THORNDON VILLAGE HALL RULES, AND FACILITIES AVAILABLE IN THE HALL

GENERAL RULES 

These Rules and Facilities should be read in conjunction with the Health and Safety Policy, Equal Opportunities Policy, Child and Vulnerable Adult Safeguarding Policy and General Data Protection Policy.  Copies of the most current versions of the above policies are available on the Thorndon Website (thorndon.suffolk.cloud) under About Us and then Village Hall, and are also displayed in the red folder next to the notice board in the main hall.  If you require paper copies of these policies please let us know. 
Failure to observe the requirements below, and the policies mentioned above, may lead to forfeit of your security deposit. 

All applications for the hire of Thorndon Village Hall must be in writing and the person who signs the application shall be considered the Hirer.  Where a Promoting Organisation is named, that Organisation also shall be considered the Hirer and shall be jointly and severally liable with the person who signs the form.

The right to refuse any application received for the hire of Thorndon Village Hall, without assigning any reason, is reserved to the Committee or to the Chairman of the Committee acting on their behalf, provided that the Chairman will report his action to the next meeting of the Committee.

The Hirer SHALL leave the Village Hall in a CLEAN AND ORDERLY STATE.

Prior agreement must be obtained before any property of the Hirer can be left in the Village Hall overnight.  The property must be removed before 10.30 am of the next day, unless agreed otherwise at the time of hiring, or fees will be charged for each day, or part of the day, until the property is removed.

Thorndon Village Hall Committee accepts no responsibility for any property left on the premises after the hiring.  In the case of Bazaars, Jumble Sales and other occasions when property is brought into the hall for sale, all property remaining unsold at the termination of the hiring will be considered to be the property of the Hirer for the purposes of this condition and should be removed.

Any items left on the premises following an event will be disposed of after 24 hours.  Please notify Richard Nowak, Chairman, on 07764 618103 if anything is left in the hall. 

If Thorndon Village Hall Committee needs to cancel your hiring due to circumstances beyond their control, such as adverse weather conditions, they will endeavour to give you as much notice as possible. 

Only intoxicating liquors supplied by Thorndon Village Hall bar are allowed to be consumed on the premises unless prior agreement has been given.

The period of hire shall be calculated from the time of access to the hall for setting up to the time of vacating the hall after cleaning up and clearing away.  This does not entitle the Hirer to use or enter the premises at any time other than the specified hours for which the hall is hired unless prior arrangements have been made.

The Hirer shall not sublet Thorndon Village Hall or any part thereof.

The Hirer is responsible for all damage to Thorndon Village Hall, and to any adjacent property and to any property in the hall occurring during the period of hiring, or while persons are entering or leaving the hall pursuant to the hire however, and by whomsoever, caused.

Thorndon Village Hall Committee shall not be responsible for any loss or damage to any property arising out of the hiring or for any loss, damage or injury which may be incurred by, or be done, or happen, to any person or persons resorting to the hall during the hiring arising from any cause whatsoever, or for any loss due to any breakdown of machinery, failure of supply of electricity, leakage of water, fire, government restriction or act of god which may cause the hall to be temporarily closed or the hiring to be interrupted or cancelled, and the Hirer shall indemnify Thorndon Village Hall Committee against any claim which may arise out of the hiring, or which may be made by any person resorting to the hall during the hiring in respect or any such loss, damage or injury.

The right of entry to Thorndon Village Hall is reserved to any member or members of Thorndon Village Hall Committee, any other agent appointed by them, any Police Officer and any authorised Officer by virtue of the Licensing Act 2003, at any time during the hiring.

The Hirer shall be responsible that good order is kept in the hall during the hiring.  Thorndon Village Hall Committee reserves the right for any member of the Committee to put a stop to any entertainment or meeting which in its, or his or her, absolute discretion, is considered not to be properly conducted.

Flags, emblems, or other decorations shall not be displayed outside any part of the hall without the prior consent of the Committee.

