	FOWLIS EASTER HALL

Conditions of Let inc Covid 19 Procedures (Appendix 1) – 1ST January 2022


1 Subject to the approval of Fowlis Easter Hall Committee, the hall is available for use by: 

a. Local User Groups for either fund-raising or non-fund-raising activities.
b. Local Residents for private functions e.g., children’s parties, family parties, wedding receptions.
c. Commercial lets
d. Other interested parties at the discretion of the Hall Committee.

1. The following conditions shall apply:
a. A Responsible Person
The licence holder (Fowlis Easter Hall Committee) requires a responsible person (21 years or over) who hires the hall shall be present and in charge during the whole period of time the public are in the hall. 

The Hirer is responsible for: -
· compliance with our Public Entertainment Licence (displayed on the noticeboard). 
· health and safety and the general behaviour of the public. 
· ensuring all members of the public have vacated the hall, all fire exits securely closed.
· completing the Hall lock-up checklist. 
· the general behaviour of the public. 
· It is recommended that a mobile phone is available in case of a requirement to call emergency services.
b. Health and Safety Compliance 
· Risk Assessment - The licence holder (Fowlis Easter Hall Committee) or the responsible person (21 years or over) who hires the hall shall ensure that a risk assessment is carried out, in compliance with our Public Entertainment Licence to identify what risks are present in a situation or situations and identify ways of removing or reducing those risks in order to comply with regulations and protect the health and safety of those members of the public or staff. Assistance will be available to complete this form from committee members.
· Insurance - Certain items of equipment are not covered by the hall’s insurance e.g. a bouncy castle, please check with booking secretary.

· COVID-19 - The Hall Committee has taken all reasonable steps to prevent the spread of COVID-19 within the Hall and ask users to read and comply with Appendix 1 Covid Procedures - see page 7.
· Dangers of Fowlis Burn Fowlis Easter Hall Committee wishes to raise awareness of the dangers of Fowlis Burn (a natural hazard) which runs through the hall ground, and informs parents or persons looking after young children to ensure that the children are adequately supervised at all times. All persons using the Hall should be made aware of the dangers of the burn.
· Kitchen – Children are not allowed in the kitchen.  

· Food - Fowlis Easter Hall Committee accepts no responsibility for food made and 
served / food brought to the hall and consumed in the hall.
· Food Hygiene Guidelines are displayed, in the kitchen, for the benefit of all hall users –please read these and adhere to them.
· Drink: - 
a. Alcohol may be sold in the hall by prior agreement with Fowlis Easter Hall Committee. A special licence is required from Angus Council and is usually obtained by the licensee providing the bar.
b. Alcohol may be supplied/consumed by the person letting the Hall for their guests. 

· Fire Evacuation - Changes under The Fire Safety (Scotland) Act 2005 require regular hall user groups/commercial lets to practice fire drill every 6 months, the person in charge (usually the hirer) being responsible for this. In the event of fire, the person in charge will be responsible for checking the hall building, that all persons have evacuated the hall, unless his or her life would be put in danger by doing so. 
· Please ensure all fire exits and access for emergency vehicles are kept clear at all times.
· The Fire Safety precautions, and emergency procedures file is located on the shelves in the meeting room. 
· All users should familiarise themselves with how to raise the alarm and the locations of the fire exits in the event of fire or ask for a demonstration at the time of hire. 
· The defibrillator beside the front door can be used in an emergency by contacting emergency services.

c. Time of Let - minimum let 60 mins for regular bookings, the let includes 15 mins pre & post booking session for additional covid cleaning at no extra charge. Time of entry and departure to be agreed at time of booking on the booking form additional time will incur additional costs. E-Mail bookingfowlishall@gmail.com - Mobile 07510 213844. 
d. Cleaning
· Hall users are expected to do their own housekeeping, leaving the hall in readiness for next user or elect to bear the cost of a cleaning contractor as housekeeping is not included in the hall rent. 
· Please review and complete cleaning checklist for Hall/Kitchen as required 
· Should the Hall not be left in a satisfactory condition acceptable for the next let a fee will be charged. 
· Housekeeping arrangements and returning of the keys must be agreed with booking secretary.
· If there any issues with the Hall during your let, can you please report them to the booking secretary ASAP.

