KIDMORE END WAR MEMORIAL HALL
STANDARD CONDITIONS OF HIRE

If the Hirer is in any doubt as to the meaning of the following, please consult the Booking Agent
immediately. For the purposes of these conditions, the term HIRER shall mean an individual hirer or,
where the hirer is an organisation, the authorised representative.

1.

10.

11.

The HIRER shall, during the period of the hiring, be responsible for the supervision of the premises, the fabric
and the contents, their care, safety from damage (however slight) or change of any sort, and the behaviour of
all persons using the premises whatever their capacity, including proper supervision of car parking
arrangements so as to avoid obstruction of the highway.

Under the Terms of the Hall's Public Entertainments Licence, if an entertainment is held, the HIRER shall
ensure that:

() The number of people on the premises shall not exceed 120 standing or 75 seated (or within any current
restrictions set by the government or our Covid Risk Assessment), with a minimum of two attendants present
(in addition to the HIRER) who should be aware of the Fire and Evacuation procedures, and

(b) if the majority of the audience is under 18 years of age, a minimum of four attendants are present (in
addition to the HIRER) who should be aware of the Fire and Evacuation procedures.

[N.B. Detailed Fire & Evacuation Procedures and Risk Assessment are on the notice board in
the kitchen]

The HIRER shall not use the premises for any purpose other than that described in the booking confirmation
and 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 on to the premises anything which may endanger the same or render
invalid any insurance policies in respect thereof, nor allow the consumption of alcohol thereon, except with the
pre application of a TENS licence.

THE USE OF PARAFFIN OR LIQUIFIED PETROLEUM GAS HEATERS IS NOT PERMITTED IN
THE HALL. NO FLAMMABLE SUBSTANCES OR DECORATIONS OF A COMBUSTIBLE
NATURE CAN BE USED IN THE HALL.

The HIRER shall be responsible for obtaining licences from the Performing Rights Society, or otherwise, and
for the observance of the same and of all other regulations appertaining to the premises stipulated by the Fire
Authority, the Local Authority, the local Magistrates' Court or otherwise.

The HIRER shall agree with the Booking Agent any equipment being brought in to the premises. The HIRER
shall ensure that it is safe, in good working order, and used in a safe manner.

The HIRER shall indemnify the Parish Council for the cost of repair of any damage done to any part of the
property including the curtailment thereof or the contents of the buildings which may occur during the period
of the hiring as a result of the hiring.

All HIRERS shall be responsible for making arrangements to insure against any third party claims which may
lie against him/her (or the organization if acting as a representative) whilst using the Village Hall. (The Village
Hall is insured only against any claim arising out of its own negligence).

The HIRER must report all accidents involving injury to the public to the Booking Agent as soon as possible
and enter them immediately in the Accident Book kept in the First Aid box in the kitchen. Any failure of
equipment, either that belonging to the hall or brought in by the hirer, must also be reported as soon as possible.
Certain types of accident or injury must be reported on a special form to the local authority. Members of the
Parish Council (via the Booking Agent) will give assistance in completing this form. This is in accordance with
the Executive Reporting of Injuries, Diseases and Dangerous Occurrences Regulation 2013.

The HIRER shall take note of the Village Hall's Health & Safety Policy Document (see attached and also posted
on the notice board in the kitchen).

The HIRER shall ensure that no animals (including birds) except guide dogs, hearing dogs and assistance dogs
are brought into the hall other than for a special event agreed to by the Parish Council. Also, no animals
whatsoever are to enter the kitchen at any time.

The HIRER shall ensure that any activities for children, young people and other vulnerable adults are only
provided by fit and proper persons in accordance with the Safeguarding Vulnerable Groups Act 2006 and any
subsequent legislation. When requested, you must provide us with a copy of your Safeguarding Policy and
evidence that you have carried out relevant checks through the Disclosure and Barring Service (DBS).
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The HIRER shall not, without prior permission from SONNING COMMON PARISH COUNCIL, carry out or
permit fly posting or any other form of unauthorised advertisements for any event taking place at the Hall, and
shall indemnify the Parish Council accordingly against all action, claims and proceedings arising from any
breach of this condition. Failure to observe this condition may lead to prosecution by the local authority.

The HIRER shall, if selling goods on the premises, comply with Fair Trading Laws, Consumer Rights Laws and
any code of practice used in connection with such sales. In particular, the Hirer shall ensure that the total prices
of all goods and services are prominently displayed, as shall be the organiser’s name and address and that any
claims to have discounted or reduced prices must comply with Consumer Protection Legislation. You must
ensure that nothing is done on the premises in contravention of the law relating to gaming, betting and lotteries.

If the HIRER wishes to cancel the booking before the date of the event and the Parish Council is unable to
conclude a replacement booking, the question of the payment or the repayment of the fee shall be at the
discretion of the Parish Council. Currently 25% of fee Monday-Thursday and 50% of fee Friday-Sunday.

