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  The Parish Hall, Grenville Avenue, Locking, BS24 8AR


HIRE OF PARISH HALL / NURSE THOMAS SUITE
BOOKING REGULATIONS
1
LICENCES
a) The Parish Hall is registered with North Somerset Council for a Premises Licence 
which covers Public Music, Singing and Dancing.  The terms and conditions of the 
Licence are displayed on the Inner Notice Board at the Hall.  For the convenience of 
the Hirer, specific action to be taken when the public is admitted to functions held by 
them is listed in these booking regulations.  
The conditions of the Licence are legal requirements only when the public are admitted to the Hall, and do not apply to meetings of Clubs, etc – which are restricted to members only.  The Parish Hall/Park Committee expects that in the interests of Health and Safety, the various safety regulations shall be observed at all times.
b) The Hall is NOT licensed for the sale of alcoholic liquor or professional theatrical 
performances.  Any extension licences for these must be arranged and paid for by 
the Hirer and obtained via the Licensing Department of North Somerset Council.  
These are known as Temporary Entertainment Notices (TENs) and a copy of the TEN 
must be provided to the Clerk to the Council before any Hirer takes possession of the 
Hall.

c)
The Hall is registered with the Performing Rights Society Ltd. Users must notify the 
Clerk to the Council of their intention to include any kind of music in their programme.  
Any charges payable to the Performing Rights Society will be included in the invoice 
sent by Locking Parish Council.

2
GENERAL REGULATIONS
a)
The kitchen shall be for the sole use of food and drink preparation.

b)
The number of persons in the building at any given time must not exceed 140 in the 
main Hall and 25 in the Nurse Thomas Suite.

c)
Normally 14 clear days’ notice of hiring should be given before any event.

d)
Cancellation: - Unless notification of cancellation of a confirmed booking date 
is given 
verbally in the first instance and in writing to the Hall Booking Attendant and to the 
Clerk to the Council at least 24 hours before the due booking, the full charge for hire 
of the Hall may be made.

e)
Verbal bookings of the Hall will be accepted as provisional and must be confirmed in 
writing by submission of the completed Booking Form and deposit fee.
f)
All hirers, except regular users, will pay a deposit of £50 when booking the Hall. (This will be returned subject to the condition of the Hall at the end of the hire period and at the Council’s discretion.)  The invoice for payment will be issued before the event. Regular users will receive monthly or quarterly accounts which are payable to Locking Parish Council via the Clerk.

g)
Hirers will book from the time of being in actual possession and NOT from the times 
of their meetings/parties – e.g., if the Hall is occupied for preparations, etc over and 
above the allocated session, a pro-rata charge will be made.  Charges will be levied 
in accordance with the current Hiring Charge details - a copy of which may be 
obtained from the Hall Booking Attendant or the Clerk to the Council.  These details 
are also displayed on the Inner Notice Board at the Hall.


h)
Hirers will make their own arrangements with the Hall Booking Attendant or the Clerk 
for the opening and the closing of the Hall.

i)
There shall be NO sub-letting of the Parish Hall under any circumstances.
j)
Any damage to the Hall or its fittings must be reported to the Clerk to the Council at 
the earliest opportunity.  Any damage considered to be over and above normal risk 
will be charged for by the Parish Hall/Park Committee.

k)
The hall piano should NOT be moved under any circumstances and any damage caused by moving it will the responsibility of the individual. Any damage caused by moving the piano is considered to be the result of negligence and a breach of the council’s rules and regulations and you will be charged. Please be aware that any injury incurred due to moving the piano will not be covered by Locking Parish Council’s Public Liability Insurance. This means that any medical expenses or other costs resulting from injury will be your responsibility.
l)
Any organisation wishing to use the Audio Hearing Loop Induction System, 
loudspeaker equipment, wireless microphone, stage lighting or the piano, should 
notify the Clerk to the Council.  There is also a full set of 50 items of crockery 
available for hire at functions at a nominal charge. 
m)
If the amplifier, or any other items of equipment are used by any organisation, they 
must, on completion of use, be replaced in the correct position by the Hirer and left 
safely in the OFF position.

n)
All articles and materials which are the property of the Hirer, must be removed at the 
end of each session.  The Committee accepts no responsibility for loss, damage or 
theft of Hirers’ property either in the Parish Hall or the Car Parks.
o)
The stage is to be used for theatrical or similar purposes only and not as an extension 
to the main Hall.  By law, no children shall be allowed on the stage unless supervised 
by an adult.
p)
The radiators must NOT be turned off and there must be NO interference with the 
boiler controls in the kitchen or to any thermostats.  Any damage must be reported 
and paid for by the Hirer.
q)
It is a condition of the booking that Hirers of the Hall are requested to arrange their 
own Public Liability Insurance cover to cover any personal items brought into use 
in the building.
r)
THE HALL SHALL BE LEFT IN A CLEAN AND TIDY CONDITION -

[see Regulation j) – above and 3 i) – ii) below] 
s)
The Nurse Thomas Suite shall be used for meetings of adult organisations only, 
unless special permission is granted by the Parish Hall/Park Committee.
3
SPECIAL REGULATIONS

The following are legal requirements under the terms of the Public Music, Singing and Dancing Licence, and in the interests of public safety, should be observed at all times.

a)
The Parish Hall is a NO SMOKING establishment and this condition shall be 
respected by all persons.

b)
All gangways, corridors and stairways intended for EXIT shall be kept entirely free 
from obstruction at all times.

c)
Barriers for checking or controlling admission shall NOT be used.
d)
All exit signs will automatically light in the event of a power failure.
e)
The public shall be permitted to leave by the entrance door and this door must be 
secured firmly and locked at the end of each function.   
f)
All designated FIRE EXIT DOORS shall NOT be obstructed in any way and shall be 
secured firmly before leaving the premises.
g)
In the case of emergency, please telephone 999.  The Fire Brigade, Ambulance or 
Doctor, as appropriate, must be called at the outbreak of any fire, and upon the 
occurrence of accidents, disturbance or illness.
h)
Special attention is to be paid to the regulations prohibiting the use of inflammable or 
explosive materials for decorations or as stage ‘props’.  Hirers should take 
responsibility to endeavour that decorative items or props shall be fire retardant.  
i)
i) When the chairs are used for seating audiences, they must be set out as described 
in the Public Music, Singing & Dancing Regulations - theatre style.  


ii) Chairs and tables shall be replaced where they were found, along the sides of the 
Hall.  For Health and Safety purposes there should be no more than 3 tables in a 
stack or 5 chairs in a stack.
j)
It is the responsibility of the person in charge of the event to inform persons of the 
location of fire exits and the manner in which they shall be used. Two persons shall 
be nominated as Stewards to supervise any use of the fire exit door and an additional 
two people nominated to provide adequate provision for any disabled people using 
the Hall.
I acknowledge receipt of the Booking Regulations and hereby agree to their contents.

Signed ……………………………………….

Name …………………………………..

Group (if applicable) ……………………………

Date ………………………………..…. 
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