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ALBOURNE PARISH COUNCIL
Management Custodian Trustees of Albourne Village Hall

Registered Charity No. 273399

Terms and Conditions of Hire

The hall is available for hire at the discretion of the Management Custodian Trustees.
A booking form must be completed and sent with a deposit of £25 to the bookings secretary to secure a hire. The deposit will be refunded after the event, provided the hall is left in a satisfactory condition.

The hirer is responsible for the behaviour of those using the hall. As the building is adjacent to residential property, all activities must be confined to the hall. If music is played, sound levels must be kept to a reasonable level, and terminate by 11.30pm.

Guests must leave the hall and adjacent car park area by midnight, with the minimum of noise.

If hirers wish to serve alcoholic drinks in exchange for payment they must advise the booking secretary at the time of booking and ensure they obtain the appropriate licence from Mid Sussex District Council.

If the hirer is serving any food in Albourne Village Hall they must confirm they have read and understood the guidelines “ARE YOU SERVING FOOD IN ALBOURNE VILLAGE HALL”.

All hire charges must be paid not less than three weeks prior to the date of the event.

Payment by cheque to be made payable to “Albourne Parish Council  Village Hall Committee”

In the event of cancellation, part or all of the charges may be returnable at the discretion of the Management Committee.

Details of the current hire charges are available on the website: www.albourneparishcouncil.co.uk and go to the Village Hall page or via the Bookings Secretary on 07513 453679. Booking form is located at the top left hand side of the page as a downloadable document. Alternatively you can contact the booking secretary for a copy on 07513 453679 or email at albourne@pcouncil.co.uk.
Cleaning materials and equipment, including a vacuum cleaner, mop, bucket, long handled brushes, dustpan and brush, may be found in the locked cleaning cupboard to the right of the stage. 
The hirer should note the positions of the fire extinguishers and fire exit doors, which must not be obstructed at any time. 
The hirer to ensure that all gas heaters are turned down and lights switched off, before departure.

The hirer must report to the booking secretary, when returning the key or within 24 hours, any damage or breakages which occurred during the hire period. Any costs that exceed the deposit must be reimbursed by the hirer. 




The hirer is responsible for removing all rubbish from the site. 

[image: image1.bmp]
A no smoking policy applies throughout the Village Hall building.

The keys may be obtained by prior appointment with the booking secretary:

ALBOURNE VILLAGE HALL - BOOKING   FORM

Boxes marked with a * require information in order to secure your booking
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*Name of hirer:  
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*Address: 
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*Email:  
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*Tel No: 
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*Period of Hire: 

*Date Hall required:  




 From:


   To:
*Reason for hire:  
	
	

	*I do not intend to sell alcoholic drinks at Albourne Village Hall during this hire period.
	Please initial to confirm.


	*I do intend to sell alcoholic drinks at Albourne Village Hall during this hire period and have obtained the necessary licence from Mid Sussex District Council and enclose a copy of this.
	Please initial to confirm.


	*I have read and understood the guidelines “ARE YOU SERVING FOOD IN ALBOURNE VILLAGE HALL”. 
	Please initial to confirm.



*I accept the terms and Conditions of Hire for Albourne Village Hall as stated to me.

*I enclose my deposit of £25.00 and agree to pay the full booking charge by 3 weeks prior to event.        Cheques payable to Albourne Parish Council Village Hall Committee









 



  Deposit
£25. 00










      
   Hire Fee
£

*(Signed ………...............................………………….…date….……………… 









     TOTAL PAYMENT DUE       £_______
PLEASE RETURN FORM TO: Albourne Parish Council Village Hall Committee and send to Albourne Village Hall Bookings Clerk, 88 Rusper Road, Horsham. RH124BN Tel: 07513 453679.



For Booking Secretary’s use only
Booking Form fully completed                  Deposit received                Date balance due 

Balance received                   
  Deposit Refunded 
Invoice 
ARE YOU SERVING FOOD IN ALBOURNE VILLAGE HALL?

Problems which could lead to food poisoning should be avoided by planning well in advance using the following guidance on basic hygiene rules.  

’

                 FOOD POISONING IS PREVENTABLE
                              For good food hygiene remember to look after the ‘4 Cs’



Before you start

Visit the venue and think about the facilities that are available.  Consider, at least the following points: -

· Is the kitchen big enough?

· Is there enough space to separate raw and cooked foods?

· Are there enough chopping boards to separate raw and cooked foods?

· Are the cooking facilities adequate?

· Is there enough fridge space?

· Will there be enough hot water for keeping the kitchen, equipment and utensils clean and disinfected?

· Do you need to provide any washing-up liquid and sanitiser/disinfectant?

· Will you have to provide any extra equipment?

· Will you be working with any other people?


Are they suitably trained or aware of basic food hygiene principles?

· Will you be transporting any food? Do you have enough clean containers? Can you do the journey quickly?
The Kitchen

· Ensure the kitchen, equipment and utensils are clean and disinfected.

· Check the equipment is working properly – fridges should be switched on in good time to reach the required temperature of 8°c or below.

Food Preparation

· Plan properly – avoid laying out perishable foods at room temperature too far in advance.

· Transport food quickly and hygienically in clean containers.

· Keep perishable foods at safe temperature, including during transport.

· Keep cold foods at 8°c or below and hot foods at 63°c or above.

· If foods have to be cooled this must be done as quickly as possible.

· Always cook foods thoroughly and re-heat until piping hot.

· Keep raw foods, especially meats, completely separate from ready to eat foods.

· Clean as you go – use clean cloths and wipe up spillages immediately.

· Cover foods, whenever possible. 

Personal Hygiene

· Wear clean clothes and aprons/over-clothing.

· Wash hands regularly, especially after handling raw foods and using the toilet.

· Avoid directly handling or touching foods – use tongs or utensils wherever possible.

· Cover cuts and sores with a waterproof dressing.

· Never handle food if suffering from a stomach upset or skin infection.

· Tie long hair back. 
Training of Food Handlers

· Food handlers who are responsible for providing food to  members of the public should be adequately trained for the job that they carry out.

· This should include, at least, an understanding of those matters listed in this leaflet.

· If you are serving food to members of the public who are elderly, young children or sick you should seek further advice on training from your local Environmental Health office.

For further information on Food Safety: 

Contact your local Environmental Health office



If you are:-





Serving more than tea, coffee and/or


Confectionery items (e.g. biscuits) or





Asking someone else to do the catering





Then you, or your caterer, need to 


read this leaflet carefully.




















Postcode: 


















































