function, including the car park. The Hirer is responsible for e3nsuring such staff have familiarised themselves with the location and operation of fire extinguishers, fire exits and evacuation procedures. See emergency plan for temporary responsible persons issued with this booking form. In an emergency the gas isolating valve is in the cupboard under the stairs. 
6. If The Hirer wuses the kitchen the hygiene regulations displayed must be adhered to and all waste removed before leaving the premises. 
7. The Hirer shall be responsible for leaving the premises and surrounds in a clean and tidy condition, properly locked and secured with all property returned to their usual position otherwise the committee reserve the right to make an additional charge. Our facility for waste disposal is limited so event hirers are asked to take their waste away with them and dispose of it responsibly. 
8. The Committee retains the right, at its discretion, to refuse to let the premises, or part, to any person or body. We also reserve the right to cancel the booking and shall not be liable to the hirer for any resulting loss or damage whatsoever. 
9. The Hirer shall pay to the Treasurer before commencement of the hire the balance of the total hiring charge. 
10. All applications for the hire of the hall must be in writing, using the Goosnargh and Whittingham Village Hall Booking Form. The person by whom the application form is signed will be considered the hirer. Where a promoting organisation is named on the application form, that organisation shall be considered The Hirer and shall be jointly and severally liable hereon with the person who signs the form. 
11. The use of bouncy castles and other inflatable devices is subject to prior agreement and special conditions. Please contact the booking secretary before finalising your event plans. 
12. Any person hiring the hall is responsible for being aware of and complying with any legislation applicable to the activity for which they are hiring the hall. 
13. Any form of mains electrical equipment which The Hirer wishes to bring and use must have been certified as safe by a qualified electrician within the previous 12 months and notified to the booking secretary in advance of the hire. 
14. Portable gas appliances such as stoves, cookers, barbecues (gas or charcoal) or any other device using a naked flame must not be brought on to the premises. 
15. Fireworks: The use of fireworks anywhere within the curtilage of The Village Hall (external or internal) is expressly forbidden. 
16. The booking of the hall by any Hirer indicates acceptance of all these Standard Conditions of Hire. These conditions may not be caried in any way unless the Hirer received written approval for such from The Chairman of the Committee as sanctioned by the committee in meeting. 

Goosnargh and Whittingham Village Hall
Fire Safety Responsibilities of the Temporary Responsible Person

As the responsible person for the event/function you become temporarily legally responsible for the safe management of the premises in accordance with the stipulations of the Fire Risk Assessment.
For events attended by numbers in excess of 50 persons you are strongly recommended to appoint two or more people to act as Fire Marshalls.
Fire Marshalls, once properly briefed, can assist you in managing risk and take responsibility for the safe and orderly evacuation of the premises in the event of an emergency.
Fire protection.
The premises are equipped with a mains powered fire alarm. There is automatic detection in some parts of the building. Break glass alarm points are located by every exit. 
An audible fire alarm will sound throughout the premises. 
Emergency lighting.
The premises are equipped with comprehensive emergency lighting covering the means of escape including outside exit doors.
Fire Extinguishers.
Appropriate fire extinguishers are sited throughout the premises.
It is strongly recommended that their use in an emergency be limited to helping people to escape and should only be attempted by properly trained individuals.
Escape Routes
There are three exits from the building. These include the main entrance, a double door exit equipped with panic bars to the right of the stage and a single door accessed through the passageway to the left of the stage equipped with a panic pad.
All fire exits are indicated with appropriate signs.
Prior to the event starting you should check that all escape routes are clear and available.
Fire Routine
The Fire Routine is detailed on notices adjacent to each fire alarm break glass call point.
In the event of a fire the alarm should be raised by operation of a break glass call point. 
On hearing the fire alarm people should make their way to the nearest exit and leave the building without stopping to collect personal belongings, to put on coats or otherwise delay the escape of themselves and others.
In the event of the main entrance being unavailable the remaining two exits provide ample capacity for safe evacuation within a short period. 
Once evacuated people should make their way to the rear of the Bus shelter on the Village Green,  in order for the organisers to establish that everyone has exited the building. 
Fire marshals should check that the kitchen (if in use) and toilets are clear of people if safe for them to do so.

Calling the Fire Brigade
There is no landline phone available in the hall. There is no automatic call to the fire service on operation of the fire alarm. Summoning the emergency services will need to be done via a mobile phone.
The address of the hall is Church Lane, Goosnargh, PR3 2BH
On attendance the fire service must be informed if any person is unaccounted for and, if possible, where they were last seen in the premises.
Evacuation of those less able to help themselves.
It is the responsibility of the hirer to make suitable arrangements to ensure those less able to escape through their own unaided efforts receive appropriate assistance. These may include young children, the elderly, people with disabilities and anyone with any form of sensory impairment.  
Where anyone with significantly restricted mobility is present at your event it may be appropriate to create a personal emergency evacuation plan (PEEP), agreed with each individual and in which specifically nominated people take responsibility for providing all necessary support.
During the Event.
· Escape routes remain available and unrestricted.
· No smoking permitted anywhere in the building.
· No naked flames (such as candles) without authorisation of the hall management. 
· Maximum capacity of the room is not exceeded.
· The fire alarm can be heard above the noise of the event. 
Acceptance of Temporary Responsibility for Fire Safety.
Signed:                                                                   Role:

Date:
 
