The Parade Millbrook Cornwall PL101AX
Charitable Trust: Registered Charity No: 1054600

ONE OFF HIRING AGREEMENT
_____
Thank you for booking Millbrook Village Hall.
ROOM HIRE FEE: Main Hall £13.00 per hour, locals £6.50 per hour, Balcony Room £11.00 per hour, locals £5.50 per hour, Attic Room
£10.00 per hour locals £5.00 per hour, Kitchen (oven) £5 per session. Rent to include set up and clean up.
DEPOSIT: £25.00 refundable for any party if left clean, tidy & no damage done. Deposit returned within 2 weeks of event.
Any damage found or requirement for additional cleaning will incur a fee which will be deductible from your deposit or charged
separately if no deposit was taken.
PAYMENT: Deposit and payment due 4 weeks before the event to secure the booking.
CANCELLATIONS: There should be 1 week’s notice on any cancellations of your bookings otherwise full charge require.
NOTE: Candles must only be used if you have asked the bookings clerk. The hall is a No Smoking area including the
Balcony and outside the hall. No dogs except guide dogs.
KEY COLLECTION: Must be collected from the Booking Clerk.
KEY RETURN: Please put in plastic folder with completed check list (signed) in letter box outside the Hall.
This Agreement is made between the Millbrook Village Hall Management Committee and the Hirer and under the terms
specified above. The Hirer agrees with the Committee to be present during the hiring and to adhere to The Conditions of Hire set
Name of individual hirer/organization & representative:

Email:

Number:

out in the Schedule on the notice board in the Hall/website or copy on request if required.
DATE:
MAIN HALL
ROOM REQUIRED:
PURPOSE:

KITCHEN (Oven):

YES

NO

YES

NO

START & END TIME: Include set up & wrap up.
DURATION:
BALCONY ROOM: Do you wish to use the T.V. (Deposit £50)

BALCONY ROOM

ATTIC ROOM

MAIN HALL: Do you wish to use Projection equipment.
(Deposit £150) – Demo required.

SAFE GUARDING POLICY: Are you working with
children/vulnerable young adults:

YES

YES

NO

NO

If yes – Please sign to state all adults involved have DBS
checks.

SIGNATURE:

ALCOHOL LICENCE: £10 Plus form required.

YES

DATA PROTECTION: Your data will be held securely for 12
months. We keep this as it’s essential to be able to get in
touch with you as hirers of the hall.

YES

Under GDPR regulation I give my consent.

NO

NO

SIGNATURE:

WIFI: TP Link Code: 64501956. (Please make note of this
before your booking).

CHARGE FOR ROOM:

CASH

ALCOHOL LICENCE:

Cheque to be made to Millbrook Village Hall and sent to the
above address.

KITCHEN:
DEPOSIT:
TOTAL:

CHEQUE

BANK TRANSFER

Bank transfer to Millbrook Village Hall - reference of
date/group name.
Sort code: 30-12-74 Account number: 01982238

NOTE: Please write your sort code / account number if paid by
BACS for the return of your deposit.
This agreement states that you the hirer will leave the hall clean and ensure nothing is damaged. If there is damage and/or
the room is not left in a clean condition for the next user a fee will be charged to recover the cost of cleaning and /or damage
rectification.
We hope you enjoy your event at Millbrook Village Hall.

I declare that the information given in this agreement is correct
to the best of my knowledge and I acknowledge that any
misstatement or misrepresentation will invalidate the
agreement.

Signed by the person named on behalf of Millbrook Village Hall
Management Committee:

Signature: _____________________Date: ______________

Print name:______________________

Print name:_____________________

Bookings Clerk Lauren Fitzpatrick
millbrookvillagehall@gmail.com

(Updated Oct 2019)

Signature: _______________Date: _____________

 07415156432

CHECKLIST

Before the event:

Was the room clean and fit for purpose?  Yes  No
If no, please provide details: ________________________________________________________________
_______________________________________________________________________________________

After your event:

Please tick once you have done the following:
 Switch off all lights. (Note toilets, stairs and outside lights self timing).
 Close all windows, emergency exits and fire doors. (Except top of stairs fire door).
 If you have used the Electric cooker in either kitchen, turn off the knobs and the switch on wall.
 Leave the Millbrook Village Hall clean and tidy for the next Hall user. This includes sweeping / hovering the floor, as required and
placing all rubbish in bags into the black bins outside the Hall. Please take all bottles and cans home with you as we don’t have any
recycling facilities.
Empty kettles of any water and switch off at wall.
Ensure Balcony door closed with handle downwards.
 Switch off the fan (Top kitchen).

Thank you for completing this checklist please put with key in the envelope into the letter box outside the hall in the wall.

Name:

Date event took place:

Signature:

(Update October 2019)