e. Public Nuisance
· Noise levels must be kept to a minimum at all times and especially when leaving the building after 10pm to avoid creating a nuisance to local residents and no outdoor activities including the playing of music, use of PA systems and the erection of temporary structures will be allowed without prior permission from the hall committee.
· Car parking: The car park accommodates 30 cars and the public car park 100 metres down the road can be used for overspill. Please keep roadside parking to a minimum to avoid nuisance to local residents. 
· Disco/Bands please note that noise travels and may upset residents of the village and request that sound levels indoors be limited to 110 dB (within 5 metres) and be finished by midnight.
· The double fire exit doors from the main hall are for emergency exit only and should not be opened otherwise.
· Smokers must use the outside area at the back of the hall accessed using the fire exit at the rear of the meeting room. Please use the sand buckets provided to extinguish cigarettes and naked lights and be aware of fire risk to crops in the adjacent fields and must be given a final check to ensure all extinguished before locking the Hall. 

· No alcohol/drinks should be taken outside the Hall 
f. Health & Social Care 
· A no smoking policy applies throughout the hall buildings to comply with the Health and Social Care (Scotland) Act 2005.
· The Hall Committee has adopted Child Protection Policy Guidelines. User groups involving children are requested to read and adhere to these guidelines. (These can be found in the top drawer of the filing cabinet).
· The Hall Committee has adopted a specific Policy for Letting for groups or individuals who fall into childcare positions. Such hall users are requested to complete both the conditions of let form and the ‘childcare position’ form. (See appendix 2 page 7 in the Child Protection Guidelines Policy.)
g. Damage
· The individual or user group using the hall will be held responsible for any damage to the hall, its furnishings, fittings, accessories, or the surrounds. 
· Any damage must be reported and made good at the expense of the individual or user group and will be made good to the full satisfaction of Fowlis Easter Hall Committee. 
· Broken crockery must be paid for (price list in kitchen).

· Fowlis Easter Hall Committee accepts no responsibility for the loss or damage to any property brought to the hall or its surrounds.
h. Tiered seating - if required, must be erected by hall committee members/experienced assemblers and will incur a charge for assembling and dismantling price available on request.

i. Capacity – maximum 90 people 
j. Cancellation Policy – For regular bookings (e.g. user group/commercial let) we require 7 days notice, for all other bookings we require 14 days notice.  If not notice is received by the booking secretary we will invoice as agreed.

k. Deposits – Bookings for parties, events, weddings, corporate hire must pay a 30% deposit which is non-refundable once booking has been confirmed. NB deposits are not required for regular user group/commercial let bookings. 
Payable to - Bank Sort Code: 30-25-87 Account No. 00739811 to Fowlis Easter Hall Committee

l. Invoices & Payment terms – Invoices are raised at the end of the month and payment within 7 days of invoice date.
Payable to - Bank Sort Code: 30-25-87 Account No. 00739811 to Fowlis Easter Hall Committee

m. Wi-Fi is available for use of Hall visitors during the time of let.
Hall Letting Rates from 1st January 2022
	
	Per 
Hour
	4 Hour 
Booking
	Notes

	Regular Hall User Groups, Community/ Non-Profit Groups
	£13.50
	
	

	Regular bookings – Commercial Lets 

	£15.00
	
	

	Fundraisers

	£15.00
	
	

	Children’s Parties (under 18 yrs) 

	
	£50.00
	Additional time 
can be booked 
at £20 per hour

	Parties / Functions

eg birthday, engagement, anniversaries

	
	£60.00
	

	Corporate Hire 
eg elections, presentations, events

	price available on request as individual requirements can vary

	Weddings


	


