WHITCHURCH AND GANAREW MEMORIAL HALL
Mrs J Ruck

Primula

Plough Lane

Old Ross Road

Whitchurch

Herefordshire

HR9 6BU

Tel:  01600 890784
Today’s Date:
Date of Function: 

Thank you for booking the Memorial Hall for the above date.  Please find enclosed a copy of the conditions.  The charge for hiring the Hall will be £

I would appreciate it if you could send payment together with the £100 cleaning deposit to me at least one week prior to the function.

If you require any trade waste orange rubbish bags, please let me know, adding £1 for each bag (see booking conditions) to your payment.

If applicable, we will also need the names and a contact telephone number of the Stewards attending the function.

I look forward to hearing from you.  If you have any queries please do not hesitate in contacting me.

Yours sincerely

Mrs J Ruck

Enc
Whitchurch and Ganarew Memorial Hall
Registered Charity No. 503264

Conditions for Hiring the Hall

Regulations require the licensing rules should be strictly enforced and all music must end by midnight.

Some social events may require:

· Four stewards to be in attendance throughout the event. Stewards to be visibly identifiable.
· Names and phone numbers of the stewards should be given to the Booking Clerk in advance (see tear off slip).

The Stewards should ensure noise is kept to a minimum when guests leave the function.  Please be considerate of nearby residents.

The fire license limits the Hall capacity to a maximum of 160 people.  This must not be exceeded in any circumstances.  See plan on the notice board showing the location of fire equipment and escape routes.  Please ensure you know the building layout. 
The Hall and Kitchen should be kept in a clean and tidy condition and swept (brush in storeroom adjacent to bottom of Hall).

Rubbish to be bagged and put into dustbins outside the kitchen.  Bottles to be left separately, ready for collection. 
The Snooker Room and Committee Room and not included in the hiring of the Main Hall.  The Committee Room can be hired separately if required (see charges attached).

Instructions for the kitchen appliances can be found on the kitchen wall.  Please ensure the water heater and all lights are switched off before leaving the building.  Leave the key in the black postbox (on the wall, near the entrance). 
The Hall is a strictly No Smoking building.  There are boxes on the outside wall for cigarette stubs.

The Hall is fitted with a hearing loop system.
NB:-  For urgent queries during the function see list of contacts on the kitchen wall.  

Attached hall charges and plan of hall to show escape routes.
Written permission is required to provide a licensed bar – see attached. 


I understand these conditions and agree to abide by them.  Signature:

Name: 





Contact Phone No:

Date of Function:



Mobile No:

Names and phone numbers of Stewards:  (If applicable)

1.                                                              
2.

3. 




4.


Please return this section to the Hall via the post box or leave at the shop,
‘Woods of Whitchurch’, marked ‘Booking Clerk – WMH’.

Application for a licensed bar to be provided at an event at
Whitchurch & Ganarew Memorial Hall
I hereby apply to:

Whitchurch & Ganarew Memorial Hall Management Committee for authorisation of the sale of alcohol under the Legislative Reform (Supervision of Alcohol Sales in Church & Village Halls) Order 2009 as detailed below:


Date(s)


Time


Description of event


Persons to be authorised to sell alcohol in

accordance with the Licensing Act 2003


Location:    
Main Hall

      

Committee Room



Kitchen



Entrance Hall

Ensure you understand your responsibilities regarding the following:

Drunk and disorderly behaviour and supply of illegal drugs

The hirer shall ensure that in order to avoid disturbing neighbours to the hall and avoid violent or criminal behaviour, care shall be taken to avoid excessive consumption of alcohol.  Drunk and disorderly behaviour shall not be permitted either on the premises or in its immediate vicinity.  Alcohol shall not be served to any person suspected of being drunk nor to any person suspected of being under the age of 18.  Any person suspected of being drunk, under the influence of drugs or who is behaving in a violent or disorderly way shall be asked to leave the premises.  No illegal drugs may be brought into the premises.

Noise

The Hirer shall ensure that the minimum of noise is made on arrival and departure, particularly late at night and early in the morning.  The Hirer shall, if using sound amplification equipment, make use of any noise limitation device provided at the premises and comply with any other licensing condition for the premises.

Challenge 25 – Age Verification
Any person appearing under 18 years old must be asked to produce identification showing a photograph and date of birth, e.g. photocard, driving licence, proof of age card bearing a hologram.
Signed by the person named in the Hiring Agreement. 


Name


Signature


Organisation 

(if applicable)

I/We hereby agree to provide a bar for the event described above on the date(s), at the time(s) and in the location(s) specified above or authorise the persons named above to sell alcohol at the event described above, on the date(s), at the time(s) and in the location(s) specified above (delete as appropriate).
Signed by the Memorial Hall Management Committee as appropriate:


Name


Signature

Please return this form to the Hall via the post box or leave at the shop

‘Woods of Whitchurch’, marked ‘Booking Clerk – WMH’

























































































































