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Payments, Deposits and Cancellation Policy

To be read in conjunction with the ACRE Model Standard Conditions of Hire, which take precedence in the event of any conflict.
All charges and decisions under this policy are based on actual or reasonably incurred costs and are not intended to operate as penalties.
This policy is designed to be fair, transparent, and proportionate.
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[bookmark: _Toc227059496]1. General Statement
All bookings of Meldreth Village Hall are subject to the ACRE Model Standard Conditions of Hire, which form the primary contractual terms between the Hall and the Hirer.
This policy supplements those Conditions and sets out the Hall’s approach to payments, deposits, cancellations, and additional charges.
In the event of any inconsistency between this policy and the ACRE Model Standard Conditions of Hire, the ACRE Conditions shall prevail.
The Trustees will act reasonably and in good faith when applying this policy and exercising any discretion contained within it.
[bookmark: _Toc227059497]2. Formation of Contract
A legally binding contract is formed when:
· the Hall confirms the booking (whether electronically or in writing), and 
· the Hirer confirms acceptance of the ACRE Model Standard Conditions of Hire (and any supplementary conditions notified at the time of booking). 
Payment does not determine whether a contract exists but is required in accordance with the payment terms set out below.
By making a booking, the Hirer agrees to be bound by:
· the ACRE Model Standard Conditions of Hire 
· this Payments, Deposits and Cancellation Policy 
[bookmark: _Toc227059498]3. Payment of Hire Charges
Hire fees and any applicable deposit must be paid within 14 days of booking confirmation unless otherwise specified in writing at the time of booking (for example, where an earlier or later payment date is required for operational reasons). 
Unpaid bookings may be released without notice where demand is high
The Hall reserves the right to:
· cancel any booking where payment is not received by the due date 
· re-let the Hall without further notice 
No cancellation charges apply where a booking is cancelled prior to payment being received.
[bookmark: _Toc227059499]4. Security Deposit – Purpose and Holding
Where a security deposit is required, it is held as security only and does not form part of the hire fee.
The deposit may be used, in whole or in part, to cover reasonable costs arising from:
· damage to the Hall, its fixtures, fittings, or contents 
· additional cleaning requirements beyond normal expectations 
· breach of the ACRE Model Standard Conditions of Hire resulting in cost to the Hall 
· any additional charges properly incurred under this policy 

The Hall will act reasonably and will base any deductions on actual or reasonably estimated costs.
Deposits will normally be returned within 7–14 working days of the hire, subject to satisfactory inspection of the premises and confirmation that no deductions are required.
[bookmark: _Toc227059500]5. Classification of Events
The Trustees may classify events by risk and may apply different deposit or payment requirements accordingly. Classification will be confirmed at the time of booking.
[bookmark: _Toc227059501]5.1 Children’s Parties and Low-Risk Events
· A security deposit is not normally required. 
· The full hire fee is payable within 14 days of invoice (or immediately if the booking is made less than 14 days before the hire date). 
Cancellation (before payment)
· The booking may be cancelled without charge. 
Cancellation (after payment of hire fee)
· A £20 administration fee will normally apply. 
· Where the Hall is re-let for the same period, the Trustees may waive or reduce the administration fee at their discretion.
[bookmark: _Toc227059502]5.2 Adult Parties and Standard Events
· Standard deposit: £100 (or as otherwise notified at booking) 
· Hire fee and deposit payable within 14 days of booking confirmation 
Cancellation (before payment)
· Bookings may be cancelled without charge 
· The Trustees reserve the right to release unpaid bookings if payment is not received within the required timeframe
Cancellation (after payment of hire fee)
More than 28 days before hire date:
· Full refund less £20 administration fee 
14–28 days before hire date:
· 50% of hire fee refunded (subject to re-letting) 
Less than 14 days before hire date:
· No refund
Re-letting provision
Where the Hall is re-let for the same period, the Trustees may, at their discretion, vary the refund to reflect the actual loss incurred
Administration fee
A £20 administration fee applies to all cancellations after payment unless waived at the Trustees’ discretion where the Hall is re-let.
[bookmark: _Toc227059503]5.3 Higher-Risk or Large Events
The Trustees may require:
· an increased deposit 
· additional conditions of hire 
· earlier payment terms 

Any such requirements will be confirmed in writing at the time of booking and will be proportionate to the nature and level of risk associated with the event.
[bookmark: _Toc227059504]6. Condition of Hall and Additional Charges
The Hirer is responsible for leaving the Hall in a clean, tidy, and secure condition in accordance with the ACRE Model Standard Conditions of Hire and any Hall User Guide.
The Hirer may be charged for reasonable costs arising from:
· additional cleaning 
· waste removal beyond normal use 
· repair or replacement of damaged property 
· use of the Hall beyond the agreed hire period 
· loss of keys and any resulting replacement or security costs
· any breach of hire conditions that results in additional cost 

All charges will be based on actual or reasonably estimated costs incurred by the Hall.
The Hall may keep records of the condition of the premises following hire, including photographs where appropriate, to help ensure the hall is maintained for all users.
[bookmark: _Toc227059505]7. Use of Deposit
The security deposit may be applied, in whole or in part, to any costs properly incurred under this policy, including but not limited to:
· cleaning beyond normal requirements 
· repair or replacement of damage 
· breach of hire conditions 
· unpaid additional charges 
Where costs exceed the deposit held, the Hall reserves the right to recover the outstanding balance from the Hirer.
[bookmark: _Toc227059506]8. General Administration Fee Policy
A £20 administration fee applies to cancellations made after booking confirmation unless:
· it is expressly waived by the Trustees, or 
· the Hall is re-let for the same period and the Trustees determine it is reasonable to waive or reduce the fee 
The fee reflects administrative processing costs and is not a penalty.
[bookmark: _Toc227059507]9. Trustee Discretion
Where discretion is exercised under this policy, the Trustees will act:
· reasonably 
· proportionately 
· in good faith 
· with reference to actual or avoided costs and the circumstances of the case 

This discretion may apply to:
· refunds 
· cancellation charges 
· deposit deductions 
· waiver or reduction of fees
 
The Trustees may delegate the day-to-day application of this policy to a nominated booking administrator or other authorised person acting on their behalf. Any such delegated person shall apply this policy in accordance with the principles set by the Trustees and shall not exceed the scope of authority delegated to them. All discretionary decisions made under delegated authority remain subject to oversight by the Trustees.
[bookmark: _Toc227059508]10. Summary Principles
· The ACRE Model Standard Conditions of Hire form the legally binding contract 
· This policy explains how financial terms are applied in practice 
· Deposits exist to protect against actual or reasonably foreseeable loss 
· Charges will only be made where there is a clear and reasonable basis 
· Trustees will act reasonably and proportionately in all decisions
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