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Haslemere Town Council

Pathways Community Pavilion – Hire of facilities
Please return this form with relevant paperwork to admin@haslemeretc.org or Town Hall, High Street, Haslemere, Surrey, GU27 2HG, 5 working days prior to the booking.
APPLICANT DETAILS

	Applicant Name
	

	Organisation name / function
	

	Mobile phone number (for emergency contact during hire)
	

	Applicant / organisation address
	

	Email address
	


EVENT DETAILS

	Date of hire
	

	Start & finish time (incl set-up and clear-up)
	

	Purpose of Hire
	

	Number of event attendees

You must state the total number of attendees. It would also help us to monitor usage at the pavilion if you would let us know roughtly how many of that total fall into the age groups given:
	Total no. of attendees: 
	

	
	Aged 0 – 16:
	

	
	Aged 16 – 25:
	

	
	Aged 26-35:
	

	
	Aged 36 – 45:
	

	
	Aged 46 – 55:
	

	
	Aged 56 – 65:
	

	
	Aged 66 – 75:
	

	
	Aged 76 – 85:
	

	
	Over 85:
	


PAPERWORK TO BE SUBMITTED WITH THIS FORM (tick to confirm)
	Deposit cheque 
	

	Public Liability insurance 
	

	Risk assessment / Covid safety procedures
	

	Deposit cheque for £50 (payable to Haslemere Town Council)
	


The deposit cheque will be used to rectify any loss or damage resulting from the use of the pavilion. In the event of no damage, the deposit will be returned.  
CONFIRMATION OF COMMUNITY BENEFIT
There is no charge to hire this facility if the event is being held at no cost and to the benefit to the local community.
	Please confirm that this is a free event and state the nature of benefit to the community: 


I acknowledge that I have read the conditions of hire and key information attached to this form and hereby confirm that these are acceptable and will be strictly adhered to.
	Signed:
	

	Date:
	


********************************************************************************

CONDITIONS OF HIRE AND KEY INFORMATION
CONDITIONS OF HIRE

1. The Town Clerk may refuse any booking without providing an explanation. 

2. The hirer must ensure that one person is nominated as the “responsible person” for the period of hire.

3. The “responsible person” must:

a. Have a working mobile phone in case of an emergency.
b. Have read and understood the arrangements in the event of a fire.
c. Maintain a list of those present in the pavilion for use in a ‘roll call’ should the building be evacuated. 

4. The Community Pavilion cannot be booked for ‘drop in’ events. The hirer must hold the contact details for each person who will be attending the event.
5. The hire is for the Community Pavilion including the community room, kitchen, toilets and reception area.

6. There is no parking available at the Community Pavilion or on the surrounding residential roads. Please use the Waverley Borough Council Car Parks available at Chestnut Avenue, Tanners Lane and Waitrose.

7. Fly posting for events using the Community Pavilion is not permitted.
8. The person in whose name the booking was made will be responsible to make good any loss or damage to the Community Pavilion or its contents occasioned by that booking. 

9. No smoking is permitted in any part of the Community Pavilion. 

10. It is the responsibility of the hirer to ensure that the Community Pavilion is left in a clean and tidy condition after use. Any breakages must be reported to the Town Clerk. Any additional cleaning which shall, in the opinion of the Town Clerk, be necessary will be charged to the hirer.

11. The risk assessment supplied by the hirer must state the maximum number of people who will be attending the event, the hirer is responsible for ensuring that this number is not exceeded. The Town Council reserves the right to limit the number of people at any one event dependant on the prevailing circumstances at the time.
12. The hirer is responsible for ensuring that all windows and doors are closed at the end of the period of hire. 

13. All rubbish and recycling is to be removed from the site by the hirer. 

14. Nothing may be fixed to the walls or doors without prior approval.

15. No alcohol may be sold on the premises. 

16. Equipment may only be left in the pavilion overnight after prior consultation with the Town Clerk - the hirer will be responsible for insuring any such equipment. 

17. All persons under the age of 18 must be supervised by an adult
KEY INFORMATION
1. FIRE SAFETY INFORMATION 

a. In the event of the fire alarm /smoke alarm sounding or the discovery of a fire. 

b. Call the fire brigade immediately (999).

c. Evacuate the building by the escape routes if they are clear.

d. Should the escape routes be blocked by fire, await evacuation by the fire brigade.

e. Assemble in Chestnut Avenue car park and do not re- enter the building. 

f. Do not disperse from Chestnut Avenue car park until instructed to do so by the fire brigade.
g. Once safe to do so the Town Hall should be notified of the fire.
2. ESCAPE ROUTES
a. Main entrance.

b. Community room patio door.

3. OTHER KEY INFORMATION

a. There are limited kitchen facilities in the Community Pavilion. There is a sink, microwave and kettle. There is no cooker. The dishwasher must not be used.

b. The Community Pavilion has central heating which can be adjusted by the thermostat located inside the community room on the wall to the left of the large patio windows. Before leaving the building turn the round dial to the lowest temperature.

c. Keys can be collected from the Town Hall by appointment during office hours. Call 01428 654305 to make an appointment. 
d. The windows may be opened for ventilation, but must be securely closed on leaving.

CHECK LIST FOR USERS ON COMPLETION OF HIRE
· All windows shut & secured. 


· Floors cleaned of obvious debris


· Chairs and tables wiped and returned to their normal position.


· Heating set to low.


· Lights off.
· All work surfaces clean.


· Rubbish removed from building.  

· Front door locked.  
· Keys returned to Town Clerk.
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