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Rock Village Hall
Information for Hirers

Access to the Hall
At the time of your booking you will be greeted by the village hall coordinator (VHC) and introduced to the hall or you will be called on the morning of your booking and given the key code (if required) and an introduction to the hall. Should you wish to contact the VHC prior to your booking please email rvhcoordinators@gmail.com or contact 07774 262988. 

Telephone Numbers for use in an Emergency
Telephone numbers for use in an emergency or an equipment failure can be found in the ‘Emergency Contacts’ folder which is kept in the downstairs meeting room near the main front entrance. The telephone handset in the room can be used for emergency calls only. It can receive calls and the telephone number is 01299 832971. 

Fire Alarm and Fire Equipment
You should have accessed a copy of the fire policy when making your booking, a copy of the fire policy is also available on the website and you should familiarise yourself with this prior to your booking. There is also a copy on the noticeboard inside the main front entrance. 

There is a fire blanket next to the first aid box in the kitchen, familiarise yourself with the hall’s fire extinguishers. There are two types of fire extinguishers in the hall. 
· Four large water-based extinguishers for use on wood, paper or fabric fires. 
· Five smaller CO2 extinguishers in the main hall, kitchen, bar, corridor and upstairs, for use on electrical or flammable liquid (kitchen) fires. 

Main Hall – Dimensions, Keys, Doors and Windows
The main hall measures 17.5m x 8.5m (57’ x 28’) 150m2 (1600sq ft). 

The main hall can accommodate 120 people sitting at tables or 160 people seated theatre style. The maximum amount at any time is 160 people. 

There is a window key on the wooden bean as you walk into the main hall to the right. Acoustic panels have been fitted to improve sound within the hall. There are thick, blackout curtains to the windows and blinds that can be closed on the windows in the roof. 

The main lights with switch panel to the right of the main doors in the main hall, once shut off will need to be left off for a period of time before switching back on. There are wall lights with the panel to the left side of the main doors which can be used at any time. 






If there are any spills to the hall floor, please dry with kitchen roll or the allocated mop (which can be located in the cleaning cupboard) as soon as possible to avoid damage to the floor. Water must not be used to clean the floor. 

Tables and Chairs
There are 160 red fabric-covered chairs, stored in the main hall store room on the left hand side. Please use the tall trolley to move the chairs, noting the instructions on it. There are also 20 blue fabric-covered chairs. Fabric-covered chairs must not be taken outside on to the patio. There are black plastic chairs for external use, these are stored in the cupboard right hand side. 

There are 25 rectangular tables, each 1820mm x 760mm x 730mm high (72” x 30” x 29”) stored the main hall store room on the right-hand side. These will seat up to eight people. There are also 10 small square tables, each 700mm (27.5”) square. Please do not stack them more than 5 high. 12 round tables 1524mm (60”) are available for separate hire.

Meeting Rooms
There are two meeting rooms within the hall, one upstairs which can seat 12 people around the table or a smaller one downstairs which can seat 6-8 people around the table.

Kitchen and Bar
The kitchen measures 3.3m x 5.6m (11’ x 18.5’). 
The bar measures 3.3m x 2.9m (11’ x 9.5’). 

Vehicles can be parked on the grass verge near to the kitchen door for unloading but must be parked on the carpark during the event. When the grass verge is too wet for vehicles the access will be closed. In wet conditions these areas can become slippy so please use at your own risk.

The kitchen is equipped with two four-ring electric cookers/ovens, a 900W microwave, a large fridge, a small fridge, two small freezers, a fixed electric water urn, an electric kettle, a dishwasher, warming cupboard and a trolley. The oven clock needs to be set before the oven will work. Instructions for use of the dishwasher are displayed on it. If any portable kitchen appliances are brought to use e.g. an electric knife or ice maker, please ensure they are in good working order and well maintained to reduce the risk of fire. 

There is matching crockery for up to 120 people, this includes; main plates, side plates, bowls and cups and saucers. Matching cutlery for up to 120 people is also available on request and includes; knives and forks, desert knives and forks, soup spoons and desert spoons. 







The bar is equipped with one drinks fridge. For weddings a rustic bar refridgeration set up is available for use, this is also available for hire for other events. It is the responsibility of the bar company to clean this following use.  Glasses are not available. 

The roller shutters for the kitchen and bar are easier to lift form the hall side. The locks are not operative. 

