[image: image1.jpg]SOLVA MEMORIAL HALL

MEMORIAL HALL 1922
- r—Tw. . r—Tw.




SOLVA MEMORIAL HALL, 39 High Street, Solva, Pembs, SA62 6TE.
www.solvamemorialhall.co.uk

APPLICATION FOR HIRE OF THE HALL 
Once complete please return to:
	Sam Miller
41 Bryn Seion
Solva, Pembrokeshire

SA62 6TP
	Tel:      07895901133
email:  sam.solvamemorialhall@gmail.com


Part A



  

Applicant Details
	Hirer's Full Name:
	
	Organisation:   
	

	Address:

Including Post Code


	


	Tel:
	
	Mob:
	

	Email:
	


N.B. Different areas of the hall are available for hire.

Please indicate your exact requirements below, using the guide on page 2 of this document.

	Reason for hire / event:
	

	Date / s
	Time From:
	Time To:
	Area/s of Hall
	Number of hours
	Cost

	
	
	
	
	
	£

	
	
	
	
	
	£

	
	
	
	
	
	£

	Total cost of booking / s
	£

	Deposit required 28 days prior to event
	£


Please note:

· When booking the hall please take into account time needed for setting/clearing up the event.
· Wall heating and electricity from sockets to be paid by Hirer using meters (requires £1.00 coins).
· For evening events, music should end at 1230am and all guests must have vacated the Hall by 1.00 a.m
· The hall must be left properly cleaned, as found; all bin bags should be disposed of.
· It is a requirement that large events must have a Door Person and a minimum of 4 Stewards – this is the responsibility of the Hirer. A responsible person’s form should be completed (available in trip switch cupboard).
Part B                                                     
User Agreement
By signing below I, the Hirer agree to abide by and conform to the Conditions of Hire and Use of Solva Memorial Hall as set out on page 3 - part D, of the Application for Hire of the Hall for the above event.

	Signature:
	

	Full Name:
	

	Date:
	

	I enclose payment of 
	£

(Cheques made payable to 'Solva Memorial Hall')


Please ensure you keep a copy of your booking.
Part C



     

Hall Charges


	Options
	Location
	First 2 hours
	Cost per additional hour

	1
	Upstairs Meeting Room with stair-lift access and toilet. (Tea-making facilities available on request)

(Maximum 15 seated)
	£10.00
	£2.50

	2
	Downstairs Small Hall with Kitchen facilities  

(Maximum 30 seated)
	£15.00
	£3.50

	3
	Main Hall with Changing Room 

(Maximum 90 seated theatre format)
	£20.00
	£5.00

	4
	Main Hall with Small Hall and Kitchen facilities

(Maximum 120 seated to dine)
	£35.00
	£7.50

	5
	Main Hall, Small Hall, Kitchen facilities and Meeting Room.
	£40.00
	£8.00


	Other Events and Services
	Cost

	Wedding Package*

*Please see separate information sheet
	£500

	Royal British Legion Events
	Free of Charge

	Sound equipment is not included in hire of the hall prices, there is a basic PA system with 2 speakers available for £25. This has a mini jack for connection to a IPod or similar music device.

	Exceptional events will be referred to the Committee for a decision regarding the Hire Fee.


Discounts

Regular non-profit community group users, charity functions and wakes are eligible for a 30% discount. This is at the discretion of the Bookings Clerk / and or Solva Hall Management Committee. Further information may be required.
All discounts are at the discretion of the Solva Hall Management Committee. 
Deposit

We require a 25% deposit of the total booking fee to be paid in advance to secure your booking. For regular bookings this may be waived. 
Payment 

Should be made in advance of your event unless otherwise agreed. Cheque / BACS preferred, cash is also accepted.
Cancellations

Should you fail to cancel your event 28 days prior to your booking the following penalties apply to your deposit.
	14 – 28 days prior to your booking start date
	50% of your deposit fee will be returned

	0 – 13 days prior to your booking start date
	0% of your deposit fee will be returned


Bond
Please be aware that, in relation to certain functions*, the Solva Hall Management Committee request a refundable Bond of a minimum £100. This may rise for higher risk functions. This is to cover damages and inadequate cleaning. In the event of the hall not being returned as it was found / damage caused, this bond will be forfeited to pay towards cleaning / replacement items and any money left will be returned. Any higher costs than the bond will be invoiced.
*Functions involving alcohol, high attendance numbers, unknown hirers, are a few examples.
Part D      



TERMS AND CONDITIONS OF USE
Booking

The Hirer must be aged 18 years or over and is responsible for:
· submission of the official SMH Booking Form, with signature and full payment of fees.

· reimbursement of any expense incurred by the Committee resulting from repair or replacement of any item of furniture, fitting or equipment damaged or destroyed arising during the use of the Hall by the Hirer.

· the conduct of all persons attending the booked function from the first arrival through until the Hall is completely vacated.

