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SEND

This agreement is made between the Brookvale Community Association (BCA) and the Hirer. The Hiring Agreement constitutes permission only to use the premises and confers no tenancy or other right of occupation on the Hirer.

The Hirer (note: person(s) signing must be 18 years of age or over)

	1
	Name of person applying
	

	2
	Organisation
	

	3
	Charity registration number
	

	4
	Address
	

	5
	Contact Telephone Number(s)
	
	

	6
	E-mail
	

	7
	Date of Hire
	

	8
	Other dates
	

	9
	DAY
	Morning Session
	Afternoon Session
	Evening Session

	
	
	Start Time
	End Time
	Start Time
	End Time
	Start Time
	End Time

	10
	MONDAY
	
	
	
	
	
	

	11
	TUESDAY
	
	
	
	
	
	

	12
	WEDNESDAY
	
	
	
	
	
	

	13
	THURSDAY
	
	
	
	
	
	

	14
	FRIDAY
	
	
	
	
	
	

	15
	SATURDAY
	
	
	
	
	
	

	16
	SUNDAY
	
	
	
	
	
	

	17
	Hirers must allow for their set up (preparation) and clearing up within the period of hire (see condition 12 of the Standard Conditions of Hire).

	18
	Room Required?
	Main Hall    (
	Lyndon Jones    ( 
	First Floor Studio    (
	Green Room      (

	19
	Purpose of Hire?
	

	20
	Maximum number attending?
	
	Will music be played?
	YES  (
	NO  (

	21
	Is alcohol to be provided ?
	YES  (
	NO  (
	If yes, will it be for sale?
	YES  (
	NO  (

	22
	If alcohol is to be sold, you will need to seek written permission from the BCA Committee before you apply for a license (see conditions 16 -18 of the Standard Conditions of Hire).

	23
	Will any copyright Film, Blu-ray or DVD be shown?
	              YES  (
	              NO  (

	24
	Hirers should ensure that they have the necessary permissions or appropriate copyright licences for film in place to be able to provide any showing of any film, Blu-ray or DVD (see conditions 14 -15 of the Standard Conditions of Hire).


	25
	Hiring fee:
	£
	PAYMENT DETAILS                       Please make cheques payable to the             Brookvale Community Association

BANK TRANSFER DETAILS

Brookvale Community Association

Sort Code:   30-90-53

Account:      55042860

	26
	30% Booking fee :
	£
	

	27
	Hiring fee Balance:
	£
	

	28
	Damage/cleaning Deposit:
	£ 100
	

	29
	Hourly Hire Fees: -  Sunday to Friday Hire Charges 09:00am to 10:00pm

	30
	Location
	Community Rate
	Commercial Rate
	Youth Rate

	31
	Main Hall
	£16.50
	£22
	£13

	32
	First Floor Studio
	£13.00
	£19
	£11

	33
	Lyndon Jones Rm
	£10
	£13
	£8

	34
	Green Rm
	£8
	£10
	£7

	35
	Hourly Hire Fees: -  Saturday Hire Charges 09:00am to 5:00pm

	36
	Location
	Community Rate
	Commercial Rate
	Youth Rate

	37
	Main Hall
	£19
	£25
	£16

	38
	First Floor Studio
	£16
	£21
	£13

	39
	Lyndon Jones Rm
	£11
	£15
	£10

	40
	Green Rm
	£9
	£11
	£8

	41
	Hourly Hire Fees: -  Saturday Hire Charges 05:00pm to 10:00pm

	42
	Location
	Community Rate
	Commercial Rate
	Youth Rate

	43
	Main Hall
	£22
	£29
	£19

	44
	First Floor Studio
	£19
	£24
	£17

	45
	Lyndon Jones Rm
	£13
	£17
	£11

	46
	Green Rm
	£10
	£12
	£9

	47
	No special effects may be used on the premises i.e.: pyrotechnics, smoke machines, real flame, candles or firearms. The use of Portable Liquefied Propane Gas (LPG) or Butane heating appliances / canisters are also prohibited  (see condition  42 of the Standard Conditions of Hire).

	48
	Special Conditions of Hire (if applicable):

	
	A Regular hirers will be invoiced in advance, normally in the last week of the previous month
B Unfortunately, there is no space to store hirers property

	49
	By signing this agreement, the Hirer the acknowledges that they fully understand all of the conditions laid out in this event booking form. The Hirer hereby accepts responsibility for being in charge of and on the premises at all times when the public are present, and for ensuring that all conditions relating to the management and supervision of the premises laid down in the Standard Conditions of Regular Hire are met. The Hirer agrees any Special Conditions of Hire set out in the Event booking form at (48).

	50
	Hirer Name:
	

	51
	Signed:
	

	52
	Representing  (If applicable):
	

	53
	Date:
	


Please drop the form into the Hall post box or post this form to
The Booking Agent, Brookvale Village Hall, Lower Brook Street, Basingstoke, RG21 7RP.

RETAIN

Payments

54. From the initial day of booking, the Community Association will reserve the facilities normally for a period of 14 days and issue an ‘Event Booking Form’.

55. From issue of the ‘Event Booking Form’ the hirer has 14 days to complete and return the booking form with a 30% booking fee  payment.
56. The balance of the hire fee and damage/cleaning deposit is to be paid two weeks before the commencement of the hire.

57. Payments may be by cash or cheque or bank transfer.
58. Any Hirer paying by cheque which is subsequently dishonoured is liable for the additional charges incurred by the Association.

59. The Damage/Cleaning Deposit will be refunded within 28 days of the end of the period of hire provided that no damage or loss has been caused to the Premises and/or contents during the period of the hire as a result of the hiring.