Subcontractors
The hirer should ensure they send all subcontractors who are to provide services at their event a copy of the ‘Information for Subcontractors’ letter. The letter will outline the main rules which should be adhered to when working at the hall and also refer them to the ‘Information for Hirers’ and ‘Terms and Conditions’ to ensure their compliance. It is the hirers responsibility to ensure that subcontractors adhere to the contract. Any failure to do so will result in loss of deposit and interruption or services at your event. 

Subcontractors can include but are not limited to; room dressers, caterers, bars, florists, discos etc. Failure of any subcontractor to adhere to the rules of the hall 
could lead to the company being barred from providing services at the hall in the future. 

Bars
Bars are legally required to apply for a temporary events notice (TEN), this must be sent to the VHC prior to the event, failure to do so will result in the bar not being allowed to run. 

In agreeing to the terms and conditions, the hirer of the hall signs an agreement that bars will close at 11.30pm and the event will finish at midnight. It is known that some bar providers stay open after these times, resulting in complaints from local residents. Therefore, if any bar does not adhere to the stated terms and conditions, the village hall committee will have to consider barring them from working at the hall. It is with regret that we have to take this hard line, but complaints of annoyance form residents could result in the loss of the village hall licence.

The hall has a general waste bin and recycling bin which is available for use for providers if the hirer has paid for the cleaning service. The bar service is welcome to use the bin but must ensure all waste is put into the correct bin. Please ensure all cardboard is folded to make the most of the bin space. If the bins are full the hirer/provider must take any excess waste home and not leave it to the side of the bins or within the grounds. If the hirer has not paid for the cleaning service then all waste must be removed off site by either the bar service or the hirer. 







Caterers
Caterers are only permitted to cook within the kitchen, on the slabbed area on the west side of the building (on the right side of the hall) or in self contained kitchen/catering vans. Cooking is not permitted anywhere else around the village hall or anywhere on the Millennium Green. Spot checks can be carried out and if cooking equipment is found to be set up where not permitted the caterers will be asked to remove them immediately. 

Cooking oil should not be disposed of in the drains of the village hall or anywhere in the village hall grounds – it must be disposed of by the caterer off site. 

It is the caterers responsibility to clean the crockery and cutlery that they use, there is a dishwasher and large sink for washing. The cutlery and crockery should be returned the cupboards following use. 

The hall has a general waste bin and recycling bin which is available for use for providers if the hirer has paid for the cleaning service. The catering service is welcome to use the bin but must ensure all waste is put into the correct bin. Please ensure all cardboard is folded to make the most of the bin space. If the bins are full the hirer/provider must take any excess waste home and not leave it to the side of the bins or within the grounds. If the hirer has not paid for the cleaning service then all waste must be removed off site by either the catering service or the hirer. 

Fires, Barbeques, Pig Roasts, Fireworks ETC
Open fires, barbeques, pig roasts etc are only permitted on the slabbed area on the west side (to the right) of the main hall.  They are not permitted anywhere else around the village hall or anywhere on the Millennium Green. Spot checks can be carried out and if found to be set up where not permitted the caterers will be asked to remove them immediately. They present a fire risk, cause staining and could invalidate our insurance. Please take care to avoid any stray flames etc – the whole building is wooden and very vulnerable to fire! 

Fireworks, fire lanterns, candles etc are not permitted anywhere around the village hall or anywhere on the Millennium Green. They present a fire hazard to the hall and to local residential properties and could invalidate our insurance. 

Garden and Patio Area
There is a private garden area which will be open during spring, summer and autumn, this measures approximately 15m x 12m. You are welcome to set up outdoor equipment on here such as garden games, a bouncy castle, gazebos or a small marquee however we request that the garden is respected and larger structures are set up on here for the minimum amount of time in order to keep the garden looking presentable for all hirers. All rubbish must be removed from the garden before the end of hire.  Leading to the garden is a patio that measures approximately 15m x 4.5m this patio is NOT for cooking, but for seating and standing 





only, gazebos can be put up on the patio but need to be weighed down with sand bags and not screwed or tied onto structures. 

External and Car Park Lighting
If you arrive or leave in the dark, passive infra-red security lighting will come on automatically on the entrance path. There is also a light at the top of the steps which will come on automatically along with the lighting down the driveway. 

When you are inside the building, switch on the large car park light at the wall switch in the lobby. This light will stay on for one hour or until 12.30am, the outside domed wall lights are controlled automatically by a timer. 

[bookmark: _Hlk213409794]Electrical
The three pairs of socket outlets on the main hall east end wall are controlled by a switch and fuse board in the chair store room to the left-hand side. This should normally be left switched on. Maximum load is 30amps. The main electrical circuit boards are in the cupboard in the corridor, but it should not be necessary for you to go in there. 