Any damage to Thorndon Village Hall and its contents during the course of your hiring should be reported to Richard Nowak, and any cost of repair and / or replacement in excess of the security deposit will be the responsibility of the Hirer / Organisation.
If you experience any problem with entry into the village hall, or during the course of your hiring, please contact Richard Nowak
07764 618103
	 


	SETTING UP FOR YOUR EVENT
On arrival in Thorndon Village Hall please familiarise yourselves with the layout, doors, windows, fire exits and fire extinguishers in case of emergency.

All light switches for the main hall, foyer, outside and bar areas are clearly marked within the hall and on the plan attached to the Health and Safety Policy. 
The light switches to put the lights on over the veranda, at the front and rear of the car park and in foyer are located in the foyer inside the front door on the right-hand side.  There are also sensor lights on the veranda and disabled slope that detect movement and trigger the lights on the veranda and disabled slope to come on if there is insufficient light.  These lights stay on whilst there is still movement in these areas.
If the hours of your hiring are to take place over any period of darkness it would be advisable to switch all 4 outside lights on when you arrive in the hall.  PLEASE REMEMBER TO SWITCH ALL FOUR LIGHTS OFF WHEN LEAVING THE HALL. 

· The coloured downlighters, alcove downlighters and alcove wall lights are dimmable

· The light switches for the kitchen are just inside the internal kitchen door on the left-hand side

· The light switches for the cleaning cupboard are just inside the cleaning cupboard door on the left-hand side

· The light switches for the disabled toilet are just inside the disabled toilet door on the left-hand side

· The light switches for the boiler room are just inside the boiler room on the right-hand side

· The light switch for the corridor to the toilets is located to the right of the entry door to the corridor.  Once switched on the red glass on the switch will be illuminated.  THIS MUST BE SWITCHED OFF BEFORE LEAVING THE HALL
· The ladies and gents toilet lights are on an automated pre-set time switch.  They can therefore not be switched on or off but will automatically switch themselves on when someone enters the toilets and off when no movement is detected within the toilets  

Do not drag tables or chairs when moving them.  Please lift and move these to your desired positions.  If you are moving stacks of plastic chairs please do this by using the black chair trolley located in the boiler room.

The table trolleys which holds the extra eight tables can be stored in the cleaning cupboard during your event.  This has two brakes at floor level which must be taken off before moving the trolley.  Do not drag the trolley whilst the brakes are on.  Please ensure it is returned to its rightful place after your event has finished.

If you wish to store excess chairs away from the main hall during your event these can be stored in the boiler room.  Please ensure they are returned to their rightful place after your event has finished.

There is a two-tier utility trolley in the boiler room which can be used by the Hirer for transporting items, such as cutlery and crockery, more easily around the hall when laying up tables. 

Please do not put any decorations on the painted surfaces in the hall, as Sellotape and blu-tac damages these surfaces.  Decorations can be pinned onto the wooden surfaces.

No candles or naked flames are allowed within any part of the hall, including the bar area, due to being a fire hazard.

No chocolate / sweet or drinks fountains are allowed within any part of the hall.
There is sufficient cutlery and crockery in the kitchen to cater for up to 150 people.
There are also bowls and large platters for your use in laying out your food.

Please bring your own sharp knives for cutting up food during its preparation.

There are two urns and two kettles in the kitchen for making tea and coffee.  Please bring you own tea, coffee, sugar and milk.
Hirers need to bring their own tea towels for drying up after their event but there is washing up liquid and dish cloths.

There is an electric cooker and electric industrial dishwasher in the kitchen. These have individual instructions on how to use them on a laminated sign located near to them.
There is also a microwave, fridge, freezer and two hot cupboards in the kitchen.  The hot cupboard on the right is permanently switched on at the wall behind it, the hot cupboard to the left needs switching on at the wall to the side of it.  The socket for this is located to the left-hand side of the hot cupboard behind the stacked wooden trays.  
A supply of trays is stacked between one of the hot cupboards and the outside kitchen wall.

Instructions on how to use the P.A. system are printed inside the P.A. system cupboard.  There is a plugged-in module within the PA cupboard which enables Bluetooth use of iPads and mobile telephones.  There is also a lead that can be used to download music from iPads and mobiles if the Hirer is not able to do this using the Bluetooth facility.  This lead can be located on the top shelf within the PA cupboard on the right-hand side.  A spare battery for the roving microphone is also located on the top shelf on the right-hand side.


