Hiring out the Hall
Hiring out the Hall is the main business of the Hall management Committee – it needs to be well organised. The Booking Secretary should be given clear guidelines so that enquiries can be dealt with consistently. The hall should devise a Hiring Policy to address the following issues - a positive statement for each issue would form the basis of a Policy:

· Do you require all hirers to sign a formal Hiring Agreement (recommended)* 

· Do you hire by the hour, by the session (morning, afternoon, evening) of minimum and maximum length of time 

· Is there one hiring rate or are there differing rates for (say) local groups, regular users, business hirers etc. 

· Are there any limitations on number of persons using the hall 

· Are there any limitations on what kind of use the hall may be hired for (watch out that you do not discriminate unlawfully!) 

· Do you have a bookings secretary with a publicised contact phone or email contact 

· Do you require payment when booking, deposit of £? when booking and balance on day of hire or some other arrangement 

· Have you agreed a code of conduct for hirers with guidance on use of hall and its facilities clearly posted on a notice board or elsewhere in the hall and/or given in print to every hirer? 

· How does a hirer get access and what are they required to do when leaving the building to make it secure, return keys etc.

There is a model Hiring Agreement recommended by ACRE which the BOSS Project has made available as a pre-printed form (in triplicate sets) in pads of 25 sets. These are available from your Village Hall Consortium or Village Halls Adviser or from  http://www.bossguidesonline.co.uk) Many halls use these forms as a quick and easy way of making a booking with copy for hirer, booking secretary and treasurer - best practice in managing bookings and receipts. Regular users sign one form per annum (or till rates change), occasional users sign one form per hiring.

A sample Hiring Policy is provided as Template Document 

A template Hiring Agreement is provided as Template Document
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