Invoices and payment

We reserve the right to ask for a deposit when you book, especially for
large events and if this is your first booking of the hall. We will normally
invoice you immediately after the event, to the individual and address
given on the booking form. We expect payment within 14 days. You can
pay by cheque or ask for our bank details to make a bank transfer. Late
payments will incur an interest charge.

If necessary our invoice will include any charges to cover breakages,
damage or other costs.

The hall has operated since 1933 serving generations of
Lympstonians. The hall is a registered charity and depends vary
largely on the efforts of volunteers to manage and run it and to
raise funds for improvements. We have spent over £275,000 since
2009, but there is always more to be done.

We are always very pleased to receive donations; we are regis-
tered for Gift Aid. And we will be very pleased to discuss any ideas
for fundraising events and other help-in-kind to help the hall. Our
fundraising officer is Suki Commin (01395 269989).

CONTACTS

For large events you may be given a named contact.
Main contact about hiring the building & for viewings:
Don Mildenhall: 01395 260500 / 07850 760688

Alternative contacts:

Miles Freeman, Premises Manager, 07843 735310

Bookings Manager / Treasurer: Michael Wilkes 01395 265147
Alcohol licences: Sally Harradine 01395 263907

Full information about the hall and the latest version of
this guide can be found on our website:
www.lympstonevillagehall.co.uk

LYMPSTONE VILLAGE HALL

www.lympstonevillagehall.co.uk

Hirers’ Guide
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Please read carefully.

Pass this information on to anyone else who will be in charge
of opening the Hall and/or running your event.

We want your use of our Village Hall to be as good an experience as
possible. These notes should help you to know what facilities we have,
what to expect, to understand what you must do before during and after
use, and how to get further help and information. Inside you will find:

. A summary of our facilities

A listing of extra services that can be arranged

Floor plan layout and facilities — where to find what

Keys and access — getting in and locking up

Location, travel details and directions; car parking

Checklist of things you should bring

Contacts and help — getting advice and dealing with problems
Your booking — what you need to know, including:
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. Times of your booking

. Licensing — the bar and public performances
. If you need to cancel

. Insurance

. Invoices and payment

A diagram showing layout and facilities is on the centre pages.

If you have never used the Hall before we strongly recommend that
you either have a prior visit to familiarise yourself with the facilities,
or arrange to meet a member of the Management Committee there
before your hire starts. See contacts on back page.




Facilities available to hirers

The hall can accommodate and support a very wide range of activities and
events and has a considerable amount of equipment which can be booked and
made available to hirers, including:

Tables — rectangular and round. A total of over 60 tables

Chairs — 150 padded chairs and 70 plastic chairs

Crockery and cutlery for at least 120 people

Glasses (wine, juice, beer), champagne flutes, water jugs, 60 mugs
Fridges (2) and freezer

Dishwasher and glasswasher (commercial 3 minute cycles)

Ovens (2), gas hob and warming cupboard; microwave

L I L A

Dimmable lighting

Disco light ball *  Theatre lighting * Cinema screen * Projector*
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Sound and AV facilities * - These starred items require separate contact
with Don Mildenhall on 01395 260500

The Gallery section of our website gives a number of views of the rooms show-
ing layouts that can be used. We can offer specific advice on capacity for vari-
ous seating layouts for larger events.

Extra services

E a r |-y p Ferevients such as parties and wedding receptions on a Saturday,
we may be able to offer you use of the hall on the previous Friday evening to
set up. This would typically be from 5.30pm, but could be earlier during school
holidays. We would only charge for your time in the hall, not for the total
elapsed time.

Clearing t he fFo$aturdaywdventg(andpossiblyisomeFriday
events) we can offer you the option of leaving clearing up until the following
morning, normally for 2 hours between 8 and 10am

Putng tabl es and:Welaaadrrange foothethall’afurrdturea w a

to be set out as you wish and then put away after your event. Our cleaners do
this for a separate cash payment.

Runni ng a:Wseaanofténeupply ¥ limitled staffed bar service (wine,
spirits, bottled beers and ciders, soft drinks) during your event, for a small fee.

Checklist

If you are unfamiliar with the hall you should ask for a ‘walk through’ of
the details of the kitchen appliances etc shortly before your event. Much
better for us and you to ask questions beforehand! Than have a problem
on the day. Depending on your event you may need some or all of these:

=  Fit people to move furniture
=  Decorations

=  Signs. Please do not fix to painted surfaces, to avoid damage and
costs

Bar equipment — corkscrew, large container for empty bottles

=  Washing up supplies (including teatowels which are needed even if
using dishwasher)

=  Ladles and other non-standard cutlery
= Tablecloths, napkins etc
=  Other items as appropriate.

