
Appendix 5a 
First Example of Conditions of Let

EXAMPLE ONLY
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1  Subject to the approval of Hall Committee, the hall is available for use by:

· Local user groups for either` fund-raising or non fund-raising activities.

· Local residents for private functions e.g. wedding receptions, children’s parties.

· Other interested parties at the discretion of the hall committee.

2  The following conditions shall apply:

i 
The licence holder (the Hall Committee), or some responsible person (not under 21 years of age) who hires the hall shall be present and in charge during the whole period of time the public are in the hall. He or she will be responsible to ensure that all members of the public have vacated the hall before locking up; to check that heating thermostats have not been tampered with, and all lighting is switched off. 

ii. The Hall Committee accepts no responsibility for the loss or damage to any property brought to the hall or its surrounds.

The Hall Committee wishes to raise awareness of the dangers of the burn (a natural hazard) which runs through the hall ground, and informs parents or persons in loco parentis to ensure that children are adequately supervised at all times.

The Hall Committee accepts no responsibility for food made and served or food brought to the hall and consumed in the hall.

Food Hygiene Guidelines are displayed in the kitchen for the benefit of all hall users. Please read these and draw them to the attention of those using the kitchen and ensure they are adhered to. 

iii. In the case of fire, the person in charge will be responsible for checking the hall building, that all persons have evacuated the hall, unless his or her life would be put in danger by doing so. Please ensure all fire doors are kept clear at all times.

iv. Times of entry and departure to be agreed at time of booking and this should be in writing to the booking secretary, Address, Tel: (Booking form overleaf.) Any additional time will incur additional costs.

v. Regular user groups are expected to do their own housekeeping, leaving the hall in readiness for next user. Check list on arrival and departure to be completed at each let until further notice.

Parties or fund raising events: arrangements for housekeeping and returning keys should be agreed at time of booking.

Please note, when leaving the hall after 11pm, to keep noise to a minimum to avoid creating a nuisance to local residents.
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vi. The individual or user group using the hall will be held responsible for any damage to the hall, its furnishings, fittings, accessories or the surrounds.

Any damage must be reported and made good at the expense of the individual or user group to the full satisfaction of Hall Committee.

vii Alcohol may be sold in the hall by prior agreement with the Hall Committee. A special licence is required and is usually obtained by the licensee providing the bar.

viii. In line with No smoking legislation the Hall Committee has a no smoking policy throughout the hall buildings.

ix. Tiered seating, if required, will incur an additional £10 charge.

x. The Hall Committee has adopted Child Protection Policy Guidelines. Users groups involving children are requested to read and adhere to these guidelines. (e.g. These can be found in the top drawer of the filing cabinet).

xi. It is the responsibility of hirers to adhere to Disclosure requirements regarding working with children and vulnerable adults, where applicable. 
See Appendix Aiii for Information on Disclosure requirements
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Appendix 5b
Second Example of Conditions of Let

EXAMPLE ONLY
i.  Lets will not be accepted more than 6 months ahead, with the exception of regular clubs and organisations. The Hall Committee and their representatives have the right to refuse any request.

ii. There is a No Smoking Policy in all parts of the Hall.

iii. The maximum number of people allowed in the Hall is e.g.120.

iv. The hire charge in force at the date of the function will apply.

v,  Hire fees/balance are to be paid before the date of the function.

vi. Hirers will be responsible for laying out tables and chairs immediately prior to the let and clearing away immediately after as arranged with the caretaker.

Care must be taken not to drag furniture on the Hall floor. Crockery, cutlery and cooking utensils to be supplied by the hirers. No decorations or other items to be attached to the walls of the Hall.

vii. Hirers are responsible for security. They will ensure that all parts of the Hall they have used are left clean and in a tidy condition immediately after the event. At the end of the function all windows and doors are to be locked shut, all electrical appliances and lights (including external) to be switched off. Arrangements for entrance and exit to be made with the caretaker.

viii. A non-returnable deposit of 50% of the current Hire Charge will be required at the time of booking.

ix. All parties using the Hall do so at their own risk. The Hall Committee will not be responsible for any loss, damage or injury sustained by hirers.

x. Hirers are responsible for any losses or damage caused to the Hall during the period of hire.

xi. The sale of alcohol will only be allowed when a licence has been obtained in advance from the Licensing Authority. The licence and list of prices must be displayed at the bar and the users must fulfill all legal requirements for the licence.

Reminder timeline - see example on next page
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Appendix 5 d
Charges
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It is impossible to suggest any standard scale of hiring charges as circumstances vary greatly from hall to hall. Halls are asked to notify their local Federation (see Section 2, Page 2) when changes are made to charges, so that this information can be shared locally to try to ensure some uniformity.

A management committee should, ideally, set its charges to cover the annual running costs and rely on special fund raising events only for building-up a fund for larger maintenance items and improvements. 

Some committees may prefer a policy of keeping letting charges low but ask for local organisations and others to give full support to big annual activities such as fetes, barbeques and galas to raise funds for running expenses. In some areas all the organisations are asked to hold a special event once a year to raise funds for the hall. 

Whatever method is chosen it is essential that a management committee makes out a budget to cover its own annual expenses. Things like caretaking, rates, insurance, heating and lighting and minor repairs need to be taken into account. The total expenditure could then be divided by the number of hours used to arrive at an hourly rate.

You could consider the following:

· Lower rates for long term bookings, rehearsal and preparation time and off-peak use 

· Higher rates for those not living in the area and for certain types of activity such as party political meetings, private functions and commercial use 

· Reduced charges should be limited strictly to those organisations that are unable to afford the full rates and not because a club has a strong voice on the committee. 

· An all-inclusive charge is simpler, but some halls prefer to make a basic charge for specific accommodation such as the main hall with extra payments for heating and lighting, use of the kitchen, microphone, piano etc. 

· Winter charges may be higher than summer.

A Blank Template for Your Hall Charges is in Section 7, page 6.

Three examples of hall charges:

i. Charges for the Hall – new hall accommodates 100 people

Regular hall user groups - £7.50 per hour.

General fund raising, parties etc for regular user groups - £10 per hour.

All other functions - £15 per hour for first two hours and then £10 per hour.

ii. Charges for the Hall – new hall accommodates 120 people

Local users £5 per hour; after midnight £10; Weekends/public holidays £7 per hour; Kitchen £10; All day £20

Others £10 per hour; after midnight £20; Weekends/public holidays £15 per hour;

Kitchen £10; All day £40.

[image: image5.jpg]


iii. Charges for the hall - recently refurbished hall accommodates 100 people

Regular hall user groups - £7.00 per hour.

General fund raising, parties, etc, for regular hall users - £7.00 per hour.

All other functions - £10 per hour for first two hours and then £8.00 per hour.

Any additional time will incur additional costs.
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