The Parish Council reserves the right to refuse a booking without notice or to cancel this hiring agreement,
where it considers it necessary to do so, at any time before or during the term of the agreement upon giving
seven days' notice in writing to the HIRER. The HIRER shall be entitled, upon such notice, to reimbursement
of such monies, as have been paid by the HIRER to the Parish Council but the Parish Council shall not be liable
to make any further payment to the hirer.

In the event of the hall or any part thereof being rendered unfit for the use for which it has been hired, the
Parish Council shall not be liable to the HIRER for any resulting loss or damage whatsoever.

The HIRER shall be responsible for leaving the premises and surrounding area (including the toilets) in a clean
and tidy condition, properly locked and secured, unless directed otherwise, and any contents temporarily
removed from their usual positions - including the stacking tables and chairs - properly replaced, otherwise the
Parish Council shall be at liberty to make an additional charge.

The HIRER shall ensure that the minimum of noise is made on arrival and departure.

Prices quoted to the HIRER are those currently in force. The Parish Council reviews its pricing structure
annually and any changes take effect from 1 April in any year.

The HIRER must, if preparing, serving or selling food, observe all relevant food health and hygiene legislation
and regulations. In particular dairy products, vegetables and meat on the premises must be refrigerated and
stored in compliance with the Food Temperature Regulations. The premises are not provided with a
refrigerator and thermometer.

You must ensure that any electrical appliances brought by you to the premises and used there are safe, in good
working order, and used in a safe manner in accordance with the Electricity at Work Regulations 1989. Where
a residual circuit breaker is provided you must make use of it in the interests of public safety.

PLEASE NOTE THAT HIRERS ARE REQUIRED TO TAKE AWAY FROM THE HALL AND ITS
SURROUNDINGS ALL THEIR RUBBISH.

THE HIRER MUST ENSURE THAT ALL WINDOWS ARE SECURE BEFORE LEAVING THE HALL

General Data Protection Regulations Consent to hold Contact Information

Sonning Common Village Hall uses personal data for the purposes of managing the hall, its bookings and
finances and marketing.

I agree that I have read and understand Sonning Common Parish Council’s Privacy Notice (see below). I
agree by written confirmation to the booking agent of accepting this hire agreement that the Council may
process my personal information for providing information and corresponding with me.

I have the right to request modification on the information that you keep on record.

I have the right to withdraw my consent and request that I am removed from your database.

I agree that Sonning Common Parish Council can keep my contact information data for an undisclosed
time or until I request its removal.

If I wish for my event details and my contact details to be published, I will explicitly request this in writing
to the booking agent on acceptance of this hire agreement, otherwise event/personal information will not
be published on the hall or parish council website.

July 2021



KIDMORE END MEMORIAL VILLAGE HALL

FIRE

It is the responsibility of THE HIRER to ensure that their helpers are aware of the
following:

1.

10.

11.

12,

13.

In the event of a fire, THE HIRER in charge of the Hall will instruct all persons
to leave the building, using the nearest available exits.

CALL THE FIRE BRIGADE. DIAL 999 and give this address: KIDMORE END
MEMORIAL HALL, READES LANE, SONNING COMMON. RG4 9LL

Attendants should ensure that, once the hall has been evacuated, members of
the public do not re-enter the building to collect personal belongings etc.

On the arrival of the Fire Brigade, THE HIRER should report to the Officer in
Charge that all persons are safe, or should inform him/her of their last known
position.

Attendants should only attempt to extinguish the outbreak using the fire
appliances provided if is considered safe to do so.

The positions of the fire extinguishers are in the main hall (next to the front
door) and one in the kitchen. There is also a fire blanket in the kitchen.

Attention should be drawn to the instructions for use of the extinguishers
printed on each appliance.

Attention should be drawn to the position of the two fire exits.

No table or other obstruction is to be placed across the fire exits.

On no account must anything be left in the lobbies between the fire exits from
the hall and the fire doors to the outside of the Hall. These lobbies must be
kept completely clear.

Note that the place to meet in case of evacuation of the Hall is the area next to
the fence in the carpark. This is to enable the HIRER to check that all their
helpers are present.

The HIRER must ensure that the FIRE EXIT signs are switched on at the start
of each booking and switched off before leaving the Hall. The switches are
marked and located near to each sign.

The HIRER must report the incident to the Booking Agent on 07763 134769 /
and or any member of the Sonning Common Parish Council.

July 2021



KIDMORE END MEMORIAL HALL
HEALTH & SAFETY POLICY DOCUMENT

In compiling this Policy Document, a "risk assessment" has been completed, in order that potential hazards and risks
to employees and all users of the premises might first be identified. Basic guidelines covering methods of conduct and
courses of action etc have thereby been developed, and are enumerated below.

