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Bentley Memorial Hall 
 

Standard Conditions of Hire 
For All Users of the Bentley Memorial Hall 

 
Paragraphs 1 to 18 apply to All Events. 

1. Definitions. 

The Hall refers to any room or facility within the Bentley Memorial Hall building 
or any of the external areas surrounding the building. 

An Event is a single period of time during which the Hirer hires the Hall. 

An Occasional Event is an Event that is booked as a single event by a Hirer. 

A Regular Event is an Event that is booked within a series of events by a Hirer. 

The Hirer refers to any individual, acting in a personal capacity or as a member 
of an organisation, who hires the Hall for an event. 

The Hire Charge is the amount required to be paid by the Hirer for a single 
Event. 

A Booking Deposit is a deposit paid by the Hirer at the time of booking to 
confirm the booking.  The Booking Deposit is part of the Hire Charge. 

A Damages Deposit is a deposit paid by the Hirer sometime prior to the Event to 
cover any potential damage or loss to the Hall.  Any repairs or non-routine 
cleaning required to be undertaken after the Event will be priced and the 
Damages Deposit less that price will be refunded to the Hirer.  

The Committee is the Trustee board of the Bentley Community Association 
(BCA)who are responsible for the Hall. 

2. The Hall will not be hired to persons under the age of 18 years of age. 

3. The Hirer shall only use the premises for the purposes as stated at the time of booking of 
the Event(s).  Specifically, the Hirer shall not sub-let or use the premises for any unlawful 
purpose or in any unlawful way nor do anything or bring onto the premises anything that 
may endanger the same or any insurance policies in respect thereof. 

4. The Hirer must make themselves aware of the Emergency Exits together with the 
positions of Fire Alarm Points and Fire Extinguishers. It is the Hirer’s responsibility to 
ensure that all Emergency Exits are kept clear at all times for every Event.  The Hirer must 
brief their support team on the appropriate emergency procedures, such as the location 
of fire extinguishers, fire blankets and exits, as detailed in the Information for Hirers 
information and on notices in the Hall.  The Fire Assembly Point is in the north-west 
corner of the car park. 

5. To comply with Fire Regulations the maximum number of persons permitted in the Main 
hall is 100, Denis Smith Room is 60, Hugh Barton Room is 60. 

6. The Hirer shall be responsible for obtaining any required temporary alcohol licenses from 
the East Hampshire District Council.  The Hirer must obtain approval from the Committee 
prior to any application to the East Hampshire District Council for a temporary alcohol 
licence.  Such approval will not be unreasonably refused by the Committee.   

7. The Hirer shall be responsible for obtaining the relevant music licences as required. 
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8. The Hirer shall, during an Event, be responsible for the care of the fabric and contents of 
the premises, the car park and the surrounding areas.  In particular, no drawing pins or 
Sellotape are to be used to attach papers etc onto the walls; only ‘white tack’ is permitted.  

9. The Hirer shall be responsible for the supervision, behaviour and safety of all persons on 
the premises during an Event.  The Hirer must also ensure that car parking arrangements 
for an Event avoid obstruction of the highway 

10. The Hirer shall ensure that the noise level does not become a nuisance to nearby residents 
and agrees to abide by the following timings; 

 All music to stop by 23.45 hours 

 All guests to depart by 24.00 hours (midnight) 

 Final clearing to be no later than 00.30 hours  

11. Similarly, the Hirer shall ensure noise levels are kept to a minimum if an Event starts 
before 08.00 in the morning. 

12. The Hirer shall indemnify the Committee for the cost of repair of any damage done to any 
part of the Hall including the curtilage thereof or the contents of the building which may 
occur during an Event or as a direct result of an Event. 

13. The Committee reserved the right to cancel any future events requested by the Hirer, or 
the Hirer’s organisation, should the Hall be in an unacceptable state subsequent to one or 
more Events held by the Hirer.  

14. The Committee reserves the right to end an Event prematurely if the above conditions are 
infringed and under such circumstances the Hire Charge for that Event will be forfeited. 

15. The Committee reserves the right to cancel any Event in the event that the Hall is required 
for use for a public event, such as national or local elections or referendums or public 
consultation events.  In such cases the Committee will give as much notice as possible to 
the Hirer, who will be entitled to a full refund of any monies paid for the Events affected. 

16. Should the Hall, or any part thereof, be rendered unfit for the use for which it has been 
hired, or the Event is cancelled by the Committee for whatever reason, the Committee 
shall not be liable to the Hirer for any resulting loss, damage or theft whatsoever. 

