Down Ampney Village Hall

General Information for Hirers

All bookings

Please double check that you have the correct time, date and room detail(s).
Payment is in advance. If you are booking on behalf of someone else, it is your
responsibility to pass on the invoice and ensure it is paid.

Only the rooms can be booked online. Extras need to be arranged separately by email, viz
Cleaning, AV equipment, Corkage, Stage, Tablecloths, Chair Covers etc.

Note that booked hall times include the entire me you require access to the hall including all
set-up and tidy-up time, as distinct from published event times where relevant. This is
important to ensure we arrive at the correct time to open and close the hall.

Someone will meet you at your booked start me to let you in and show you around, but we
don't make further arrangements until you have paid. If you require any more information,
don't hesitate to ask. Payment should be at latest by the Friday of the working week prior to
the working week of your booking.

Please read our conditions regarding liability and insurance. Certain higher risk activities are
specifically excluded, such as anything which involves a bouncy castle or the like. You are
therefore entirely liable for any damage, accident or injury arising from such activity and are
strongly advised to take out appropriate insurance cover. If you are in any doubt, please ask
to inspect the relevant clauses of our insurance.

Following several instances of sticky floors after parties, we have a policy of applying our
floor cleaning service at £60 to such events, although this does not include general clearing
up, tidying, removal of decorations, and replacing the chairs and tables in their storage racks.
We would thank you for your cooperation in this regard.

Use of the bar has no direct cost to you beyond the need to include hire of the Dakota Room,
and our bar-manager or bookings secretary will contact you a couple of weeks beforehand to
establish your requirements, including the times during which you will require this service.

If you ask us to run the bar for you, and also want to bring wine to serve on your tables,
there will be a corkage charge of £2 per bottle.

Bearing in mind that our terms of hire are that we close the hall by midnight: After a party
you should be aiming to finish serving any food and drink at least an hour before the end of
your booking to give yourself a reasonable time to clear and tidy before we are due to close
the hall;

Taxis will need to be booked in advance for at least 30-45 minutes before the end of your
booking so that guests are not left hanging around outside after the hall is due to be closed;
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If you are hiring a band or disco, can you please ensure that they are aware in advance of the
need to be packed up and off the premises by midnight; all to give yourself a reasonable
time to clear and tidy before we are due to close the hall.

If you have booked clean-up time the following morning, you still need to ensure everyone,
yourself included, is off the premises by midnight.

Wynne Room bookings

If you are booking the Wynne Room for a meeting you need to be aware that the cloakrooms
are accessed from the hall front lobby. You can walk through the main hall when it is not in
use, but if it is, you need to go around the outside and back in through the front door.

It is important when you leave that you check that no-one else is in the hall before setting
the alarm at the back door.

HIRER RESPONSIBILITIES:

The Hall will not tolerate:

e Bullying or harassment

e Discriminatory behaviour

e Sexualised behaviour towards children or adults at risk

e Excessive or inappropriate physical contact

e Being under the influence of drugs or alcohol while supervising children

Hirers First Aid
e Are responsible for first aid arrangements during their hire period.
e Must ensure a competent adult is present to respond to minor injuries.
e Must record all incidents in the Accident Book.
e Must report serious incidents to the trustees immediately.
e Aclearly marked first aid kit and Accident Book are located at the village hall servery
o A defibrillator (AED), its located by the main entrance

Hirers Health & Safety
Hirers must:
e Read and comply with the hall’s Terms & Conditions of Hire
e Supervise their guests and activities
e Ensure safe use of equipment
e Report accidents or hazards immediately
e Follow fire safety procedures

Safeguarding Policy
Hirers must:

o Take full responsibility for safeguarding during their hire period.
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e Have their own safeguarding policies if working with children or adults at risk.
e Ensure staff/volunteers are appropriately trained and DBS-checked where required.
e Report any safeguarding concerns immediately to the DSL or, if urgent, to the police.

Volunteers must:
e Follow this policy and report concerns promptly.
¢ Not work alone with children or adults at risk unless authorised and DBS-checked.

Photography, Filming and Social Media
Hirers must:
e Obtain consent before photographing or filming children.
e Not share images online without permission.
e Follow the hall’s Social Media Policy if posting content related to hall activities.
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