The inherent requirement is that all concerned (employees, trustees, users) should be aware of their legal and moral
obligations in relation to the need to follow good practice in all aspects of Health & Safety at Work, and that they should
be aware of their responsibilities under the appropriate Health & Safety legislation. Simply put, this requires that
everyone adopts and practices a common-sense and responsible attitude towards Health & Safety. Particular attention
should be given to the following:

=

NN

Risk of electric shock from portable electrical equipment and/or damaged or dangerously exposed parts of the
general electrical installation.

Risk of electric shock caused by operation of the main electrical switchgear.

Risk of slipping on polished and/or wet floor surfaces.

Risk of accident when using ladders, step ladders inside and outside the building.

Risk of injury through incorrectly lifting/moving heavy or bulky items, eg stacked tables, chairs etc.
Inadequate use of artificial lighting, e.g in areas of insufficient natural lighting.

Inappropriate or over-occupancy of individual parts of the complex.

Risks to any person while in sole occupancy of the building.

Risks involved in the handling, storage and usage of cleaning or similar materials which may be toxic or
generally dangerous.

Adoption of the following practices will minimize both these and any other potential risks.

DO NOT operate or touch any electrical equipment where there are signs of damage, exposure of components or
water penetration etc.

DO NOT work on steps or ladders until same are properly secured, and another person is present.

DO NOT leave portable electrical or gas appliances operating while unattended.

DO NOT obstruct fire exits at any time.

DO NOT allow unaccompanied children on the stage area.

DO NOT allow children in the kitchen area at any time.

DO NOT allow animals in the kitchen.

DO NOT leave doors unsecured.

DO NOT enter or occupy the building alone (sole occupancy) without first ensuring that a responsible person is
aware of your intention, and is briefed to act when necessary.

DO report any evidence of damage, potential damage or misuse of the building structure and/or contents and
facilities, to the Booking Agent.

DO wear suitable protective clothing when handling/using cleaning or other similar (toxic) materials.

DO report any items used or missing from the First Aid box situated in the kitchen.

DO report any and every accident (whether or not resulting in injury to person or damage to property) to the
Booking Agent, and ensure that all relevant details are recorded in the Accident Book kept by the First Aid box.
[NB Legislation requires also that proper accident report forms are completed and submitted for each and every
incident].

DO submit any relevant comments to the Booking Agent on 07763 134769 (email: info@scvh.co.uk) and/or any
member of the Management Committee

DO FOLLOW THESE GUIDELINES AT ALL TIMES

September 2021
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Sonning Common Parish Council Privacy Notice
‘When you contact us

The information you provide (personal information such as name, address, email address, phone number, organisation)
will be processed and stored to enable us to contact you and respond to your correspondence, provide information
and/or access our facilities and services. Your personal information will be not shared or provided to any other third
party.

The Councils Right to Process Information General Data Protection Regulations Article 6 (1) (a) (b)
and (e)

Processing is with consent of the data subject or Processing is necessary for compliance with a legal obligation or
Processing is necessary for the performance of a task carried out in the public interest or in the exercise of official
authority vested in the controller.

Information Security

Sonning Common Parish Council has a duty to ensure the security of personal data. We make sure that your
information is protected from unauthorised access, loss, manipulation, falsification, destruction or unauthorised
disclosure. This is done through appropriate technical measures and appropriate policies. Copies of these policies can be
requested.

We will only keep your data for the purpose it was collected for and only for as long as is necessary. After which it will
be deleted. (You many request the deletion of your data held by (Your Council name) at any time).

Children

We will not process any data relating to a child (under 13) without the express parental/ guardian consent of the child
concerned. Please see separate privacy notice for Sonning Common Youth Club for further details.

Access to Information

You have the right to request access to the information we have on you. You can do this by contacting our Data
Information Officer: Philip Collings clerk@sonningcommonparishcouncil.org.uk

Information Correction

If you believe that the information we have about you is incorrect, you may contact us so that we can update it and keep
your data accurate. Please contact: Philip Collings (clerk@sonningcommonparishcouncil.org.uk) to request this.

Information Deletion

If you wish Sonning Common Parish Council to delete the information about you please contact: Philip Collings
(clerk@sonningcommonparishcouncil.org.uk) to request this.

Right to Object

If you believe that your data is not being processed for the purpose it has been collected for, you may object: Please
contact Philip Collings to object.

Rights Related to Automated Decision Making and Profiling

Sonning Common Parish Council does not use any form of automated decision making or the profiling of individual
personal data.

Conclusion

In accordance with the law, we only collect a limited amount of information about you that is necessary for
correspondence, information and service provision. We do not use profiling, we do not sell or pass your data to third
parties. We do not use your data for purposes other than those specified. We make sure your data is stored securely. We
delete all information deemed to be no longer necessary. We constantly review our Privacy Policies to keep it up to date
in protecting your data. (You can request a copy of our policies at any time).

Complaints

If you have a complaint regarding the way your personal data has been processed you may make a complaint to Sonning
Common Parish Council Data Information Officer: Philip Collings clerk@sonningcommonparishcouncil.org.uk and the
Information Commissioners Office casework@ico.org.uk Tel: 0303 123 1113
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