Horseman’s Green Community Hall

Horseman’s Green
Community Hall

Dear User

| would like to take this opportunity to welcome and thank you very much for choosing
Horseman’s Green Community Hall as the venue for your activities or private event.

| hope that your time here is a very happy and successful one.
The Horseman’s Green Community Group is a registered charity and its aims are:

e To provide a Community Hall for the use of the residents of Horseman’s Green, and those in
surrounding areas

e To secure its establishment and to maintain and manage the building and equipment

¢ To arrange fundraising events and support activity groups for the benefit of members and the
surrounding community

Aims, which myself, the Trustees and Management Team are committed to delivering and
improving.

| hope you find the contents of this Guide both useful and interesting and | would be pleased to
receive any comments or suggestions you may have on the document, or any other aspect of the
venue.

Thanks again

Kind regards

Chair
Horseman’s Green Community Group
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Community Hall Facilities

A wide range of activities and events are held in the Community Hall, a selection is shown below
and you will find more details on our notice board, website and Facebook page.

The main hall area measures 12.4m long x 7.4m wide and has a sprung wooden floor, a great
asset for exercise and dance classes. Heating is from eight overhead electric bar heaters which
are switched individually for economy. There are six strip lighting units, again switched
individually, a must for craft sessions, quiz nights etc.

The Community Hall has a fitted kitchen with cooker, dishwasher, fridge and drinks cooler, a
number of kettles and a good selection of glasses, crockery, cutlery and cooking pots.

There are ladies and gents’ toilets each with grab rails, and baby changing facilities in the toilet
lobby area.

The Hall has a ramp over the front steps to enable less-able people to access the Hall and hand

rails at all exit doors. A container of salt can be found inside by the front door for use in icy
conditions
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Our Community Hall is run by Volunteers who need your help to keep the facility in good
condition, for everyone’s benefit.

This Guide explains about the Community Hall and also provides more detail on how to observe
the Terms and Conditions of Hire which you have agreed to, as well as providing other useful tips
and guidance to make your use of the Community Hall a good experience.

Key points are:

Please be Responsible in your Use of the Community Hall

This facility was created with a great deal of Community effort; please respect the accommoda-
tion, facilities and equipment; and also respect other users — it is for everyone now and for future
generations.

Please leave the Community Hall in a clean, tidy and safe condition — this applies every-
where, but especially kitchen and toilets. Cleaning materials can be found in the cupboard under
the sink in the kitchen and in the wall cupboard in the toilet lobby. The basic approach is to leave
the rooms and the facilities as you found them.

Toilet rolls and paper towels are also stored in the lobby cupboard, the paper towel holder is
opened with the key that hangs in the lobby cupboard.

As the Community Hall is run by Volunteers — there is no-one to clean up after you, so
please leave it as you would like to find it.

For safety and cost reasons, please switch off all electrical appliances and water taps before
leaving the building.

e The lighting and heating boards are on the kitchen wall alongside the door into the Hall.
Please ensure every switch is off before leaving the hall.

e The ceiling light nearest the main door on the left-hand side can be switched off at the
door, this is so you don’t have to walk across the Hall in the dark. Switch this off please
before leaving the building.

e The switch for the outside flood light over the main door is situated inside, alongside the
door.

¢ If you need outside lighting to exit the building, please switch off the main outside light
then press the ‘floodlight delay off’ switch, this will give you 5 minutes to exit the building,
lock up and replace the keys in the key box.

¢ No supplementary heating appliances of any kind are allowed.

As a user it is important that YOU recognise that you have a responsibility for the health
and safety of yourself and others using the Community Hall. Those booking the Hall must
ensure that there is a clearly responsible person present at all events; and that any children (un-
der 18) are properly supervised by an adult at all times.

