Maintaining a safe environment for the Shrivenham Memorial Hall users

Thank you for booking our facility, t very much hope your event is a great success.

The Viscouniess Barringlon Memorial Trustess are very Keen o reduce the risk of accidents and provide
you with a safe environment to hold your event, to help us achieve this goal, we would be most grateful if
you could read the following safety information and sign the boltorn section balow to say that you wiil
comply with these rules as a condition of your booking. Please return this form with your payment.

Fire Safety Prevention
Always keep fire doors closed

Never move fire extinguishers

Never smoke in the building

Never bring untested electrical eguipment to the hall

Never leave tems unattended on the cooker

Only tea lights or birthday candles are permitted as naked flames, they must never be left
unatiended
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Fire Evacuation

In the event of a fire or fire alarm

Raise the alarm at a red wall call point {this will not hurt you)

Ensure your area is fully evacuated

Use the nearest evacuation door

Only attempt to tackle the fire if it is safe to do so and you are competent
The fire assembly point is the rear of the main car park

Do not returmn to the premises unless you are advised that it is safe to do so

Minor accidents

. A first ald kit is held in each of the kitchens, these are available for your use
- Please tell us of all accidents, this wilt help us to create a safer environment for other hall users

- An accident book is held in the main kitchen

Preventing slips and trips and falls

*  Always mop up spillages immediately
*  Advise others if the surface is slippery
e Mops and hazard signs are available for your use

*  Young children or toddlers must never be aliowed on the stage unfess they are being supervised
as part of an organised event

®  Never leave children unsupervised
Booking acts, events and entertainment

Always ensure service providers have pubiic liability insurance
Ifthe service provider is providing food ensure that they have product liability insurance
Avoid teaving children unsupervised with a third party
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You are required (6 provide evidence of insurance cover (a copy of the insurance policy) as part
of your conditions of booking whenever you infend to use a third party.

I confirm-that | have read, understood and agree to comply with the above letiing conditions and the safe
working arrangements.

YOUF DIETES Lot ettt en e ee e Your sighature ..o

Today's daie...... ... U v Date of event.



Viscountess Barrington Memorial Hall and Recreation Ground Trust
Conditions of Letting of the Memorial Hall 2006

The persen making the application must be over the age of 18 and shall be deamed fo be the responsible Hirer.
The charge for the hire of any room shall include provision of heating and lighting. An additional charge may be made for any spec
facilities provided at the request of the Hirer. '

The Hirer may use free of charge any furniture avaiable. Hirers, whether regular users of for a single function, are responsible fol
setiing up any tables and chairs required and at the end of any function or meeting to retum them to the approprate piace.

The Hirer is responsible for leaving all areas of the Hall used in a clean and tidy stale (brooms efc are available) and alf rubbish st
be placed in the outside bins available. Failure 1o leave the Hall b a clean and tdy state will involve a cleaning charge being incu

if requested, a letting chaige should be paid before the funclion. Only in exceptional circumstances will any refunds be made.

Nothing shall be driven nto the wall, ceiling, floor or other part of the Hall, furniture or fittings. Additional Tights of any kind shait 1«
used in any part of the Hall without the wiittens consent of the Trustees, no Blutack or similar to be used on bare brickwork.

The Hirer wilt be responsible for ensuring that no disordetly conduct takes place and will be required t¢ pay for or make good any
damage 1o the premises of to the furniture and appointments therein as a result of the hirrig by whomsoever (e damage i Catist
some mstances the Trust may ask fora security deposit. The Hirer shall ensure that noise from the Hat is notlikely fo disturb
neighbours and that peopk using the Hail or lkeaving it do nol cause annoyance to neighbours, where the Trust deems it necessa
may ask for secutity stewards 1o be employed by the Hirer.

The hall is licenses for the sale of alcohol. Any hirer wishing to avail themseives of this facility miust obtain consent from the secrd
(designated Premises Supernvisor). - .

The Hirer must notify the Secretary to the Trustees of any electrical equipment to be brought info the Hall. All such equipment m
cany a cumrent PAT certificate (Portable Appliance Test), a copy of which must be made available to the Secretary.

‘A Hirerusing any part of the premises for the performance of any dramatic of musical work or for the defivery of any kectuie in wi
copyright subsists shalf notin any manner infringe any subsisting copyright and will indemnify the Trustees against all sums ofm
which the Trustees have to pay by reason of any infringement of copyright cccurting during the use of the premises by the Hirer.
Mothing shall be done in or about the premises which would infinge the terms of the licence granted to the Tuslees by the Perfc
Rights Society which woukl render the Trustees Hable to have such licence withdrawn.

Hirers wishing o have entry to the Hall prior to the start of the function for decorating or bringing additional fumiture or goods of:
{eg refreshments) muslt ensure that they have ndicated this on the booking fonm. '

While every consideration wil be gwen to requests to have access to the Hall prior to the ime of the booking, this may not alway
possible. When such perrussion is granted nothing shall be done to cause any inconvenient to other users of tha Hall. I anothe
booking has to be rejected or cancelled because a Hirer has been given access priorto the day of a booking, the Hirer will be re
to pay an additional fee.

Articles of any description brought info the Hall must be removed by the Hier or his agents not later than 0900 hours on the day
foliowing the function or at such time as requested by the Secrelary of the Carelaker

The Trustees ¢o not accept responsibility for damage to or loss of private property, however caused, of any Hirer brought onto tl
premises and all such goods raust be remowved on request This includes the property of organisations who permanenily store s
propetty in the Hall

The Hirer shalt rrot make any adjustments o or interfere with the heating apparatus.
Bookings can only be accepled as provisional uniil confamed on the official booking form.
If the Hirer wishes to make any complaint or fo ofter any suggestions as to improvements that could be made in the services prc

he should submit them in writing o the Secretary.

The concessionary chamges made to regular monthiy and weekly Hirers may be varied by the Trustees giving a calendar month
in writing signexi by the Secretary. These chamges only apply when the accommodation is for the sole use of members of the
organisation. When the public are admitted, the usual hiring charge will be made.

The Trustees reserve the rght 1o refuse the letting of the Hall or to cancel a booking, the Hirer being responsibie for any WSS i
consequent on such action. Any depostt or charges pad will be retumed n such cases. This applies equally f¢ organisations |
reqular booking af a concessionary charge, who will be required to surrender the booking I the accom modation i needed for a
organisation payiig the il scale chage, i :

All corespondence should be addressed to the Seoretary o the Trustees, Memonal Hall, Shrvenham, Swindon SHE 8BL.
Corespondence signed by the Secretary or requests made by hin to any Hirer shalt be deemed o Be binding on behalf of the
Truslees.

The Special Conditions of Hie o comply with the Public Entertainuments [icence by the Vale of White Horse Uistict Councd ox
nspected on reguest.

Reasonable access will be given to the Hirer for the unicading and refoading of property or goods belonging to the Hver. Thejg
mor vehicles on the fronfage to the Hall wifl not be permitted. A car patk owned by the Trust is situated it Martens Road, Sh
Tnd i avallable Tor use by the Hiver and the Hirer should mioms thelr guesis as to the car park wcation.

These conditions may be attored or varied af any fime by the Trustess. GIAGH

Pic