17. The Committee will not be held responsible for the loss of, or damage to, the Hirer’s or 
their Contractor’s goods or equipment that are brought onto, or stored on, the premises. 
All goods or equipment belonging to the Hirer or their Contractor will not be insured by 
the Bentley Memorial Hall and all Hirers or Contractors must have their own insurance in 
place to cover any loss or damage. 

18. If any problems arise during the function regarding water, electricity or mains services 
please contact one of the Committee.  Contact details are listed on the noticeboard to the 
left of the main entrance. 

Paragraphs 19 to 21 apply to Occasional Events only. 

19. For Occasional Events, if the Hirer cancels the booking more than three weeks before the 
Event, any monies paid less any Booking Deposit paid will be refunded in full.  If the 
booking is cancelled within three weeks of the Event then any monies paid, including any 
booking deposit and any Damages Deposit will be refunded at the sole discretion of the 
Committee, who will consider such factors as extreme weather, emergency repairs at the 
hall or an extreme family crisis or health issue or other relevant external factor. 

20. For Occasional Events, the payment terms are as follows: 

a. On receiving a booking, and prior to the Booking being confirmed, the Committee 
will send to the Hirer an invoice for a Booking Deposit of £15 or 10% of the total 
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Hire Charge, whichever is the greater.  Until this invoice is paid, the Booking will 
be deemed Provisional; once the invoice is paid, the Booking will be deemed 
Confirmed. 

b. A further invoice will then be sent for the balance of the Hire Charge plus any 
Damages Deposit to be paid.  This must be paid no later than three weeks before 
the Event.  Failure to do so may result in the Booking being cancelled by the 
Committee. 

c. If the Booking is made within three weeks of the Event, an invoice for the total 
Hire Charge plus any Damages Deposit to be paid will be sent to the Hirer.  Until 
this invoice is paid, the Booking will be deemed Provisional; once the invoice is 
paid, the Booking will be deemed Confirmed. 

d. Bookings that are Provisional run the risk of being cancelled if another Hirer 
requests the slot and provides the necessary payment.  Confirmed Bookings will 
not be cancelled in this manner, excepting the conditions in paragraph 15 of this 
document. 

e. Booking deposits will not be returned unless approved by the Committee.  
Circumstances where Booking Deposits will be returned include those detailed in 
paragraph 15 of this document, bad weather and the Hall being unusable for 
whatever reason. 

f. The Committee will determine if a Damages Deposit is required for a Booking.  If 
required, the deposit will typically be about £100 for parties and about £50 for 
meetings. 

g. The Committee has sole discretion to vary these payment terms on a case-by-case 
basis. 

21. For Occasional Events, the condition of the Hall will be inspected within 24 hours of any 
Event finishing.  Where applicable the Damages Deposit, less any deductions for damage 
or excessive cleaning, will be refunded to the Hirer within 7 days of the Event taking place.  
The committee will establish the cost of repair or additional cleaning required after the 
Event and at their sole discretion will retain some or all of the deposit. 

Paragraph 22 applies to Regular Events only. 

22. For Regular Events, payment terms are as detailed in the Annex A accompanying these 
Standard Terms and Conditions. 

 

 

Last updated: August 2020.
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Bentley Memorial Hall 
Additional Conditions of Hire related to COVID-19 

 
SC1: You, the Hirer, shall be responsible for ensuring those attending your activity or event 
comply with the COVID-19 Secure Guidelines while entering and occupying the hall, as 
listed in this clause, in particular using the hand sanitiser supplied when entering the hall and 
after using tissues. 

a) You must not enter if you or anyone in your household has COVID-19 symptoms. 
b) If you develop COVID-19 symptoms within 7 days of visiting these premises alert 

Test, Track and Trace. Alert the organiser of the activity you attended. 
c) Maintain 2 metres social distancing as far as possible. 
d) Use the hand sanitiser provided on entering the premises. Clean your hands often. 

Soap and paper towels are provided. 
e) Avoid touching your face, nose, or eyes. Clean your hands if you do. 
f) “Catch it, Bin it, Kill it”. Tissues should be disposed of into one of the rubbish bags 

provided. Then wash your hands. 
g) Check the door handles, tables, other equipment, sinks and surfaces have been 

cleaned before your event starts. Keep them clean. We do our best to clean all 
surfaces at the hall between each hire. 

h) Take turns to use confined spaces such as corridors, doorways and toilet areas. 
Standing or sitting next to someone is lower risk than opposite them. Briefly passing 
another person in a confined space is low risk. 

i) Keep the hall well ventilated. Close doors and windows on leaving. 