Please take special note of the fire safety instructions, which can be found by each

emergency exit door. Do not under any circumstances switch off or cover up the
emergency lights.
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Terms & Conditions of Use
Introduction

It is important when you hire or use the Horseman’s Green Community Hall that you have read
and understand these terms and conditions. If you are in any doubt as to the meaning of any part
of this document, please contact the Bookings Administrator.

For the purpose of these conditions the term Hirer means any individual hirer or, where the hirer
is an organisation, the authorised representative.

These terms and conditions should be read in conjunction with the Community Hall Booking
Form and its policies, copies of which are retained in the Community Hall Guide and website.

Signing or signifying agreement to the booking confirmation form certifies that the Hirer is aware
of these terms and conditions, will abide by them and will ensure that those who use the Hall in
conjunction with their booking, act in accordance with them. It will be assumed that anyone
signing on behalf of an organisation is duly authorised by them to do so.

In the event of someone using the Community Hall without signing or specifically agreeing to the
booking confirmation form, then it will be deemed that they are aware of these terms and
conditions, will abide by them and will ensure that those who use the Community Hall in
conjunction with their booking act in accordance with them.

Responsibilities

The Hirer responsibilities: they
e must be at least 18 years of age

¢ shall ensure that any activities they are organising have been adequately risk assessed and
that those attending are informed of any precautions that have been put in place

¢ will be responsible for ensuring that all users are aware of the procedures for safe and correct
use of the equipment and facilities and report any deficiencies or damage on the occasion of
each use and will be responsible for the conduct of persons attending a function in the
Community Hall.

¢ should ensure that at least one responsible adult is present at all times during the let period
to ensure adequate supervision

¢ shall leave the Community Hall in a clean, tidy and safe condition — this applies every-
where, but especially kitchen and toilets. The basic approach is to leave the rooms and the
facilities as you found them. Please note, for safety, no more than 5 chairs to be in each
stack

e shall ensure that nothing is done on the premises in contravention of the law relating to
gaming, betting and lotteries and that the premises should not be used for any illegal or
immoral purposes, or for any purpose which might offend public taste

e must ensure no activity should be carried out which causes offence to other users of
the Community Hall and neighbouring premises

e must ensure that any entertainer they have in the hall provides arisk assessment for
the activities they do

e must leave the Hall in a clean, tidy and safe condition
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Community Hall Management Committee (CHMC) responsibilities:
The Community Hall is insured against any claims arising out of the negligence of the CHMC.

Risk assessments, including fire safety have been carried out for known hazards by the CHMC,;
copies are in the Community Hall guide which can be found in the kitchen and on the website.

Guidance notes for manual handling and use of stepladders can also be found in the Hall guide.

Availability
Multi-let bookings may take priority over individual one-off bookings.

Preferential treatment will be given to local activities that provide opportunities for the local
community to engage in a range of social and learning activities to improve their quality of life.

Charges
Charges for all bookings and any special discounts or other provisions are shown clearly on the
booking confirmation form. A copy is included at the back of this guide.

Bookings
Hirers making multiple bookings may be asked to provide an agreed number of free-of-charge
classes etc. throughout the year; there will be no hall hire charge for such classes etc.

Cancellations
Refusal of booking
The Trustees reserve the right to refuse any booking without notice or to cancel this hire
agreement at any time either before or during the term of the agreement upon giving 7 days’
notice in writing to Hirer. The Hirer shall be entitled upon such notice to reimbursement of such
monies including the deposit, or a proportion of the same if part of this money is to cover
damages etc., as have been paid by the Hirer

Cancellation by Hirer
If the Hirer wishes to cancel the booking up to 14 days before the confirmed date, any hire fee
already paid will be refunded in full.

For cancellations made within the final 14-day period, the Trustees reserve the right to charge the
full hire cost.

Immediate payment may be requested for any booking made within 14 days of the event.

One months' notice is required for any multi-let group who no longer wish to use the Community
Hall.

