FAIRBURN MEMORIAL HALL CONDITIONS OF LET
YOUR RESPONSIBILITIES AS HIRER OF THE HALL
Behaviour

· The behaviour of everyone using the hall is your responsibility.
· The hall is located in a residential area.  You must avoid causing disturbance to local residents.
· Children must be supervised by an adult in all areas in and around the hall.
· The maximum capacity at the hall for events is 180 people.  
· You must have appropriate insurance and/or policies e.g. child protection.
· You must not use the hall for any unlawful or unauthorised purpose.
· Only use the rooms which you have booked.
· You must organise security for your function if requested by the Booking Clerk.
Damage and Other Charges
· Any damage, inside or outside the hall, and any additional costs associated with your booking, such as additional cleaning, call out charges etc. must be paid for from your deposit, plus any in excess of the deposit.
· Your deposit may be withheld if the Conditions of Let are not adhered to, otherwise the deposit will be refunded if no damage occurs or no additional costs are incurred.
· If your booking did not require a deposit to be paid, as in the case of regular bookings, all damage must be paid for by the Hirer, or repairs made within 1 month of the damage occurring.

Settlement of Invoices 
· Please ensure that you pay any invoices no later than 30 days from the date of your event.  

Fire

· Follow all Fire Regulations.
· Make sure everyone knows where the fire exits and the fire assembly point are.
· Do not block any fire exit.
· Only open fire exits in an emergency.
Alcohol

· You must have an appropriate license if you plan to sell/serve alcohol.
· Drinks must be served in disposable glasses.
· No alcohol may be consumed by under-18s.
· Illegal drugs/substances are not permitted to be consumed whilst on the premises, including car park.

Smoking

· No smoking is allowed anywhere in the hall.
· Please do not leave cigarette butts outside.  Please use the green bin ONLY for disposal of cigarette butts.
Food Hygiene
· If using Caterers for your event, they must have a food hygiene certificate. Evidence will be asked for on booking.

· For private functions, please follow food standard agency guidelines which can be found at www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events. This is summarised as follows:

· prepare food in advance and freeze it, if you can, but ensure the food is properly defrosted before you use it.

· wash your hands regularly with soap and water.

· always wash fresh fruit and vegetables.

· keep raw and ready-to-eat foods apart (use designated chopping boards).

· do not use food past its use-by date.

· always read any cooking instructions and make sure food is properly cooked before you serve it.

· ensure that food preparation areas are suitably cleaned and sanitised after use and wash any equipment you are using in hot soapy water.

· keep food out of the fridge for the shortest time possible.
Cleaning and Tidying
· You are responsible for cleaning and tidying up after your event.  The hall and surrounding areas should be left in the same condition as you found them. 
· Turn off all lights, taps and electrical switches.  There is a tick list in the entrance hall.
· Please use the correct cloths when cleaning: GREEN = kitchen, RED= toilets, BLUE = everywhere else.
· The key to cleaner’s cupboard is behind the kitchen door where you will find appropriate cleaning equipment.
Kitchen Use

· Ensure the surfaces, sinks and cooker are left clean, and floors are swept and mopped as necessary.
· Please do not leave items on the draining boards when your event has finished.
· Used tea towels should be put into the laundry basket in the kitchen (under left-hand sink worktop).
· All refuse should be put in the bins adjacent to the kitchen as follows:
· Black boxes – Glass only.

· Blue bin – Recycling (clean and loose items only – no film, milk tops or black plastic).  Please recycle wherever possible.  It would be appreciated if you could adhere to the recycling information on the inside of the kitchen door.  Please do not use black refuse bags for recycling items in the blue bin.
· Green bin – Non-recyclable refuse – please place in black refuse bags only.
Use of Equipment
· Equipment, such as chairs, tables, kitchen items, piano, cleaning equipment etc. are used at the hirers own risk. Please follow instructions where available.

General

· The Hall Management Committee reserves the right to cancel or refuse a let, even at short notice.
Bookings finish time
· Please note that you should discuss with our Booking Secretary the proposed finish time of your event. To respect our local residents, all events should not go beyond 11:30pm, with the building vacated by midnight.
Fairburn Memorial Hall Management Committee wishes to thank you for being a responsible hirer of the hall
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