
Oxted Community Hall

Booking Form and Conditions: to be completed by the Hirer

	
	Information required:

	1.
	Name of hirer organisation:
	

	2.
	Hirer organisation is (part of) a commercial organisation
	Yes/ No (please delete as applicable)

	3.
	Full name of responsible person:
	

	4.
	Address:
	

	5.
	Telephone number and mobile:
	

	6.
	e-mail address
	

	7.
	Purpose of booking:
	

	8.
	Dates of hiring:
	

	9.
	Spaces and sessions required: (mark with a “X”)
	Hall
	Meeting room
	Interview room

	
	1. 09:30 – 12:00
	
	
	

	
	2. 12:00 – 13:30
	
	
	

	
	3. 13:30 – 15:45
	
	
	

	
	4. 15:45 – 17:30
	
	
	

	
	5. 17:30 – 19:00
	
	
	

	
	6. 19:00 – 22:30
	
	
	

	10.
	Other information:


	

	11.
	I enclose my cheque for :


I confirm that I have read and understood the terms and conditions, and the Health and Safety responsibilities and Child Protection Policy

Dated:  …………………………………………

………………………………………………………………………………………………..

Signed by the person responsible

On behalf of:  …………………………………………………………………………

1. A booking will be confirmed in writing on behalf of Oxted Community Hall Management Limited (“OCH”) by the Hall Manager after this application form has been: -

(1) Completed and signed by the person responsible for the booking (“the Hirer”) and 

(2) Returned to the Community Hall, Church Lane, Oxted, RH8 9NB (tel. 01883 717776)

(3) Accompanied by payment in full of the hiring fee and any deposit required, in accordance with the attached hiring schedule.

2. It is important that hirers respect the time slots that they have booked, both during the day (when other hirers may follow them) and at the end of each day.

3. A booking may not be changed or cancelled within four weeks prior to the date booked, nor shall the Hirer allow any departure from the stated purpose of the booking or permit any sub-letting.

4. If the spaces booked by the hirer shall, for any reason outside the control of OCH, not be available, then the hirer shall have no claim against OCH other than for refund of any hire charges already paid.

5. The floor of the main hall is wooden, but it is not constructed to meet the standards of BSEN 14904:2006 and may therefore not be suitable for intensive indoor sports activities.

6. The Hirer is responsible for complying with any legislation, regulations and local authority or other requirements and for obtaining any licences or permissions or other approvals or consents applicable to the booking including where relevant:

(1) The conditions attached to the music and dancing licence including the permitted numbers of 200 admitted or 100 seated.

(2) The access at all times to fire exits without obstruction

(3) The safe use of the car park including the provision of attendants when appropriate 

(4) The safe use of the kitchen under proper supervision

(5) Satisfying and complying with any requirements for the provision and sale of alcohol including obtaining a Temporary Event Notice from Tandridge District Council for the booking

(6) Any copyright requirements for the performance of dramatic or musical works

(7) The fire regulations

and the Hirer shall indemnify OCH and its Directors against any liability arising from the failure of the Hirer to comply with this condition whether by act omission or default and whether knowingly or unknowingly.

7. The Hirer shall not apply for a licence to sell alcohol at the Community Hall without the prior written permission of the Hall Administrator, although alcohol may be served at private functions without the need for a licence.

8. Where the Hirer is part of a commercial activity, the Hirer is required to have Employers and Public Liability insurance cover with a reputable insurance company for at least two million pounds and the appropriate certificate shall be displayed in the Hall for the duration of the booking.  (The British Insurance Brokers Association tel 020 7623 9043 will give assistance).

9. The Hirer shall report any damage caused during the booking to the Hall Manager and shall be responsible for making good such damage however caused, and the Hirer shall not make any claim against OCH or its Directors for any loss of or damage to the property or for injury to any person during the booking or for any event causing the Hall to be unusable for the booking.

10. The Hirer shall ensure the good conduct of those using the Hall for the booking and deal appropriately with any complaint made including allowing access by any police officer or the representative of OCH and if required shall close any booking not properly conducted.

11. The Hirer’s attention is drawn to OCH’s Child Protection Policy and the Health & Safety responsibilities leaflets, which are attached.

12. The Oxted Community Hall is a NO SMOKING area.

13. No notices shall be attached to the building – the management may be able to make spaces available inside OCH notice boards, which shall be maintained in accordance with current fire safety standards.
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