Cancellation by CHMC

The CHMC reserves the right to cancel this hiring in the following circumstances:

e The Community Hall being required for use as a Polling Station for a Parliamentary,
European or Local Government election.

e The CHMC have reasonably considered that such hiring will lead to a breach of licensing
conditions, if applicable, or other legal or statutory requirements.

e Unlawful or unsuitable activities will take place at the premises as a result of the hiring.
e The premises become unfit for the use intended by the hirer.

e Any emergency requiring the use of premises.
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In any such case, The Hirer shall be entitled to a refund of any money already paid, but the
Trustees shall not be liable to the Hirer for any resulting direct or indirect loss or damages
whatsoever.

Payments
All bookings will be invoiced immediately following the event and must be paid for in full within
seven days of the invoice date.

Deposits
Security/damage deposits may be required in some circumstances and will be agreed
before any booking is taken.

Reimbursement and additional costs
The Hirer will be required to reimburse the CHMC for the cost of any damage, including but not
restricted to structural, decorative, contents and/or electrical/mechanical which may result from a
letting.

The Hirer is required to reimburse the CHMC for any additional cleaning that is necessary
following their use of the Community Hall.

Dependent upon the type of event, an additional charge may be made for electricity usage,
particularly where the heaters will be used for periods of more than 3 hours. The hirer will be
made aware of any additional charge at the time of booking.

Insurance
It is the responsibility of the Hirer to effect whatever insurance they perceive is necessary to
cover their liabilities. The Community Group insurance cover does not extend to the Hirers
liabilities.

The Trustees shall not be responsible for any damage or loss to any property or injury to any
person caused prior to, or during the hire period.

Access to the Community Hall
The Trustees, the CHMC, their representatives or any police officer have the right of entry to the
hall at all times.

Access to the Community Hall is controlled by keys, kept in a key box to the side of the main door.
The Booking Administrator will provide the lock combination for the box. The building should be
locked on vacating the premises and the keys returned to the key box.

Parking
The Community Hall does not have a car park and vehicles are parked on public roads entirely at
their owner’s risk.

e Cars should be parked on one side of the road only; that is, on the same side as the
Hall. As you arrive in Horseman’s Green from the A525, you will come to the Community Hall
on your right, please park onwards from the Hall using the lane straight ahead in to the ham-
let.

o Please heed the hanging sign outside the hall giving information about parking

o Do not double park as large farming vehicles frequently use the road and access may be
needed for emergency service vehicles.

e Park as near to the kerb/hedgerow as possible. All gateways and entrances should be

kept clear at all times. This includes the entrance to the black and white property immedi-
ately adjacent to the Hall.
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e Itis imperative that residents have access to their property at all times. There is a space in
front of the Hall for loading/unloading; this area may be used by Blue Badge holders. Do not
remove parking bollards that may be in place when you arrive.

e Parking bollards are available for use if needed.

e You are asked to please park responsibly at all times

Use of the Community Hall
The Hirer will, during the period of the hiring, be responsible for supervision of the premises, the
fabric and the contents; their care, safety from damage however slight, and the behaviour of all
persons using the premises whatever their capacity.

The Hirer shall not use the premises for any purpose other than that advised at the time of
booking. They shall not sub-hire or use the premises or allow the premises to be used for any
unlawful purpose, or in any unlawful way nor do anything or bring onto the premises anything
which may endanger the same or render invalid any insurance policies, nor allow the
consumption of alcohol without written permission.

The Community Hall and its exterior areas are “no smoking” areas. It is against the law to smoke
anywhere in this public area. This ban extends to the front entrance, the grassed rear and the
paths around the building. All users are expected to enforce this rule.

The maximum number of people allowed in the hall is:
Seated at tables for parties: 78
Seated in rows for a show etc: 100
Standing, dancing where seats are positioned around the edges of the room: 100

Fittings, fixtures and decorations of any kind that damage the fabric of the building are not
permitted. Notices and decorations must not be stuck or pinned to the walls or paintwork.