SC2: You shall be responsible for collecting all names and contact details (e-mail or phone 
number) of all persons attending your event.  You must keep these for a minimum 21 days, 
after which they can be destroyed.  This is to allow people to be contacted by you should 
there be a need to for ‘Track and Trace’ reasons. 

SC3: The hall will be cleaned, or be left clean by the previous hirer (see paragraph SC15 
below), before your arrival and you shall be responsible for cleaning all regularly used 
surfaces during your period of hire (including tables, wash hand basins, door handles) using 
either the products supplied or your own ordinary domestic products. Please take care 
cleaning electrical equipment. Use cloths - do not spray! 

SC4: You shall make sure that everyone likely to attend your activity or event understands 
that they MUST NOT DO SO if they or anyone in their household has had COVID-19 
symptoms in the last 7 days, and that if they develop symptoms within 7 days of visiting the 
premises they MUST use the Test, Track and Trace system to alert others with whom they 
have been in contact. 

SC5: You shall keep the premises well ventilated throughout your hire, with windows and 
doors open as far as convenient. You shall be responsible for ensuring they are all securely 
closed on leaving. 

SC6: You shall ensure that no more than the agreed number of people attend your 
activity/event, in order that social distancing can be maintained in line with the latest 
Government guidance in place at the time and date of the event. You shall ensure that 
everyone attending maintains social distancing while waiting to enter the premises, observes 
any one-way system within the premises, and as far as possible when using more confined 
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areas e.g. moving and stowing equipment, which should be kept as brief as possible. It is 
recommended that no more than two people use each suite of toilets at one time. 

SC7: You shall take particular care to ensure that social distancing is maintained for any 
persons aged 70 or over or likely to be clinically more vulnerable to COVID-19, including for 
example keeping a 2m distance around them when going in and out of rooms and ensuring 
they can access the toilets or other confined areas without others being present. For some 
people, passing another person in a confined space is less risky, but for older people that 
should be avoided. 

SC8: You will position furniture or the arrangement of the room as far as possible to facilitate 
people seating side by side, with at least one empty chair between each person, rather than 
face to face. If tables are being used, you will place them so as to maintain a distance of at 
least 2 metres across the table between people who are face to face e.g. using a wide U-shape. 

SC9: You shall be responsible for the disposal of all rubbish created during your hire, 
including tissues and cleaning cloths.  Rubbish bags are provided for this purpose and all 
used bags must be placed in one of the green dustbins outside the Hall. 

SC10: All users shall only consume drinks and food that are brought into the Hall, using their 
own crockery, mugs and condiments.  No food or drinks (including hot drinks) shall be 
prepared on the premises, nor are the Hall’s crockery, mugs or condiments to be used. 

SC11: The Committee shall have the right to close the hall entirely or cancel specific events 
if there are safety concerns relating to COVID-19.  For example, if someone who has 
attended the hall develops symptoms and thorough cleansing is required or if it is reported 
that these Special Hiring Conditions are not being complied with, whether by you or by other 
hirers, or in the event that public buildings are asked or required to close again. If this is 
necessary, the Committee will do its best to inform you promptly and you will not be charged 
for this hire. 

SC12: In the event of someone becoming unwell with suspected COVID-19 symptoms while 
at the Hall and is unable to travel home, you should segregate them from others (e.g. use the 
disabled toilet), provide tissues and a bin or plastic bag, and a bowl of warm soapy water for 
handwashing. Ask others in your group to provide contact details if you do not have them and 
then leave the premises, observing the usual hand sanitising and social distancing 
precautions, and advise them to launder their clothes when they arrive home. Inform a 
Committee Member (telephone numbers are on the board to the left as you come through the 
entrance door). 

SC13: You shall restrict what is done in the Hall to core activities only.  For instance, for 
sports activities, all users should arrive ready dressed and not use the Hall as a changing 
room. 

SC14: Any specialist equipment used by you that is normally housed in the Hall (e.g. table 
tennis tables) shall be appropriately cleaned by you when taking out of storage and when 
putting away. 

SC15: For events taking place in the Main Hall during the evening, the hirer shall, at the end 
of the session, wash the floor using the mops and cleaning solution provided. 

 


