Hall Hire Agreement
1) In this agreement the following definitions apply
The Hirer: You
TRA : (name of TRA)
The Hall: (name of TRA hall/room) 
2) Terms of the Letting
[bookmark: _GoBack]Hours: The hall must be vacated by the agreed time (as stated in the hall hire form) and keys returned to the TRA. Permitted Hours of use for bookings are between the hours of 8.00am and 11.00pm every day of the year, except on bank holidays and other public holidays. In emergencies, or in instances of poor conduct, the TRA reserves the right to close the building at any time. If the agreed hours are exceeded without permission, the TRA may withhold your deposit.
Rental Cost: £15.00 per hour payable in advance, 4 weekly £ or lump sum of £ to cover the entire rental period. 
Deposit of £200.00 must be paid in advance. For one-off bookings this deposit will be returned to you within 7 days of the booking date when all hire conditions have been met. This deposit will be held for the duration of long term bookings and returned to you within 7 days of the final booking date when all hire conditions have been met.
Notice: One week notice on either side is required to terminate the agreement, unless the booking is agreed at short notice close to the date of the event or meeting. 
Lighting & Heating: The TRA will meet the cost of lighting and heating the accommodation.
Repairs & Maintenance: The London Borough of Hammersmith & Fulham will be responsible for the normal repairs and maintenance of the premises, including structural and electrical repairs. The hirer will report all repairs to the TRA, who in turn will contact the Repairs Ordering Centre on 0800 023 4499 or Landline 0207 205 0400. (If you are calling after 5pm or on the weekend) Email: LBHF.housingrepairs@mitie.com). Any damage/vandalism caused by users of the hall will be recharged to the hirer and the deposit will be kept.
Cleaning: The Hirer must leave the premises in a clean and tidy condition at the end of each session or hire and ensure that no rubbish is left in the hall. If the hall is left in an untidy condition, an equivalent proportion of the Hirer’s deposit will be withheld and used towards arranging cleaning of the hall and bringing it back to the original condition. The remainder of the deposit will then be returned to the hirer when cleaning works have been undertaken.
Security: The Hirer will ensure that all doors and windows are closed and locked at the end of each session of hire. A named key holder is responsible for the set of keys issued to The Hirer. If the keys are lost, the Hirer will be recharged for changing the locks and/or cutting new sets of keys. All keys must be signed for and returned back to the TRA at the end of the booking
Insurance: The Hirer will provide their own public liability insurance that provides cover to a minimum value of £5 million. Insurance of all the Hirer’s equipment is the responsibility of the Hirer. The TRA will need to be provided with a copy of the relevant documents before the hire agreement can be confirmed. LBHF maintain a basic level of insurance cover for the premises.
Parking: Staff and users of the hall have no allocated parking on the estate, unless they are residents of the estate. The Hirer will ensure that all users and staff are aware of this. The TRA will not be responsible for any parking charges incurred by staff or users of the hall.
Storage of Items: You will need prior agreement from the TRA to store any items in the hall that you require for your booking activities. If agreed is given, these items will need to be stored safely in an agreed designated area.
Reviewing conditions of hire: This will be carried out on an annual basis with any new conditions of hire will take effect from 1 April of each year. 
CONDITIONS OF USE
1. The accommodation should be left at the end of the hire period in a clean and safe condition. Any complaints about the condition of the hall should be reported to the Resident Involvement Team on 0208 753 6652 or by email to Getinvolved@lbhf.gov.uk. 
2. Hirers may be held liable and recharged for damage to any fixtures and fittings. 
3. The keys to the Hall will be the responsibility of the key holder. They may not be transferred to any other person(s) without the prior permission of the TRA.
4. Any person/group acting in an irresponsible or disorderly manner will be asked to leave the premises. It is the responsibility of the Hall Hirer to ensure users leave the hall and estate promptly and in an orderly fashion.
5. The TRA will not accept responsibility for any accident, loss, damage or injury arising in connection with the hiring.
6. The TRA will not accept responsibility for clothing or property left or stored in the hall during the time of the hire or at any other time.
7. Refuse generated by The Hirer must be removed by The Hirer. Any items left in the hall will be disposed of. 
8. The Hirer must not make any alterations or additions to the premises.
9. The Hirer must not smoke or permit intoxicating liquor to be sold or drunk on the premises.
10. The Hirer must not use the hall or allow it to be used except between the hours stated above without obtaining written permission from the TRA. 
11. The Hirer must conduct the activities in a way that does not interfere with or adversely affect the environment of the estate or the resident’s quiet enjoyment of the estate.
12. The Hirer or person in charge of any function shall not be under 18 years of age and shall be in the premises for the entire period of hire or duration of the activity. The person in charge shall not be engaged in any function which prevents him/her from exercising general supervision.
13. The Hirer shall not trade or allow trading to take place from the premises.
14. The Hirer shall ensure that nothing is done on or in relation to the premises in contravention of the law relating to gaming, betting and lotteries.
15. The Hirer shall comply with all conditions and regulations made in respect of the Premises by the Fire Authority, Local Authority, the Local Magistrates Court or otherwise particularly in connection with any event which includes public dancing or music or other similar public entertainment or stage plays and the Hirer must not obstruct or allow to be obstructed the access to any fire equipment or the means of escape from the premises or lock any of the fire doors while the premises is being used.
16. The Hirer shall not obstruct or allow the obstruction of any entrances, access ways, communal areas roads or footpaths of the estate (which shall include for the avoidance of doubt the parking of any motor vehicle) and must not hinder or interfere with the use of them by any person or persons lawfully entitled to use them. Any items that have prior agreement to be stored in the premises must be stored safely in the designated space.
17. The Hirer shall not bring or permit to be brought any animals (except guide dogs) onto the premises.
18. If The Hirer fails to comply with these regulation and conditions, they will be liable to forfeit the use of the accommodation and without compensation.
19. For avoidance of doubt this agreement does not confer exclusive possession on the hirer nor is it intended to create any tenancy or other interest save a gratuitous non-exclusive licence personal to the hirer only.

Hall Hire Form
To be completed by the TRA
	Booking date

	Blank cell

	Time

	Blank cell

	Amount Paid

	£

	Cheque/Cash (please circle)


	Deposit Paid

	£

	Cheque/Cash (please circle)



To be completed by Hirer
I confirm that I have will abide by the terms of letting and conditions of use, as set out in the Hall Hire Agreement. I also confirm that I have paid the hire amount and deposit in full before the date of the booking and that I understand my undertakings in order to receive my full deposit back. 
Signed on Behalf of the Hirer
___________________________________________
Print Name ___________________________________
Date_______________________
Address: _________________________________________________
___________________________________________________________
The key holder for the Hirer is ___________________________________
Contact number ______________________________________________
Phone ________________________
Address: 
___________________________________________________________
Signed on Behalf of xxxxxxxxxxxxxxxxxxxxxxxxxxxxx TRA
____________________________________________ Date___________



Deposit Return Form
To be completed by the TRA
	Booking date

	Blank cell

	Time

	Blank cell

	Deposit Paid

	£

	Cheque/Cash (please circle)


	Amount of deposit returned

	£

	Comments



To be completed by Hirer
I confirm that I have received the deposit back, or the agreed proportion of the deposit back. 
Signed on Behalf of the Hirer
____________________________________________
Print Name ___________________________________
Date___________