	DURING YOUR EVENT
The Hirer is responsible for clearing up any spillages in the main hall, kitchen or bar area immediately.  A mop can be found in the kitchen, or behind the bar if you are using the bar facilities.
Do not stand hot containers, plates etc on the wooden tables in the bar area without a suitable coaster underneath.  Similarly, do not write on paper on these tables without resting something thicker underneath.  

If it is too hot during your event DO NOT turn the thermostat valves down on individual radiators.  Please go into boiler room cupboard and press the override button.  If it is too cold and you require the heating on again go into boiler room cupboard and press the extra hour button relating to heating.  There is a laminated sign on the wall in the boiler room to explain both the above procedures.

There is a nappy changing facility within the disabled toilet. 

	
	


	CLEARING UP AFTER YOUR EVENT 

The six tables in the three alcoves of the main hall should be wiped down with warm soapy water as should the 8eight foldaway tables before stacking back on the table trolley and the ten further foldaway tables before stacking back in the boiler room cupboard.  A supply of cloths for this purpose is kept in the kitchen and also in the cleaning cupboard.

Please stack the eight foldaway tables back on the table trolley.  If you have moved the table trolley into the cleaning cupboard, please return this back to its rightful place.  Please remember that this has two brakes at floor level which must be taken off before moving the trolley. Do not drag the trolley whilst the brakes are on.
The chairs, other than those already situated within the three bays, should be stacked back in the bottom corner of the hall where found, ensuring the front rows are stacked no higher than five chairs high for safety reasons.

Spillages and wet areas of floor need mopping up in the main hall and then the floor either swept or vacuumed.  The carpeted areas of the main hall need vacuuming as does the bar area after your event.

Cleaning products, dusters, a vacuum cleaner and big sweeping brush are kept in the locked cleaning cupboard.  

Please empty the kitchen bin after your event and dispose of the rubbish in the black bin outside the village hall car park next to the bottle banks.
If you have used the urns in the kitchen please empty the water out of them, once cooled, and make sure the tap is turned off so there is no leakage of excess water from the urns.  Please ensure the urns are returned to their rightful place.
Do not put any bottles / glass items in the bottle banks between the hours of 9.00 pm and 9.00 am.



	Before leaving the hall please ensure the following are undertaken: -
· The main oven isolating switch on the wall behind the cooker, all the switches for the oven and rings of the cooker, hot cupboards and dishwasher are to be turned off following use
· The fridge and freezer are to be left on

· Take home any items that had been stored in the fridge during your event 

· Do not leave any rubbish in the kitchen bins, please dispose of rubbish in the black bin outside

· Please ensure the external kitchen door is locked

· Turn off all taps in kitchen and toilets

· Do not leave any nappies in the bins in the ladies, gents or disabled toilets.  Dispose of these in the black bin outside 

· Make sure all switches in the P.A. system are switched off, including portable and static microphone

· Make sure all windows are closed

· Ensure that all the vertical blinds are COMPLETELY closed in the three bay areas of the main hall
· Make sure all fire exits are closed

· Make sure all lights in all areas of the hall are turned off
· Turn off the switch outside the corridor to the toilets which controls the lights in the corridor.  The red glass will be illuminated if the lighting system is switched on so therefore needs to be turned off before leaving the hall  
· NOTE:  The ladies and gents toilet lights are on an automated pre-set time switch.  They can therefore not be switched on or off but will automatically switch themselves on when someone enters the toilets and off after the last person leaves the toilets  

· Please ensure the lockable internal front door, from the foyer to the main hall, is locked.  The other internal door, which is not the lockable door, also needs to be bolted top and bottom on leaving the hall

· After putting keys in the key safe please switch off the clearly marked foyer and car park lights

· Please turn the rectangular knob on the inside of the main door to the horizontal position before leaving the hall.  You should then not be able to turn the outside knob once the door is shut without entering the code 

· The sensor lights on the veranda and disabled slope will come on, and stay on, whilst they detect any movement within these areas.  They will automatically turn themselves off once there is no movement

Please respect our neighbours and local residents by leaving the hall and surrounding area quietly.  Thank you.


Richard Nowak August 2026

