Papworth Village Hall
Contact details:

Ermine Street South
Tess Rogers
Papworth Everard
Upper Pendrill Court









Papworth Everard

Cambs CB23 3UY

01480 830158

Email: clerk@papwortheverardpc.org.uk
ENQUIRY FORM

· Name of Hirer:
…………………………………………………………………………………..
· Organisation:
…………………………………………………………………………………..
· Address:

…………………………………………………………………………………..
· Telephone No(s):

daytime ……………………………….. evening …...…………………………

mobile …………………………………
· Email address: 
…………………………………………………………………………………..
· Event date: 
…………………………………………………………………………………..
· Event time:
Start time: ……….………. am/pm      Finish Time: ………..……… am/pm

· Brief description of event: ………………………………………………………………………….
One hour’s access before the event start time will be free of charge.  Over one hour will be added to event cost.

The use of the stage, under stage and dressing room areas are excluded from all bookings. 

· Is the event PRIVATE or PUBLIC?  (please delete whichever does not apply)
· Will you require the kitchen facility?
YES / NO

· Will the event have a bar?
YES / NO

· If the event will have a bar, is this for the sale of alcohol?
YES / NO (See condition 3 overleaf)  
· Do you require extra cleaning?
YES / NO   (See condition 7 overleaf)  
Extra cleaning after a large event, can be undertaken by the caretaker for an additional charge of £10.00.

1. Prior to the expected renovation of the Hall non-profit-making organisations based within the village of Papworth Everard bookings will be charged at a flat rate of £8.00 for each hour or part thereof.   Other users will be charged at the rate of £15 per hour or part thereof.  Organisations/individuals requiring the hall for daily/half daily or longer periods will be required to negotiate a hire rate with the Clerk.  During winter periods (October – March) a surcharge may be applied as a contribution towards the cost of heating.  
2. Return this Enquiry form as soon as possible to the Parish Clerk.  If your event is at very short notice please phone the Parish Clerk to agree what alternative arrangements can be made. 


3. The Parish Clerk will then send you a Confirmation of Booking and Invoice confirming the details and the hire charge for your event.  At this stage you will have a provisional booking for the Hall.  

4. If you wish to have your booking confirmed you MUST then return a signed copy of the Confirmation of Booking, together with your payment, to the Parish Clerk within ten days of the date shown on that form.  

Your booking is not confirmed until the signed Confirmation of Booking Form 

has been received by the Parish Clerk.

VILLAGE HALL AT PAPWORTH EVERARD

STANDARD CONDITIONS OF HIRE

(If the Hirer is in any doubt as to the meaning of the following, the Parish Clerk should be consulted immediately)

1. THE HIRER will, during the period of the hiring, be responsible for supervision of the premises, the fabric and the contents, their care, safety from damage however slight or change of any sort, and for the behaviour of all persons using the premises whatever their capacity, including proper supervision of car-parking arrangements so as to avoid obstruction of the highway.  
2. THE HIRER shall not sub-hire or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or bring onto the premises anything which may endanger the same or any insurance policies in respect thereof nor allow the consumption of alcoholic liquor thereon.
3. THE HIRER shall be responsible for obtaining such licences as may be needed whether for the consumption of intoxicating liquor or otherwise and for the observance of the same.  
4. THE HIRER shall comply with all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority, the Local Magistrates’ Court or otherwise.  The Village Hall does not currently hold a Public Entertainment Licence so is not able to host Public dancing or music or other similar Public entertainment or stage plays. 
5. THE HIRER shall indemnify the Committee for the cost of repair of any damage done to any part of the property including the curtilage thereof or the contents of the buildings that may occur during the period of the hiring as a result of the hiring.
6. IF THE HIRER wishes to cancel the booking before the date of the event, and gives the Committee one month’s notice of his/her intention to cancel, no fee shall be payable.  If one month’s notice is not given, the full fee will be payable.
7. AT THE END of the hiring, the Hirer shall be responsible for leaving the premises and surrounds in a clean and tidy condition, properly locked and secured unless directed otherwise and any contents temporarily removed from their usual positions properly replaced, otherwise the Committee shall be at liberty to make an additional charge.
8. THE COMMITTEE RESERVES the right to cancel this hiring in the event of the hall being required for use as a Polling Station for a Parliamentary or Local Government election or by-election, in which case the Hirer shall be entitled to a refund of any deposit already paid.
9. IN THE EVENT of the Hall or any part thereof being rendered unfit for the use for which it has been hired the Committee shall not be liable to the Hirer for any resulting loss or damage whatsoever.
10. THE HIRER is responsible for arranging his/her own insurance to cover the event, where appropriate.  The Village Hall Management Committee carries Public Liability Insurance only in respect of its own liabilities as the leaseholder of the Village Hall.
11. THE HIRER shall ensure that no noise arising from the hire of the hall shall emanate from the Hall or its environs nor vibration be transmitted through the structure of the Hall, so as to give rise to a nuisance or unreasonable disturbance to the occupiers of premises in the vicinity of the Hall.   