Licences
Alcohol
The CHMC can arrange temporary events notice (TENS) to allow the sale of alcohol. The bar
area would be run by CHMC; please speak to the Bookings Administrator if you would like the
CHMC to run a bar for you. The CHMC is responsible for ensuring that any sale of alcohol is
within the terms of this licence as required by the law.

Fire safety and procedures
The Hirer must bear responsibility for fire safety during their hire.

On arrival, all users should familiarise themselves with the location of emergency exits,
fire alarm points and fire extinguishers, and with the fire safety instructions posted in the
building. They should also brief those for whom they are responsible, on fire safety and
evacuation procedures. Special attention must be given to the requirements of any people
with disabilities.

A copy of the Fire Risk Assessment is posted on the internal Hall notice board. Please take the
time to read through it.

Please note BOTH hall entrance doors should be unlocked during hall use. There is a small
hook for the storage of the hall key on the right wall as you enter the hall.

Conduct within the Community Hall must avoid fire hazards. No supplementary heaters of any

kind are allowed. Electrical sockets must not be overloaded. Cooker etc. must be switched off
when not in use and kept under observation when in use.
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Candles, naked flames and fireworks are not allowed.
Flammable material must be handled, transported, stored and used properly.
No smoking at all is allowed in the Hall.

Emergency exits and access to fire extinguishers must not be blocked, Fire extinguishers must
not be removed or tampered with.

Formal seating arrangements must include adequate gangways and free passages to allow for
emergency evacuations. People must not be allowed to sit in these gangways or passages.
Please discuss your requirements with the Booking Administrator.

The CHMC policy in case of fire is: TO GET OUT AND STAY OUT, then phone the Fire Brigade.

First aid emergency
A First Aid kit is available and mounted on the kitchen wall alongside the window

Any accident or incident, other than those of a very minor nature, must be recorded in the
Accident Book, which is kept in the kitchen, and the Booking Administrator informed as soon as
possible.

Calling the Emergency Services
As there is no public telephone system to summon assistance, the Hirer will need to make their
own arrangements with regard to mobile phones with sufficient signal.

The exact address is Horseman’s Green Community Hall (previously known as The Scout Hut),
Horseman’s Green, Whitchurch, Shropshire, SY13 3EA.

Toilet facilities
There are two toilets in the building, one for ladies and one for gents. As toilet and wash water
go to our septic tank, hall users should NOT place paper hand toilets down the toilet as the septic
tank cannot deal with these. They should be placed in the bins provided.

Ladies are asked to take away any used personal hygiene products, bags are provided for this
purpose as the hall does not have waste collections.

There is a baby changing point in the toilet lobby, please take away used nappies.

Additional toilet rolls, paper hand towels (and the key for unlocking the towel holder) and toilet
cleaning materials are stored in a wall cupboard in the toilet lobby.

Electricity & Water
There are two main fuse boxes, these can be isolated by using their individual main switch,
one for lighting and power and one solely for the overhead heaters, situated above the
emergency exit door in the kitchen.

Heating and use of water and electricity are included in the hire charge. Please use both with
care, in the interests of the environment and also to help us keep our costs down.

Only cold water is piped in the kitchen, a wall mounted water heater provides hot water. Please
ensure this is switched off before you leave the building.

The electrical and mechanical installations of the building must not be altered.

The Hirer shall ensure that any electrical appliances brought by them to the premises and used
there shall be safe, tested as appropriate and in good working order, and used in a safe manner
and removed at the end of the hire period. If in doubt speak with the Booking Officer.
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Where a residual circuit breaker is provided the Hirer must make use of it in the interest of public
safety.

No supplementary heaters of any kind are allowed, electrical sockets must not be overloaded.

Any failure of equipment belonging to the Hall must be reported as soon as possible to the
Booking Administrator.

