Hiring Agreement Welbourn Village Hall
	Name and Address of Hirer:



	Email address:

(preferred contact method)

	Telephone number:

	Nature of event:

	Approximate no. of people attending


Dates(s) required:

	Date of booking
	
	
	


	Time required (Hours:)
	
	*Time From To: 
	


	Additional Preparation and Clearing Away
	


*Includes 30 minutes (no charge) either side of booking for preparation and clearing away. If additional time is needed, please include this in your hire time. Thank you. 
Welbourn Village Hall expects hirers to set up and clear away within the booking time. If the committee agrees to set up tables and chairs, an additional fee, starting at £20, will be applied. 
1.1 Village Hall

	(a)
	Registered Charity No
	521879


	(b)
	Authorised Representative 
	Mrs Pauline Dales                      Ms Louise Stanton
(Booking Secretary)                  (Treasurer)


	Address


	4 Cow Lane                           11 Beck Street 
Welbourn                               Welbourn    
Lincoln                                    Lincoln
LN5 0NP                                  LN5 0LZ


	Telephone Number


	01400269254                           lbentonstanton@gmail.com

07536116891                     
                                                                                    


             Section 1.2 to be completed by Booking Secretary:


	1.2


	Hire Fee 


For non – regular bookings, Welbourn Village Hall requires payment 14 days in advance to secure the booking. This may be accompanied by a request for a refundable damage /cleaning deposit. 

Failure to pay will result in the cancellation of the booking.
Cancellation fee structures

Short Notice [ 14 days or less] : 100% charge

Moderate Notice [14-28 days] : 20% charge

Rearranged booking - fee 20% at the discretion of the committee
Lloyds Bank, Sort Code 30-95-05   Account No 00450286 
Name of Account: Welbourn Village Hall Committee.

 1.3 Rooms required:

	Main Hall
	YES/NO (Please delete)


	Small Hall
	YES/NO (Please delete)


	Hire of equipment only [subject to availability.] Cost -in consultation with the committee
	YES/NO (Please delete)

	Playing Field
	YES/NO (Please delete)


	This will be a public/private event?
	


	1.4
Is food to be provided at the event?    
	


2. The Village Hall has a Premises Licence. Please see our website for full details. Please confirm which licensable activities will take place at your event:









2.1  The hirer agrees not to exceed the maximum permitted number of people per room including the organisers/performers.

	Main hall
	200
	150 seated
	

	Small hall
	100
	  50 seated
	


Check List

· Payment in advance [preferably via BACS]

· Please check that your identified ‘Hire time’ includes sufficient time for setting up/ clearing away.
· Any damage/breakages to be reported to the Booking Secretary during the hire time or immediately after.

Clear your belongings from the premises.

Remove all rubbish from the premises.

Return all chairs and tables to their right place 

Leave the premises clean and tidy including the kitchen and toilets.

Ensure kitchen appliances are turned off.

Close all windows and internal doors.

Turn off the lights.

Lock all external doors.
Return hall keys as arranged with the booking secretary.
Thank you for supporting our community venue.
















