
South Wonston Village Hall 
Registered Charity No. 294236 

Booking and Confirmation Form 
 
Please complete and return this form, together with two payments – one for the deposit and the other for the hire 

charge (see below) and send to: Dave Cooley, Booking Secretary, 1 Hunt Close, South Wonston, WINCHESTER, SO21 

3HY. Please telephone 01962 881683 beforehand, if you are bringing this form round personally, we are not easy to 

find. PLEASE WRITE IN BLOCK CAPITAL LETTERS BELOW. 

 

I, …………………………………………………………………….  of, Organisation, (if approp.) ………………………………………………………… 

 

Address ……………………………………………………………………………………………………………………….. ………………………………………. 

 

Post Code………………………..  Tel. No……………………………………….. email address ………..………………………………………………. 

 

 being over the age of 18 years of age, accept responsibility for being in charge of & on the premises at all times 

when the public are present & for ensuring that all conditions, under this Agreement, relating to the management 

and supervision of the premises are met,  wish to book :  

 

a) the large hall (please tick) …… : Max. No. permitted 175   Hire charge per hour £…………. 

 

b) the small hall (please tick) ……:  Max. No. permitted 25     Hire charge per hour £ ………… 

 

c) both (please tick)        ……:      Hire charge per hour £ ………… 

 

on 1. Date……………………..   2. Day  ………………………………     3. Month ………………………               4. Year…………… 

 

from…………………a.m./p.m.  to…………………a.m./p.m.(delete where approp.)  Number of hours required   …………… 

 

I sign below to confirm that I have read a copy of the Booking Agreement that I agree to abide by these conditions 

and I have read, and signed, the fire procedure information on the back of this booking form.  By signing this 

contract I have entered into an agreement with South Wonston Village Hall that could be used in evidence should 

legal action become necessary.  

If you receive this form by internet the above conditions and information may come separately.  

If you wish to hire any of the Village Hall equipment please enquire well beforehand of the Booking Secretary.  

At the end of the Hire, the Hirer shall be responsible for leaving the premises and surrounding area in a clean and 

tidy condition, properly locked and secured unless directed otherwise and any contents temporarily removed from 

their usual positions properly replaced, otherwise the village hall shall be at liberty to make an additional charge. 

 

Signed…………………………………………………………………………..Date…………………………………… 

 

Payment may be made either by BACS or Cheque: (please delete as appropriate) 

• BACS payment to: CAF Bank Ltd. Sort code. 40 52 40, acc. no. 00094226 to be made out to South Wonston 

Village Hall and please include your name/organisation in reference. 

• Cheque Payment, payable to South Wonston Village Hall 

 

Please send 2 separate payments: one for the hire charge & one for the returnable deposit, as follows: 

 

Payment for total hire charge to the amount of                                      £ ……………… 

 

Deposit payment for deductible for breakages, cleaning & non-return of the keys   £ ………………. 

           

The booking is not completed until you have received the signed confirmation below 

___________________________________________________________________________________________________ 

For office use only 

 

On behalf of the Village Hall Management Committee I have pleasure in confirming the above booking in the name  

 

of the organisation or an individual ……………………………………………………………………………………………………………………….. 

 

Signed…………………………………………………..Booking Secretary.   Date……………………………………………….. 



           

 

 

Please read the following instructions carefully and sign below to agree 

that you have done so. 
 

It is important that you as the hirer of the South Wonston Village Hall shall comply with all conditions and 
regulations made in respect of the premises by the Local Authority, the Licensing Authority and the Hall’s Fire 
Risk Assessment, particularly in connection with any event which constitutes regular entertainment, at which 
alcohol is sold or provided or which is attended by children. You will moreover comply with the Hall’s Health and 
Safety Policy. You will also: 

 
a) have made yourself familiar with all the emergency exits, (checking that the panic bolts are in good working 

order), the escape routes (which must be free of obstruction) and the fire fighting equipment provided, 

before your event begins (See diagram on website: http://s3.spanglefish.com/s/37979/documents/hall-

fire-information-rev-2.jpg ); 

b) check that no fire doors are wedged open and that there are no obvious fire hazards on the premises; 

c) ensure that no highly flammable substances including fireworks, are brought into, or used in any part of, the 

premises; 

d) ensure that no decorations are put up near light fittings or heaters. 

e) ensure that no unauthorised heating appliances are used on the premises without the consent of the 

Management Committee. Portable Liquefied Petroleum Gas (LPG) heating appliances shall not be used 

under any circumstances. 

f) prevent any internal decorations of a combustible nature (i.e. polystyrene, cotton wool) to be erected; 

g) report the failure of any equipment belonging to the Village Hall, as soon as possible to the Booking 

Secretary. 

h) report all accidents involving injury to the Booking Secretary as soon as possible and complete the relevant 

section in the Accident Book which is kept in the V H kitchen, next to the First Aid Box. (Certain types of 

accident or injury must be reported on a special form, the Booking Secretary will give you details.) 

i) be aware that the assembly point in the case of evacuating the building will be in the car park adjacent to 

the corner of Groves Close and Downs Road; 

j) switch on the Fire Exit signs before the start of your booking, and switch them off again before leaving; 

k) be aware that there is an emergency lighting system which will operate in the event of an electricity supply 

failure; 

l) ensure that in the event of a fire breaking out no one stops to collect clothes or equipment, but leaves 

immediately by the nearest exit and that the fire fighting equipment is only used if it is necessary to ensure 

the safe evacuation of members of your party/organization; 

m) be responsible for or have delegated responsibility for, ensuring that nobody is left anywhere in the building 

including the kitchen and all toilets, including the toilet for the disabled, in the event of an evacuation; 

n) in the event of a fire, be responsible for, or have delegated responsibility for, calling the Fire Service through 

999, either by mobile phone, or the telephone box situated on the corner of Groves Close; 

o) ensure that none of your party/organization re-enters the Village Hall unless given permission to do so by  

the Hampshire Fire and Rescue Service. 

p) Inform all members of your party/organisation of the above information at the beginning of your session; 

 
 

 

I have read the above information and agree to comply with the conditions. 

 

 

 

Signed ……………………………………………………………………………                   Date ……………………………………… 

 

 

Organisation ………………………………………………………………….. 

 

 

 

 

 

Revised September 2019 
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