60. Any event that continues beyond its allotted time may be liable to excess charges at least equivalent to the normal booking rate. Hirers must allow for their set up (preparation) and clearing up within the period of hire (see condition 12 of the Standard Conditions of Hire).

Cancellation

61. If the Hirer wishes to cancel the booking before the date of the event and the Committee is unable to obtain a replacement booking, the question of the payment or the repayment of the fee must be at the discretion of the BCA.

a. For all casual hirers a 30% non-refundable booking fee is payable on returning the Hire Agreement.  In any event of cancellation this will not be refunded
b. If the cancellation is not more than 14 days before the commencement of the hire 50% of the full hire charge will be applied.

c. The full hire charge will be applied if the cancellation is not more than 7 days before the commencement of the hire.

62. The balance of the hire fee and damage / cleaning deposit is to be paid two weeks before the commencement of the hire. If the balance of the hire fee and damage / cleaning deposit is not paid by this time the Management Committee reserves the right to cancel the hire.

63. The hirer is free to write to the Management Committee if they feel there are extenuating circumstances regarding the payment, the repayment of the fee or cancellation. This will be discussed at the next Committee meeting and the Management Committee will make a final decision.

64. With as much notice as practically possible, the Association reserves the right to cancel a hire to meet the needs of its community, particularly in the event of:
65. The premises being required for use as a Polling Station for a Parliamentary or Local Government election or by-election;

d. The Association reasonably considering that such hiring will lead to a breach of licensing conditions, if applicable, or other legal or statutory requirements; or

e. unlawful or unsuitable activities will take place at the premises as a result of this hiring; or

the priorities of its community have changed and the activity no longer meets current needs.

66. The premises becoming unfit for the use intended by the Hirer;

67. An emergency requiring use of the premises as a shelter for the victims of flooding, snowstorm, fire, explosion or those at risk of these or similar disasters.

68. Essential unexpected maintenance to the Village Hall must be undertaken. The Committee will make every effort to give as much advance warning of any cancellations as possible and will also endeavour to schedule maintenance works outside of already booked hours.

69.  In any such case the Hirer shall be entitled to a refund of any deposit already paid, but the Association shall not be liable to the Hirer for any resulting direct or indirect loss or damages whatsoever.

RETAIN

Risk Assessment:
70. You are obliged by law to prepare a Health and Safety Risk Assessment for the lets / meetings you run. 
71. YOU will issue YOUR risk assessment for YOUR activity.
72. Brookvale Community Association accepts no responsibility and expressly disclaims all liabilities excluding death or personal injury caused by the BCA’s negligence) which may arise from or is in connection with this event. Personal or Business Public Liability insurance will protect your interests. By completing this, your organisation stays within the law and the terms of the premises licence.
Brookvale Village Hall – Fire Instructions:  
Emergency Procedures - The Hirer acknowledges that he/she has received instruction in the following matters: 
73. The action to be taken in the event of fire. This includes calling the Fire Brigade and evacuating the Hall.
74. The location and use of firefighting equipment (including diagram of location of equipment). 
75. Escape routes and the need to keep them clear. 
76. Method of operation of escape door fastenings. 
77. Appreciation of the importance of any fire doors and of closing all fire doors at the time of a fire. 

On arrival at the event the Hirer must check the following items: 
78. Appreciation of the importance of any fire doors and of closing all fire doors at the time of a fire. 
79. That all fire exits are unlocked and panic bolts are in good working order. 
80. That all escape routes are free of obstruction and can be safely used.

81. That any fire doors are not wedged open. 
82. That there are no obvious fire hazards on the Premises. 
83. That there are no obvious Health and safety Risks 
84. Note that the Committee is not responsible for a Hirer’s First Aid, so all Hirers must provide their own First Aiders, and either associated equipment or ensure they know where the Hall’s First Aid box is located.  

Other Emergency Related Conditions 

85. Note that the Committee is not responsible for a Hirer’s First Aid, so all Hirers must provide their own First Aiders, and either associated equipment or ensure they know where the Hall’s First Aid box is located.  
86. The Fire Brigade must be called to any outbreak of fire, however slight, and the details must be submitted to the Committee. 
87. All means of exit from the Premises must be kept free from obstruction and immediately available for public exit. 
88. Please log all accidents and use of First Aid items in the Accident Book located in the Kitchen.
89. Any Health and Safety related risks identified while hiring must be reported in the day book.
90. If the booking is for First Floor rooms a full Risk Assessment is required unless all attendees are able-bodied 

In the event of an Emergency please call:   07716 115811  
Data Protection Statement:
91. The information which you give when completing your application form will be used in accordance with the Data Protection Act 1998 and for the following purposes: to enable the organisation to create an electronic and paper record of your application; to enable the application to be processed; to enable the organisation to compile statistics, or to assist other organisations to do so, provided that no statistical information that would identify you as an individual will be published. The information will be kept securely, and will be kept no longer than necessary.
RETAIN

Fire Safety  
Location of Fire Exits and Fire Equipment must be noted by the user before the Hall is occupied. You should demonstrate the operation and locations of all fire exits to your guests at the beginning of your /letting. Please see the fire plan of the Hall below. 
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In the event of a fire, the Hall must be evacuated in an orderly manner using the appropriate exits and the Fire Brigade must be called by dialling 999. The Fire assembly point is located at the west end of the car park. 


The nearest public telephone is in Worting Road. Please see the street plan above. 

Any comment or observation regarding your hire should be addressed to the Hall Management Committee. 

Please keep this to refer to.
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