The two external socket outlets on the west side of the building need to be turned on at the switches adjoining, inside the main hall and bar respectively. Maximum load for these sockets is 13amps per socket. 

The external socket at the east of the building is permanently turned on. Maximum load for these sockets is 13amps per socket. There is also a 16A RCD protected interlocked socket. It can’t be turned on unless a plug is inserted in it. 

If power fails, please telephone someone listed in the ‘Emergency Contacts’ folder.

Heating and Hot Water
The building is heated by ground source energy – heat is taken out of the ground by an environmentally-friendly system. There are two heat exchangers and the building is heated by underfloor pipes. 

The system is fully automatic and no adjustments are possible. Domestic hot water is supplied by the same system. 

Smoking and Vaping
For legal and fire safety reasons smoking and vaping is not allowed anywhere inside the building. Please use the cigarette disposal containers provided outside the main door and near the west end paved area. 

Acoustic Loop
There is an acoustic loop for hearing aid users. Hearing aids should be set to the ‘T’ position. The two pickup microphones are on the wall of the main hall on the kitchen 





side and should show a green light. The controller is in the main hall chair store to the left-hand side and should normally be left on. 

Guest Wifi
You may use Rock Village Hall guest Wi-Fi, free of charge, subject to the terms in the internet use policy which is displayed on the ‘Your Village Hall’ noticeboard, along with the network name and current password. Please note that we are unable to provide technical support if the Wi-Fi service is not working. 

Reporting Defects and Accidents
There is a red Maintenance and Repair folder in the downstairs meeting room. If you notice any faults or problems in the building, or with the operation of the Wi-Fi, please enter the details in the folder. If you deem a fault to be dangerous please report immediately – details of how this can be done are documented on the front of the folder. 

There is a blue Accidents Book folder in the downstairs meeting room which should be used in the event of an accident. Please complete a separate sheet for each person involved in the accident. Completed sheets should be removed from the accident book and placed in the labelled wallet in the blue folder. 

Decorations, Displaying Notices, Posters ETC
Please do not attach notices, posters etc to plastered walls, as the paintwork will get damaged. Also, please do not put pins into the woodwork, such as the arches in the main hall; use the existing hooks in the wood but please do not move them. 

The hall does not provide ladders for putting up/removing decorations etc, these will need to be provided by the hirer. The hirer is solely responsible for the safe use of the ladders and the hall cannot take any responsibility if an incident occurs during the use of ladders. 

Overnight Accommodation
It is not permitted to sleep overnight in the village hall, or overnight in caravans, camper vans, tents etc on the car park or anywhere on the Millennium Green. 

Cleaning and Leaving the Hall
The hall will need to be left as found, in a clean and tidy condition and fit for the next user. There is a cleaning cupboard in the bar area with all cleaning equipment required. There is a sign on the door and wall of the cleaning cupboard which notes which mop and bucket should be used in which area. Please ensure all equipment is returned to the cupboard. 

The hall offers a cleaning service following weddings and big events. The cost of this service is £300.00, this includes removal of decorations where applicable, full tidy up of hall and outside grounds, full clean of hall to restore it back to pre-hire condition 





and removal of waste. Please note if the bin is full the hirer needs to dispose of their waste off site and cannot leave it by the side of the bin. Any excess waste left behind will incur a charge of £70 per bin to cover the disposal arrangements. 

If the cleaning service hasn’t been paid for, all waste must be removed off site by the hirer. A fee of £70 per bin can be paid to arrange a waste collection.

Please ensure that the shutters in the kitchen and bar are left down after use and that any kitchen equipment that has been switched on for use such as the larder fridge, dishwasher etc is switched off. 

Please ensure you empty all rubbish from the kitchen bin and disabled toilet/baby change bin if nappies have been put in them.  Please replace any bin bags, spare bags are kept under the sink in the kitchen. 

External doors are self closing, but the mechanisms do not always function. Before leaving, check that all external doors are locked by pushing gently against the top and bottom of the doors. There are three double doors in the main hall, as well as single doors in the kitchen, the bar and the stairs. It may be necessary to pull the door using the handle to ensure complete closure. All doors should be left closed when the building is vacated and all windows should be closed and locked. 

If you have been left the keys with the code to the key safe, please ensure the keys are returned to the key safe prior to leaving.  

The hall must be closed and cleared of visitors by the end of booked time of hire. Money will be deducted from deposit for delayed departure.  
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