PATTINGHAM VILLAGE HALL
BOOKING FORM
Name and Address of Organisation/Hirer				Invoicing Address (If Different)

Telephone No. ____________________				Telephone No._________________
Type of Function: _____________________________________________________
Date(s) of Hire: _______________________________________________________
Do you require a licensed bar?  	Yes/ No       If yes see Licensed Bars sheet.
	Room Required
	Hourly Hire Charge
	Time Required
	Total Hours

	
	
	From
	To
	

	MAIN HALL
	£18.50
	
	
	

	SMALL HALL
	£9.50
	
	
	

	COMMITTEE ROOM
	£5.50
	
	
	

	STAGE
	£7.00
	
	
	

	KITCHEN
	£5.50
	
	
	

	FULL HALL
	[bookmark: _GoBack]£40.00
	
	
	


LOCKING UP CHARGE (including clearing up time) - Flat rate Charge of:
Monday - Friday                                                 	Saturday & Sunday
  6:00 pm -   8.30 pm 	£0.50                           	Up to         1:00 pm 	£0.50
  8.31 pm - 10.30 pm	£1.00 				1:01 pm –  6:00 pm 	£1.00
10.31 pm - 11.30 pm 	£25.00 			6:01 pm –  9:00 pm 	£2.00
11.31 pm -   1.00 am 	£30.00 			9:01 pm - 11.30 pm 	£25.00
PREPARATION/CLEARING UP TIME
Time for preparation and clearing up equivalent to half the booked time will be allowed at no extra cost. Any additional time required will be charged at normal rates.
Please indicate preparation / clearing up time required:
From:____________________________   To: ________________________________
Additional charges include a £10.00 licence fee for a licensed bar, £2.00 public entertainment fee for musical events and a £7.50 refuse disposal charge for catering functions.
Cups, saucers, plates etc. trestle tables and portable staging blocks are available to hirers. Glasses and cutlery can be hired separately by arrangement with the booking clerk.
The Pattingham Village Hall Management Committee reserves the right to alter hire and other charges without prior notice.
I/we agree to the terms and conditions laid dawn by Pattingham Village Hall Management Committee (see page 2)
Signature: ________________________________ Date: ____________________________
Return form at least one month prior-to the event with £5.00 deposit. Cheques made payable to “Pattingham Village Hall”. No booking is valid until confirmation is received.
Booking Clerk      Telephone :01902 700586 		 For Office Use Only
Deposit:____________________
No:________________________
Hire Charges_________________

Avalon, 									
Moor Lane, 									
Pattingham, 									
Wolverhampton.
WV6 7AR

PATTINGHAM VILLAGE HALL
CONDITIONS OF HIRE
1. All applications to hire the Hall must be made on the Official Booking Form. The precise nature of the function must be stated.
2. The Hirer must ensure functions are carried out without disorderliness and that all breakages and damage must be reported and the full cost of repair and replacement will be charged to the Hirer.
3. The Hirer must ensure that persons leave the Hall in a quiet and orderly manner so as not to disturb persons living near to the Hall.
4. The moving of heavy furniture and fittings is the responsibility of the Hirer who must ensure they are returned to their original positions.
5. The Village Hall Management Committee accept no responsibility whatsoever for loss or damage to personal property left in the Hall, and the parking of vehicles in the Hall Car Parks is entirely at the owners’ risk.
6. The Hall is licensed for music, singing and dancing and the performance of stage plays as follows: 
a. Mondays to Fridays inclusive - 10.00 am to 1.00 am (next day)
b. Saturday 10.00 am to 11.45 pm
7. Whilst there are some exceptions, the legal requirements regarding copyright in respect of live and recorded music apply generally. The Hirer must therefore undertake to provide, within a reasonable time after the function, such details concerning the performance of music as may be required by the Village Hall Management Committee, and if such details are not provided all future bookings will be refused.
8. Special conditions apply in respect of Stage and Film performances, and in certain instances a licence from the Local Authority may be required. The acceptance of bookings for such performances is conditional upon any special requirements being complied with.
9. The selling of intoxicants in the Village Hail is not permitted except under the following conditions:-
a. Anyone hiring the Hall for a private party and requiring a bar to sell alcohol must approach the Designated Premises Supervisor (see Licensed Bars document) who will discuss with them who can run a bar for them, or if they have someone in mind who is legally authorised to run a bar (a personal license holder) then approve or otherwise this arrangement.
b. For events run by charities at which all profit from the event goes to charity, the event organisers may be allowed to run the bar themselves by arrangement with the Designated Premises Supervisor (see Licensed Bars document).
In either case see Authorisation To Sell Alcohol document for details.
10. Generally the Hall may not be hired for the holding of functions the profits from which are for personal gain. The Village Hall Management Committee may, however, at their discretion waive this provision in certain circumstances.
11. The Hirer must not allow more than 220 persons seated or 150 dancing and dining in the Hall.
12. The Hirer is responsible for any liability not covered by the Hall’s insurance, and is specifically responsible for the safety of any children on the premises. Children are not allowed on the stage without adult supervision.
13. The Hirer must not fix any fittings or advertisements either inside or outside the Hall without the Village Hall Management Committee’s consent
14. The Hall may not be hired for teenage discos except for residents of the parish, and then only provided that an adult signs the Booking Form and one adult for every ten teenagers are in attendance.
15. The Village Hail Management Committee reserves the right to refuse bookings.
16. The Hirer must comply with the conditions of the current Community Premises Entertainment Licence as already outlined on this Booking Form.
17. All electrical wiring and fittings shall be maintained in a safe manner. If electrical equipment is to be brought in to the Hall, a current electrical test certificate must accompany the Booking Form.
18. Hirers are responsible to ensure that no smoking takes place anywhere within the premises.
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