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C1: Responsibility

e The person hiring the Hall must be over 18 and is personally responsible for the behaviour of
guests, visitors or members, and must ensure that they observe the licensing laws, local by-
laws and conditions of hire.

e The hirer is responsible for any damage howsoever caused during the period of hire.

o With parties for people aged 13-18 years, the responsible hirer should be 21 or over.

e The Management Committee shall have the right of admission to the Hall at all times.

e The hirer should ensure appropriate supervision of children at all times.

o The hirer has responsibility to ensure the building is secure at the end of their hire period, also
to return the key to an agreed safe point on completion. Failure to do either will result in the
loss of deposit monies.

C2: Numbers

e The maximum permitted number for dances, parties or social functions in the main hall is 120,
and 30 in the upstairs room.

C3: Cleaning

e Hirers may be charged a cleaning/damage deposit of £50 up to £250, at our discretion, for all
social/public functions, refundable within 14 days, subject to the Hall being left in a clean, tidy,
undamaged condition, and all rubbish removed.

® You should clean up after the session — cleaning equipment (brooms, mops, buckets) is stored
in the small cupboard on the left just as you go through the door leading to the toilets. Some
bin bags are kept in a kitchen drawer. Other cleaning materials are on the tables located in
the Main Hall, Activities Room, The Hub and entrance hall. Fluids and other cleaning items are
locked away in the cupboard and are for use by the cleaner only.

e All rubbish and food must be removed from the premises at the end of hire.

e There is a baby changing unit in the disabled toilet — please dispose of soiled nappies etc. with
care and sense.
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C4: Storage
e All goods or property belonging to the hirer must be removed immediately on the conclusion
of the booking, unless agreement has been reached with the Hall management that items can
be left or stored in the Hall.
C5: Performances
e The user shall not use the Hall for the performance of any lecture/dramatic/musical work for
which a copyright exists, without the permission from the owner of the said copyright or in
any manner, infringe any subsisting copyright.
C6: Regular Hirers
® Those who hire the Hall on a regular basis are expected to pay their invoices promptly. If they
fail to pay and are two months or more in arrears then they will lose their regular booking and

their deposit.

® Those who hire the Hall on a regular basis must inform the Bookings Secretary if they, for
whatever reason, cancel or do not hold their regular session.

® The hirer should give at least two weeks’ notice for such cancellation — failure to give this
notice will result in them still having to pay for the cancelled session.

C7: Cancellation

e |[f the booking is cancelled within 7 days of the function the booking fee may be charged, less
any amount from re-letting.

C8: Times

e The hirer must vacate the Hall at the agreed time. If the Hall is vacated after that time, some
or all of the deposit may be withheld. The key must be returned immediately after the session.

C9: Equal Opportunities

e The Hall is open to all members of the Community regardless of race, nationality, gender,
sexual orientation, age, disability, religious or political beliefs or marital status.

e The Management Committee reserves the right to refuse a booking that, in its opinion,
promotes or supports discriminatory attitude or practice.

C10: Hazards and Nuisance
e Highly flammable substances shall not be brought into or used in the Hall.

® Smoking is not permitted anywhere in the building.
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® Noise levels should be kept at a reasonable level, both during the hire and on leaving the

building.

Use of Smoke/Haze equipment and candles is strictly prohibited.

C11: Alcohol and Licences

No intoxicating liquors are permitted to be bought, sold or consumed in the Hall without the
permission of the Management Committee, whose consent must also be obtained prior to
seeking any occasional licence or permission for the sale of alcoholic liquor.

Hirers should ensure relevant legislation on betting, gaming and lotteries are observed.

C12: Insurance and Risks

The Market Hall has Property Owners Liability Insurance cover. This insurance policy only
covers accidents, injury or damage, the causes of which can be proved to be the responsibility
or fault of the Hall Management Committee — whenever they may occur. However, this policy
does NOT cover activities organized by Hall users and hirers which may result in damage, injury
or accident. Hall users and hirers are therefore advised to take out their own Public Liability
insurance cover so that they are insured against claims resulting from accident, injury or
damage which can be proved to be their responsibility.

If you bring in your own electrical equipment, you are responsible for ensuring it is safe to use
and complies with all appropriate safety regulations. The Hall Committee will not be liable for
injuries sustained as a result of the use of your electrical equipment.

The Market Hall has Public Liability Insurance cover only for activities organized and
supervised by the Hall Management committee.

C13: Emergency Evacuation Procedure

All groups and hirers accept responsibility for the safety of members of the group or hire occasion
during the letting.

Each group/hirer must nominate one person who will be present for the duration of the letting
and who will act as the responsible person.

Duties of the responsible person - ensure you understand your duties and responsibilities;
observe that on each Hall noticeboard there is a notice giving clear instructions on emergency
evacuation; bring the emergency evacuation procedure to the attention of members of the
group or hire occasion; remind everyone of the locations of the emergency exits; check that
the emergency exits are not blocked; check the location of the fire extinguishers; ensure all
internal fire doors are closed and not propped open; note location of fire alarm point/s in the
room/s you are hiring

Emergency evacuation procedure - In the event of a fire the building, press hard on the nearest
fire alarm point to sound the alarm, if it has not already been triggered; evacuate by the
nearest safe exit; personal belongings should not be collected; muster point is in the Square

Botley Market Hall
11 High Street, Botley, Hampshire, SO30 2EA
www.botleymarkethall.org.uk

Page 3 of 5 Registered charity number: 1158635



bl

otiey Muiat il Terms and Conditions of Hire

to the front of the Hall, on the opposite side of the road; if safe to do so, the responsible
person should carry out a search to ensure everyone has left the Hall, and the doors are
closed; the responsible person should ensure nobody re-enters the Hall; the responsible
person should dial 999 and ask for the Fire Brigade; the responsible person should report to
the senior Fire Officer when the Fire Brigade arrives. Evacuate the upstairs room by
descending the stairs and leaving by the nearest exit.

Please note that the Hall Management Committee does not expect anyone to fight a fire. The
top priority is personal safety. If the fire alarm has been triggered by mistake or in “mischief”,
or you can see that there is no fire, you may silence the alarm by inserting key (on top of alarm
control panel) into front lock, turn on, and press “silence alarm” button. Or/and please ring
one of the phone numbers displayed on the fire alarm control panel in the side foyer and
someone will come to reset the system. If the alarm is going off for “zone 3” (upstairs) and
you are downstairs, assume there IS a fire and evacuate the building.

C14: Child Protection and Vulnerable Adults

All hirers, whether individuals or organisations, should read and be aware of the Hall’s
Vulnerable Persons Policy and be expected to comply with it as appropriate to their activity.

A copy of the Vulnerable Persons Policy is located in the “Hall Users’ Manual”.

C15: Hall User’s Manual

All hirers must also read the “Hall User’s Manual” located in the kitchen, which contains all
information you need to “use” the hall
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Please help to keep our Hall safe for all users

Although there are now no official health restrictions in place we still have a duty of care to
keep all our visitors and volunteers safe. We have a few simple Guidelines which we ask you
to observe when visiting our Hall to reduce the risk of catching and spreading COVID-19 and
any other unpleasant illnesses that are around.

e If you have COVID-19 symptoms, or test positive, please do not enter the Hall

e If you have symptoms of other infections, such as influenza, please consider whether
it might be wiser not to attend a meeting

e Please consider wearing a face covering in confined areas or in a busy or crowded
event

o Keep the Hall well ventilated. Make use of our air ventilation unit in the Activities
Room. But PLEASE REMEMBER to close doors and windows and turn off the air
ventilation unit when leaving the hall
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