Heating
The hall is heated by eight overhead heaters which are switched separately from the kitchen. In
the interests of the environment and also to help us keep our costs down, please do not leave
these on any longer than necessary

Ventilation
The Hall windows can be opened to let in fresh air, please make sure they are closed before
you leave the premises. Generally, opening the windows is to be kept to a minimum, especially
if activity in the Hall is noisy.

Children and vulnerable people
The Hirer must comply with all statutory obligations including the protection of children and
vulnerable people. The Hirer will be asked to certify that they have a Safeguarding Policy or that
their activities do not require one. Where activities are for children or vulnerable adults, Hirers
may be asked to supply a copy of their child protection policy and DBS certificate to the Booking
Administrator.

Noise

You are reminded that the Community Hall is situated in a residential area, and music etc.,
should be kept to a reasonable level. The Hirer shall ensure that the minimum level of noise is
made on arrival, during the hire period and on departure, particularly at night. You are asked to
ensure guests leave the premises as quietly as possible.

Animals
The Hirer shall ensure that no animals (including birds) except guide dogs are brought into the
premises other than a special event agreed by the CHMC. No animals are to enter the kitchen or
toilets area at any time.
Sale of food
The Hirer shall, if preparing, serving or selling food observe all relevant food health and hygiene
legislation and regulations.

Sale of goods
The hirer shall, if selling goods on the premises, comply with Fair Trading Laws and any code of
practice used in connection with such sales.

The CHMC accepts no responsibility for any property left on the premises after the hiring. In the
case of bazaars, jumble sales and any other occasion when property is brought into the premises
for sale, all property remaining unsold at the termination of hiring must be removed by the Hirer
or will be disposed of.

End of hire period
The Hirer is responsible for leaving the premises in good order and in the same condition they
found it at the start of the hire period. The premises should be left in a clean and tidy condition,
utensils and equipment put away. Lights, heaters, taps, hot water, electrical items etc. turned off.

Tables should be wiped clean, and returned to where found on arrival. Chairs should be stacked,

but please no more than 5 in one stack. Extra chairs are available in the store room. Please
return any chairs removed from here
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All rubbish and any other waste matter must be taken away from the building as we have no
waste collections. If this is not done, any associated costs will be charged to the Hirer.

The Hirer must ensure that the premises are vacated at the agreed time. Late departure may
result in an additional charge.

All evening events must end promptly at or before 11pm, further time is allowed for people to
leave the Hall.

Property of the Hirer must be removed from the premises after the event. The CHMC accepts no
responsibility for any property left on the premises after the hiring.

The building should be secured, unless directed otherwise by the Bookings Administrator, and
any contents temporarily removed from their usual positions replaced.

Leaving the building
The Hirer must ensure that no nuisance is caused to local residents during the period of
hiring and those hiring the Hall should ensure that they and their guests leave the area
quietly.

External areas of the premises should not be used after 10pm, other than for the purposes of
arrival and departure.
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Officers of the Horseman’s Green Community Group:

Bookings Administrator
Lin Smith
Email: lin.m.smith@btinternet.com

Hall Caretaker
Chris Wood, Ten Oaks, Horseman’s Green Whitchurch Sy13 3DY 01948 830516
Email: christopher.wood485@btinternet.com

Secretary:
Andrea Porter, 01948 830710
akporter@btinternet.com

Treasurer:
Jackie Edwards
Email: jjonesedwards@aol.com

Chair:
Barbara Weeks
barbara.j.weeks@btinternet.com

Hall address

Horseman’s Green Community Hall
Horseman’s Green

Whitchurch

SY13 3EA

Website: www.horseman’sgreencommunit.co.uk

Facebook:
https://www.facebook.com/horsemansgreen/

Horseman’s Green Community Group is registered with the Charity Commission as a Charitable

Incorporated Organisation, registration number 1165691. A copy of the Groups Constitution can
be found in the Hall Guide and on the website.
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