Sutton Courtenay Village Hall CIO

scvillagehallbookings@googlemail.com



Thank you for your  booking. 

Enclosed are the Terms & Conditions of your hire – please read carefully to ensure that you are aware of all the things you need to comply with during your booking, this letter also forms part of the Terms and conditions and should be read in conjunction with them

Payment of invoice: When issued you will be given a date by which payment should be made, it is important to note that your booking is not confirmed until payment is received, which must be paid prior to your booking. You will be sent a receipt of payment when the monies are received into our bank account.

Please note: Any amendments to your booking once your invoice has been issued will result in an administration charge of £20.00 each time a request to amend your booking is received and an invoice has to be reissued. 

Please pay by BACS 

Bank Name: LLoyds 
Account Name:  SUTTON COURTENAY VILLAGE HALL CIO 
Account Number:        61432168
Sort code                       30-54-66: 

You will be contacted by the Booking Clerk shortly before your booking to finalise the unlocking/locking arrangements. 

To assist in ensuring the hall is returned in a good condition and complies with the terms and conditions, a checklist is attached to this letter 

Yours sincerely,


Rita Atkinson
Booking Clerk

























Sutton Courtenay Village Hall CIO Checklist

Please ensure that all rooms hired are returned to their original state by checking off the list below.  It is your responsibility to ensure guests follow the rules. 
Thank you.

As a helpful reminder – please bring cloths to wipe tables and a non-bleach spray, tea towel and washing up liquid if you wish to use the mugs provided.

	Room/services where used
	Start 
	End 

	Main Hall
Tables wiped & folded in Trolley by chair store
Other tables stored near the Bar
Chairs stacked in chair store (as per instructions on the door to the chair store)
Fire doors firmly shut
All Heaters and lights off
Urn (if used) unplugged and emptied
Water heater switch to the right of the sink, switched off
Floor swept and any sticky mess mopped clean
All rubbish bagged and removed
High-level and ground-level curtains closed
	

	


	Gents – 5yrs and under children to be supervised
Urinals clean and no rubbish jammed down drain
WC clean and no loo rolls/rubbish thrown in bowl
Wash basins clean
Walls left clean
No taps left running
Bin emptied
Heater (if used) switched off
Lights off
	

	

	Ladies – 5yrs and under children to be supervised
WCs clean and no loo rolls/rubbish thrown in bowls
Wash basins clean
Walls left clean
No taps left running 
Bin emptied
Heater (if used) switched off
Lights off
If used, clean nappy changing table and fold back
PLEASE TAKE USED NAPPIES HOME (cannot dispose in Village Hall as public building with no nappy disposal facilities) – deposit will be deducted if used nappies not removed).	

	
	

	Disabled Toilet – 5yrs and under children to be supervised
WC clean and no loo rolls/rubbish thrown in bowl
Wash basin clean
Walls left clean
No taps left running
Heater (if used) switched off
Lights off (door firmly shut as it is the switch for the light)
	
	

	Committee Room
Tables folded and left between heaters
Chairs stacked
Fire door firmly shut
No crumbs/dirt on carpet
Rubbish removed
All heaters and lights off
	

	


	Kitchen
No dirt on floor or work surfaces
Floor swept
Heaters (including water) off
Cookers and extractor fan switched off
	

	


	Car Park
Litter free in particular chewing gum, cigarette ends, party poppers and streamers
All litter bagged and taken home
	


	






Thank you – please help us keep the village hall in good condition for use by the community for generations to come.

Sutton Courtenay Village Hall CIO
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