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Special Conditions of Hire during COVID-19  

 
Note: These conditions are supplementary to, not a replacement for, the Hall’s ordinary 
conditions of hire.  
 
SC1: You, the hirer, will be responsible for ensuring those attending your activity or event comply 
with the COVID-19 Secure Guidelines while entering and occupying the hall, as shown on the 
attached poster which is also displayed at the hall entrance, in particular using the hand sanitiser 
supplied when entering the hall, and after using tissues.  
 

SC2: You undertake to comply with the actions identified in the hall’s risk assessment, of which 
you have been provided with a copy.  
 

SC3: You will be responsible for cleaning toilet handles and seats, wash basins and all surfaces 
likely to be used during your period of hire before other members of your group or organisation 
arrive and to keep the premises clean through regular cleaning of surfaces during your hire, paying 
particular attention to wash hand basins and kitchen equipment (if used), using either the products 
supplied (which will be in a clearly accessible location) or your own ordinary domestic products. 
You will be required to clean again on leaving.  
Please take care cleaning electrical equipment. Use cloths - do not spray!  
 

SC4: You will make sure that everyone likely to attend your activity or event understands that they 
MUST NOT DO SO if they or anyone in their household has had COVID-19 symptoms in the last 
7 days, and that if they develop symptoms within 7 days of visiting the premises they MUST use 
the Test, Track and Trace system to alert others with whom they have been in contact.  
 

SC5: You will keep the premises well ventilated throughout your hire, with windows and doors 
open as far as convenient. The ventilation system will only discharge fresh filtered air into the Hall 
and will exhaust “used” air on a continuous basis. You will be responsible for ensuring all doors and 
windows are securely closed before leaving. Ensure the Fire Escape inner lock is turned full 
clockwise. 
 

SC6: You will ensure that the Hall capacity is not exceeded. We are applying a general limit of 50 
in the Main Hall with the divider in place, 25 for the Café area or 75 for the undivided space. This is 
a general rule which may be adjusted for specific activities subject to written consent of the 
Trustees. 
The divider MUST be used in accordance with the terms of your hire. 
 

SC7: Parking in the car park must be within the marked bays ONLY. Other parking must be on the 
road outside. 
Visitors to the Hall should not congregate in the passages waiting to enter the rooms. 
You will make sure that no more than 2 people use each suite of toilets at one time.  
 
SC8: Entry to the Hall will be via the main door to the Main Hall, Meeting Room or Café area. Exit 
from the Café area and Meeting Room will be via the main door. Exit from the Main Hall can be via 
the main Door or Fire Escape door, although the Fire Exit is preferred if others are entering the 
building.   
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SC9: All who enter the building should sanitize hands or wash with soap and water. This process 
must be repeated in the event of possible contamination e.g. blowing nose or sneezing. Any contact 
surfaces of equipment which may have been contaminated must be cleaned or quarantined for 
72hours. 
 

SC10: You are asked to keep a record of the name and contact telephone number or email of all 
those who attend your event for a period of 3 weeks after the event and provide the record to NHS 
Track and Trace if required.  
 

SC11: You will be responsible for the disposal of all rubbish created during your hire, including 
tissues and cleaning cloths, suitably bagged up, in the wheelie bin provided outside the Hall, 
ensuring that recyclable materials are put into the green bin.  Alternatively, you may elect to take all 
rubbish away with you when you leave the hall.  
 

SC12: If the kitchen is to be used, the number entering the kitchen should be limited in accordance 
with the individual hire arrangement. All kitchen surfaces to be cleaned after use. Crockery etc to be 
washed in the Dishwasher where possible. Washing of limited quantities may be done by hand but 
should be dried with blue roll or clean tea towels supplied and removed by the hirer. 
 

SC13: We will have the right to close the hall if there are safety concerns relating to COVID-19, for 
example, if someone who has attended the hall develops symptoms and thorough cleansing is 
required or if it is reported that these Special Hiring Conditions are not being complied with, 
whether by you or by other hirers, or in the event that public buildings are asked or required to close 
again. If this is necessary, we will do our best to inform you promptly and you will not be charged 
for this hire.  
 
SC14: In the event of someone becoming unwell with suspected Covid-19 symptoms while at the 
hall you should remove them to the designated safe area (the small meeting room), provide tissues 
and a bin or plastic bag, and a bowl of warm soapy water for handwashing.  
Ask others in your group to provide contact details if you do not have them and then leave the 
premises, observing the usual hand sanitising and social distancing precautions, and advise them to 
launder their clothes when they arrive home.  
Inform the Hall Trust Secretary on 01524-824243 or 07770-264-355.  
 

SC15: Events shall not exceed the numbers specified in SC6, unless with the express approval of 
the Trustees, who may restrict specific events to lower numbers.  
 

SC16: Where a group uses their own equipment, the organiser will ask those attending to bring 
their own equipment and not avoid sharing where possible. 
Try to avoid using equipment which is difficult to clean. You will ensure that any equipment you 
provide is cleaned before and after use, and in any case before being stored in the hall’s cupboards 
or storage area.  
The hall toilets and the storage room are equipped with passive infra-red detectors which means that 
lights come on automatically in these areas, being turned off when no motion is detected within a 
set time. Please remind people not to touch any switches or thermostats (which may look like 
switches). 
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SC17:  While face coverings are no longer a legal requirement, we recognise they are useful in 
limiting the spread of COVID-19. Each group may wish to require their members to continue to use 
face coverings particularly if the activities involve close association with others. It is expected that, 
before dispensing with any face coverings a check should be made that all members are comfortable 
with this, particular as the main point is to protect others. Where other groups are in the Hall their 
wishes should also be considered. To facilitate this all users should be advised to bring face 
coverings when attending. The Trustees reserve the right to mandate face coverings as a condition 
of hire if due consideration is not given to other users. 
 


