   Summary of Procedures for Using the Hall   			


1. Bookings are usually made through our Chairman, George Courtice, by phone 07855 444719 or text, and the information is passed on to the Treasurer to allow for billing and the hire agreement to be completed & returned.

2. The hall is opened by one of the key holders or arrangements are made to collect the keys. Keys are currently held by:  	
	  
		George Courtice 	  Chairman	     georgecourtice@btinternet.com
		Kate Freeman	  Secretary	     clfree@outlook.com
		Chris Hughes	  Treasurer         chrishughesmvh@gmail.com			Colin Snowball	  Trustee	     c.snowball98@btinternet.com

3. While the Management Committee encourages the use of the hall by young people, we require someone over the age of 18 to be named as the responsible person for any hiring agreement. Special arrangements are in place for hiring the hall for parties.

4. The fees for hiring the hall are agreed annually at the AGM usually in January/February.  Priority is given to local voluntary groups and local residents and consideration is given to the duration of the hire, the rooms required, as well as whether it is a voluntary group, an individual or a commercial/corporate booking.  Fees are discussed between the Treasurer and the Chair. Deposits are sometimes raised at the discretion of the Treasurer. 

5. At the end of each hiring session the hirer is responsible for cleaning up the hall, putting back any furniture as required, reporting any breakages/damage and returning the key as arranged.

6. Hirers are encouraged to conserve heat by ensuring the front door is closed whenever practical. All hirers must be familiar with where to turn off the heating on the boiler if requested, lights and the water supply.

7. Cash should never be left at the hall.  Events organised by the Management Committee should be cashed-up & agreed by two committee members prior to leaving.

8. Because of limited secure storage, hirers should not leave property or equipment at the hall unless arrangements are already in place. On rare occasions when this is required overnight the hall must be informed and the hirers do so at their own risk.
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