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Fowlis Easter Hall Letting Form
Please return this form to booking secretary; to confirm booking otherwise, it will be assumed that the let is not required. Thank you.
a) I have read and accept the conditions of let for Fowlis Easter Hall and agree to comply with the Appendix 1- Covid 19 Procedures.
b) I ……………………………………………. will be the responsible person during the let/s.
c) Signature………………………………………………   Date ………………………

	User Group’s Name
(if applicable)
	                                                                         

	Hirer’s name 
	                                                     

	Address                                                                                                                                                                              
	                                                                                                       

	Post Code
	

	Telephone number
	

	E-Mail Address
	


	Purpose of Let
	Please indicate

	Regular Hall User Groups and Community/ Non-Profit Groups
	

	Regular bookings – Commercial Lets
	

	Fundraisers
	

	Children’s Parties (under 18 yrs)
	

	Parties/Functions – eg birthday, engagement, anniversaries 
	

	Corporate Hire eg elections, presentations, events
	

	Weddings
	


	
	from
	to

	Date(s) required
	
	

	
	Start time 
am/pm
	
	End time 
am/pm
	

	Hours required
	
	

	Notes
	


	Hire rate confirmed with Booking Secretary    
	

	Equipment Required

	Tables
	Number
	Yes/No

	Chairs
	Number
	Yes/No

	Staging
	
	Yes/No

	Kitchen Use
	
	Yes/No

	Sound System - 
Equipment to connect
	
	Yes/No

	Visual Aids/Projector
	
	Yes/No

	Wi-Fi 
	
	

	Other Activities and Areas for use

	Bouncy Castle Hire
	
	Yes/No

	Use of Band/Playing Music


	Please note restrictions
	Yes/No

	Using outside space
	Please note restrictions
	Yes/No

	Will alcohol be on the premises
	Please note restrictions
	Yes/No

	Smoking Area
	Please note requirements
	


Appendix 1 – COVID-19 Procedures
IF ANYONE IN GROUP SHOW ANY SIGNS OF COVID-19 DO NOT ENTER THE BUILDING.
1) There are Hand Sanitiser points throughout the building and must be used. 
2) All lights in the Corridors, Toilets, Meeting Room, Store area and Kitchen are on auto sensors (PIRs) and will illuminate on entering the space/room.

3) The light switches are located in the Hall entry point, please use either uplighter or downlighter not both.


4) The Hirer Must Record Name and Contact details for everyone attending a meeting/class. We have added QR Test and Protect point so you can log in. If anyone should fall ill - TRACK and TRACE require this information (it must be kept for 21 days and then destroyed).

5) One Way System in place
a. the double doors into the Hall are to be used as the Entry to the Hall
b. The single door to the right of the entry double doors to be used to EXIT the Hall. 

6) Please wear face masks and observe social distancing as required by Scottish Government Guidelines.
7) Chairs have been stacked only use what you require. Please clean before and after use then re-stack. Cleaning Station provided next to chairs.

8) Use of Equipment from Storage area - tables etc. Please clean before and after use and replace equipment in the Store. Cleaning Station provided next to entrance to Storage area.

9) Meeting Room is closed for meetings and can only be used for storage and Fire Exit point.

10)  Kitchen - If Hall crockery is used then Dishwasher must be used to clean them, if using own crockery please use large blue disposable roll beside door to dry and then dispose in general waste.  All surfaces to be cleaned down before and after use with cleaning products supplied. All Rubbish should be removed to outside bins.  

11) Remote Reading Thermometer is mounted on the wall in vestibule for your use.

12) Emergency First Aid Kit – 
a. There is a Covid First Aid Box in the Meeting room containing emergency PPE should anyone take ill in the Hall this is to protect the Responder giving assistance, it contains Face Visor, Face Masks, Gloves, Aprons.   
b. If Emergency First Aid Kit is used it should be double bagged and dated and stored for three days before disposal in general waste.
d. The Hall Committee MUST be informed to ensure a deep clean is
arranged before allowing further lets. 
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