Chieveley Recreational Centre													Revision 23/05/2022
Pre Hire Document (Larger and Special Events)
Booking Name____________________________  Booking Date ______________________________

Please complete this form to help us to ensure that potentially important details are considered. We shall help you if we can. Information from this is input to our assessment of whether we can take your booking.

	Question
	Yes / No plus details
	Implication
	Please be aware of

	How many guests are you expecting?
	
	Small events are easier to run than are larger events.
	If you are running a competitive event, include spectators as well as competitors.

	Please predict the MAXIMUM number of cars you expect at your event at one time. 
	
No. of cars ______
	Due to multi events taking place at Chieveley Village Hall and in Recreational Centre, we need to be aware of how much space is needed for car parking purposes.  This helps us to manage car park capacity at times of high demand.
	The high demand levels of the hall means there is more pressure on car parking space.  We aim to ensure everyone can park safely when using the hall. 

	Would you like to take vehicles onto the field?
	
Yes / No

If Yes how many? ………….
	We will provide a key to the gate if access is to be allowed.


	We do not normally permit parking on the field but will consider this where the season indicates that the ground will be hard and the numbers are manageable.

	Are you planning a barbeque?
	
Yes / No
	Gas Barbeques only please.
	Please situate them so that the grass is not damaged and that there is no risk of setting light to the hall, vehicles, or people.

	Do you have any high vehicles? (over 2.0m)
	
Yes / No
	You will need a key to the height barrier.  There is a key for this on your set of hirer’s keys.
	You can either pin back the gates in use to keep it open, or lock it whilst you are there.  Please lock it closed on departure.

	Are you planning to play music?
	
Yes / No

Inside / outside
	You will need to obtain a license from PPL
https://www.gov.uk/licence-to-play-live-or-recorded-music

If outside this will need to be discussed further.
	We are in a residential area. Please be considerate of the volume being played. The Hall has a license from the PPL for playing music within the Hall, this does not cover you outside. 

	Do you require use of the field?

Which zone(s)?
	Please indicate what outside space you require:

Exclusive use of the Whole field Y / N

Area between football pitches   Y / N
	If you inform us that you will require full use of the entire rec, we will ensure that this doesn’t clash with any regular sports bookings.  
	We cannot prevent casual users from walking and using the space. Expect possible users of the MUGA, playground, skate-ramp and tennis courts during your time with us.

	Are you planning to serve alcohol?
	
Yes / No
	You will need to apply for a TENs licence through West Berkshire Council.  Please go to this link for further information. 
https://www.gov.uk/temporary-events-notice  
The Village Hall charge an additional £10 as it this will use one of our licence allocations.
	Whether you are selling alcohol for profit or for charity, you will need to apply and have an approved TENs licence prior to your booking.

	Do you have any other particular requirements beyond the options listed in your booking request?
	(List)
	
	Our standard offer is of a Hall / field with standard equipment.

	Does the time of your booking include your set-up and break-down time?
	Yes / No




Are any arrangements expected to extend beyond the booked time?
	Please ensure it does. Others may be using the facility before and after you and their needs must be accommodated as well as yours.
Cleaning and maintenance are undertaken outside booked hours.
	The facility should be returned in the same state as it was when made available to you with all furniture returned to store. 


Special arrangements can be made to allow you to wash and return cutlery / crockery.

	Do you expect that your event will impact the community beyond the Hall?
	Yes / No
(Please identify the nature)
	Do you have competitors going onto the roads?
Do you seek to have anyone stay on the premises beyond normal hours?
Do you expect noise (e.g. PA systems, dogs barking).
What is the confidence in the projected numbers of attendees and vehicles?
	Events can occur that have an impact, but the risks and measures taken need to be proportionate. We seek to be considerate to our neighbours as well as to support you in having an enjoyable and successful event.

	Have you conducted a risk assessment?
If not yet, is this to be done and when?
	Yes / No
(Please send us a copy or say when it is to be available)
	The management of risks may drive additional requirements. We can support you in some, but only those within our capability and that we know about.
	We all seek to ensure that events are happy, successful and safe.
CRC is operated by volunteers. It is hard to recruit and retain these. You may know how you have run similar events in the past, and that reduces risk where we can support you in delivering them. We are seeking continually to improve our methods, which may occasionally mean that something done in the past cannot be supported by our new approaches.



A member of the Hall Staff will discuss your booking and needs with you.
On satisfactory completion of the above, of receipt of your deposit, we will check that all is feasible, checking the price and content of your booking. If you accept this quote and the associated terms, we will confirm it. Our ability to support future events may differ from historic practice.