· The Hirer shall not use the premises for any purpose other than that described in the Booking Form as signed by the Hirer, And shall not sub-let or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or bring onto the premises anything which may endanger the same or render invalid any insurance policies in respect thereof nor allow the consumption of alcohol thereon without written permission.
Liability
· The Hirer accepts the terms and conditions for the booking of Solva Memorial Hall and the facilities, and shall pay the SMH Committee the cost of repairing any damage caused during the term of hire or expenses incurred to return the hall into its original state prior to hire.
· The Hirer shall comply with any Acts of Parliament, statutory instruments, bye-laws or regulations affecting the premises or the equipment therein or the business carried on by the hirer.

· Kitchen use – when using the refrigerator and freezer, the temperature record book must be completed with date, time and temperature. The Hirer is responsible for this, to comply with the Temperature Control Regulations of the Food Safety Act.
Indemnity

The Hirer shall indemnify and keep indemnified each member of the Solva Memorial Hall Committee and the Village Hall’s employees, volunteers, agents and invitees against:

· The cost of repair of any damage done to any part of the premises including the structure thereof or the contents of the premises and

· All claims in respect of damage or loss of property or injury to persons arising as a result of the use of the premises (including the storage of equipment) by the Hirer.

· The Hirer shall take out adequate insurance to insure the Hirer and members of the Hirer’s organisation and invitees against all claims arising as a result of the hire and on demand shall produce the policy and current receipt or other evidence of cover, to the Hall Bookings Clerk. Failure to produce such policy and evidence of cover will render the hiring void and enable the Hall Bookings Clerk to re-hire the premises to another hirer.

However, the Hirer may accept all the responsibility of the risks as an alternative to taking out suitable insurance by signing Part B within the Agreement to Hire form (Booking Form).

(The Solva Memorial Hall is insured against any claims arising out of its own negligence)
Accidents and Dangerous Occurrences

· The Hirer must report all accidents involving injury to the public to a member of the Solva Memorial Hall Committee as soon as possible. Certain types of accident or injury must be reported on a special form to the local authority. The Hall Bookings Clerk will give assistance in completing this form. This is in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995, (RIDDOR).

· Any failure of equipment belonging to the Village Hall must also be reported as soon as possible.

Events involving Children / Vulnerable Adults

· Solva Memorial Hall Committee advises any individual, group or society undertaking activities on its premises that involve children, young people or vulnerable adults that they should be fully aware of national and local authority Child Protection / Protection of Vulnerable Adults policies and should have in place the relevant paperwork to safeguard their personal and professional status.

Conduct

· Evening functions and music – functions which incorporate music Monday through Saturday inclusive must terminate by 12.30am. There is no Public Entertainment Licence held for Sunday. Noise levels to be limited to below 65 decibels.

· All dances and discos must have a minimum of 1 registered door person to every 100 people and a minimum of 4 adult stewards throughout the whole event. (6 stewards recommended) 
· A responsible persons form should be completed and kept by the entrance for inspection.
· The sale of intoxicants on the premises must be agreed in advance by the Committee and the Hirer must then obtain a Temporary Event Notice from Pembrokeshire County Council.

· N.B. – 1 month’s notice to PCC required.

· If the Hirer is holding a Private Party and is allowing members of the public (over the age of 18) to bring in their own intoxicating liquor and no cash takings are involved, no licence is necessary.

· If the Hirer is holding a Private Party they cannot run cash bar. Only donations are allowed and any profit MUST go to a non-profit or charitable organisation.

· Bills, hoardings, notices or advertisements are not to be affixed to the outside or inside of the building without consent from the Committee. Notices and decorations may be secured using appropriate fixing e.g WhiteTak on walls and drawing pins on woodwork.

· Additional electrical extension leads are not to be connected to light fittings or power points without the express consent of a member of the Committee or the Booking Clerk.

· Any breakage or electrical or mechanical fault that occurs during the period of hire must be report immediately to the Hirer who must then inform the Booking Clerk or a member of the Committee.

· No unauthorised repairs are to be undertaken by the Hirer or member of his function.

· The Hirer, door person & stewards MUST familiarise themselves with the Emergency Exits and the Instructions in case of an emergency. All exits and entrances must be kept clear at all times.

· It is against the law to smoke in any part of the premises. The Hirer is liable for a fine of up to £2000 for breach of this legislation by his/her guests or audience.
The Hirer must remove all rubbish and personal items and leave the Hall in a clean and tidy condition and re-position furniture etc. in its original position by the time agreed when booking.
The dishwasher must be cleaned and emptied after use (including removing and washing the filter). Instructions can be found on dishwasher door.
Animals
· The Hirer shall ensure that no animals (including birds) except guide dogs are brought into the premises, other than for a special event agreed to by the Solva Memorial Hall Committee. No animals whatsoever are to enter the Kitchen at any time.
The Right to Enter

· Any Solva Memorial Hall Committee Member / Booking Clerk has the right to enter the Hall at any time other than during events falling under the provisions of the Children Act 1989.
No Rights

· The Agreement to Hire constitutes permission only to use the premises and confers no tenancy or other right of occupation on the Hirer.
Key Safe

The Hirer is not permitted to share the Solva Memorial Hall code and upon signing Part B of the Booking Form acknowledges and accepts this. Any breach of confidence may result in further action.
Solva Memorial Hall reserves the right to refuse / cancel bookings at any time.

