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SCOUT HALL HIRE
BOOKING APPLICATION


NAME:			
					
ADDRESS:			
				
				
					
TELEPHONE NO.:			
					
EMAIL ADDRESS:			

DATE(S) REQUESTED: 	From                                       Until 	

TIME(S) REQUESTED:		From                                       Until   

PURPOSE OF BOOKING:		


					

REGULAR OR PRIVATE HALL HIRER:      Regular / Private   (please delete one)

SIGNED:	
			

DATE:					

By signing and dating the application above, you are acknowledging and accepting that you have read, understood and agree to all of the terms and conditions set out on the following pages.

Please complete and return the first page of this booking application form to:
bookings@newtownscouts.org.uk  

For office use only
	
Total Due: £
(Excluding deposit)
Paid – date
	
Deposit Due: £
Paid – date
Refunded – date

	
Invoice sent – date
Paid – date
	
Confirmation given?

	
Signed
Date
	
Added to diary/arrangement for keys 




NEWTOWN ROBERT OWEN SCOUT GROUP
HALL USERS GUIDELINES AND AGREEMENT
FOR REGULAR USERS

A Regular User is an organisation/business/individual using the hall
on a regular pre booked basis

ALL HALL USERS MUST COMPLY WITH THE TERMS AND CONDITIONS ON THE FINAL PAGE

BOOKINGS

1. [bookmark: _Hlk97155783]All bookings correspondence to: bookings@newtownscouts.org.uk 

1. The hirer will be contacted to agree arrangements for the Hall to opened and closed, or for keys to be collected. If keys are issued the named person is responsible for them and must pay for replacements keys and locks if lost.
1. The person recorded on the booking form will be responsible for the terms and conditions being upheld. They will also be responsible for any damage caused to the premises or its equipment and shall either carry out the repairs themselves to a satisfactory standard or pay for the repairs to be carried out.
1. The Board of Trustees of Newtown Robert Owen Scout Group retain the right to refuse any booking with good reason and have the right to cancel any booking at any time.
1. Confirmation will be sent once bookings have been accepted.  
1. Sessions times are to be arranged and agreed by the Board of Trustees. 
1. Noise levels must be kept low after 10pm Friday and Saturday night and 9pm all other nights.
1. Newtown Robert Owen Scouts will not be held responsible for any damage or loss to the hirer or his/her property.

FEES

· Hire charges are set out on the accompanying fee schedule.
· All regular hall hirers will need to enter into a contract prepared up by Newtown Robert Owen Scout Group.
· All hall hire charges are to be paid within 14 days of the date of the monthly invoice.
· Any hire charges outstanding after 14 days of the date of the invoice will incur a 5% late payment fee.
1. [bookmark: _Hlk97155628]Cancellations must be made by email or in writing at least 48 hours in advance to qualify for a refund, otherwise the fee will be retained in full. 
1. [bookmark: _Hlk97156997]Cheques or BACS payments to be made payable to “First Newtown Scout Group”
Sort Code:			53 – 81 - 00
Account Number:		78541328
Bank:				NatWest
Reference: 			please use your group name as your reference




NEWTOWN ROBERT OWEN SCOUT GROUP
HALL USERS GUIDELINES AND AGREEMENT
FOR PRIVATE HIRE

A Private Hire user is a one-off booking (e.g. for a birthday party or some other event)

ALL HALL USERS MUST COMPLY WITH THE TERMS AND CONDITIONS ON THE FINAL PAGE

BOOKINGS

1. All bookings correspondence to: bookings@newtownscouts.org.uk 

1. The hirer will be contacted to agree arrangements for the Hall to opened and closed. 
1. The person recorded on the booking form will be responsible for the terms and conditions being upheld. They will also be responsible for any damage caused to the premises or its equipment and shall either carry out the repairs themselves to a satisfactory standard or pay for the repairs to be carried out.
1. The Board of Trustees of Newtown Robert Owen Scout Group retain the right to refuse any booking with good reason and have the right to cancel any booking at any time.
1. Confirmation will be sent once bookings have been accepted. 
1. Noise levels must be kept low after 10pm Friday and Saturday night and 9pm all other nights.
1. Newtown Robert Owen Scouts will not be held responsible for any damage or loss to the hirer or his/her property.


FEES and DEPOSIT

1. Hire charges are set out on the accompanying fee schedule.
1. Private Users will also be required to pay a £20 deposit, which will be refunded if the hall is left clean, tidy and with no breakages. The deposit refund will be reduced depending on breakage and the extra cost of cleaning required.
1. Electricity use will be recorded at the start and end of the hall hire period and invoiced separately after the hall hire period at the rate of 31.32 pence per unit. 
1. The deposit and hire fees must be paid in advance.
1. Cancellations must be made by email or in writing at least 48 hours in advance to qualify for a refund, otherwise the fee will be retained in full. 
1. Cheques or BACS payments to be made payable to “First Newtown Scout Group”
Sort Code:			53 – 81 - 00
Account Number:		78541328
Bank:				NatWest
Reference: 			please use the name provided for your booking as your reference


TERMS AND CONDITIONS OF USE:

CLEANING
1. All users of the hall will remove their debris to the bin and clear their impact on the hall after their use (i.e. litter, food, drinks, paint/glue, accidents etc.). reasonable charges will be made if the hall has to be cleaned after use if it has been left it in an unacceptable state.
1. Cleaning equipment is stored in a cupboard inside the double doors

HEALTH AND SAFETY
1. Each user will be responsible for their health and safety. 
1. We advise each user to have their own First Aid equipment and consider procedures for emergency evacuation. Some may wish to keep a record of people present in the building to ensure everyone is out in an emergency. 
1. Users should carry out a risk assessment before using the hall. 
1. Any health and safety issues concerning the hall should be reported to the Board of Trustees via the bookings@newtownscouts.org.uk email address.
1. Users are responsible for any health and safety issues concerned with their own equipment and materials.
1. All furniture used must be returned to where it was found.
1. Fire doors and the servery roller shutter are not to be obstructed, and self-closing fire doors must not be propped open. 
1. All cleaning materials and noxious substances must be kept out of the reach of young children.

SMOKING
1. [bookmark: _Hlk97155349]NO SMOKING permitted on the premises. 

ENTERTAINMENT LICENSE
1. Newtown Robert Owen Scout Group do not have an Entertainment License.

COMPLAINTS 
1. If any user of the hall has any complaint regarding the booking or usage procedure, these should be put in writing to the Board of Trustees via the bookings@newtownscouts.org.uk email address, who will respond to each complaint individually and fairly. 
1. Any complaints made verbally to any individual involved in the management of the hall will not be dealt with.

In the event of the booking being accepted, the hirer agrees to pay any fees to the Newtown Robert Owen Scout Group and accepts responsibility for the cost of any damage to the building or any equipment in the building.
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