You will need the Keys - read instructions carefully for collection from
Post Office counter at village shop (“Central”) by railway bridge. Open
7am — 9pm, 7 days a week.

Cleaning, rubbish and recycling

Please mop up spills promptly - especially from chairs and the wooden
floor of the main hall. Use blue paper towel roll found in kitchen.

We ask that you leave the hall as you find it — and clean up by sweeping
and/or vacuuming. Equipment is in a marked cupboard in the corridor
between the main hall and function room. You must put landfill waste into
tied black bags and put them in the wheelie bin in the car park. Black
sacks for this are in a cupboard under the small sink in the kitchen.
Please minimize waste and take cardboard and other containers off-site
when you leave. You must take food waste away off-site with you - use
the blue bin and a compostable sack. Glass and cans should be placed in
recycling bins provided by EDDC in the hall car park.

Problems

Occasionally hirers run into difficulties (eg blocked drains, tripped fuses
or other problems). Follow instructions provided on signs and if you can-
not solve it, use the contact list below to seek immediate assistance.

We welcome your feedback after your event.

U
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Lympstone Village Hall is located up the steep hill behind
Lympstone Parish Church. Best route from outside the village is to
turn off A376 at Saddlers Arms (traffic lights) Keys from Post Office

at point ‘B’ on map.

Travel and parking

By train: the Hall is close to the A376 and Exeter to Exmouth railway -
about 7 minutes walk from Lympstone Village station - see map.

By bus: The Hall is also about 10 minutes walk from the 57 bus route
which stops at the Saddlers Arms.

By car - see map. For Satnav users the postcode is EX8 5JY.

We have one designated disabled parking space and an access ramp
into the main hall.

Note that vehicles larger than a minibus cannot readily access the hall.
We have parking for a total of 40 vehicles, but note that some spaces
may be in use by other users, and users of the adjacent school and ten-
nis courts.

If you expect a particularly large number of vehicles, please tell us so that
we can reserve enough spaces.

Hal | d e Weocan aetommend a company that hires tented ceilings and
other decorations. We have our own set of drapes for a more cost-effective
decoration.

F u r n iOurhire eates include use of all our tables and chairs. Some hirers
prefer to use other furniture (eg larger round tables) or seat coverings and we
can recommend hire companies for this.

Cat e Wécangecommend excellent locally based catering companies. We
also use an excellent cake maker and decorator in the village.

Musi c, | i g The maia mltlhasa goad madge of stage lighting and a
sound system with large speakers and a large cinema screen. There is a fixed
HDMI projector in the main hall. These are available by arrangement.

Use of ¢ o Thehalgsdunctioa rbobn has a spacious patio area with a
retractable 6.5m x 4m canopy.

Addi t onal Qumadrpafk acdorkmodiates. about 45 cars. If more are
needed, we can usually arrange temporary parking on Candy’s Field.

Contacts and practical help

The hall is run by volunteers - you may need to make more than one call to

reach the right person. Themai n cont acts are. |l ist

Rectangular, round and cardt a b drestsred in an external storage container
adjacent to the function room (key on hook in kitchen); The 150 stacking char-
coal padded chairs are stored in marked areas in the Main Hall and Function
Room. Please note where tables & chairs you use came from and return them.
You may well need to access another room to get the mix of tables and chairs
you need. Doors to enable you to do this are normally unlocked; in case of diffi-
culty, please use contacts. Use the wheeled trolleys and the rear corridor to
move chairs between rooms.

The hall’s rooms are cleaned by contractors and should be tidy and clean when
you arrive. The hall is heavily used and sometimes there is too little time
between hires to reach our usual standards. Please report problems — we will
try to respond quickly to problems that affect your hire. If you find anything
broken or missing, please let us know so that we can repair or replace.

ed



Your booking — what you need to know Coll ectng the keys

Bookings can be made by individuals on their own account, or on behalf of
voluntary organisations or companies. By booking Lympstone Village Hall,y 0 u
agree to abide fully by our terms and conditions including our alcohol licence
conditions. You can view our full terms and conditions on our website or by ask-
ing for a copy. Please ask if you are in doubt on any aspect (eg insurance). Lockin g up afer wards

Hours of events

We will have supplied you with details of how to collect the keys. This will nor-
mally be from the post office counter in the village store during their opening
hours, exchanging our voucher for the key, and returning it there afterwards.

It is very important that you check that all windows and outside doors , includ-

The Hall consists of three letting areas (Main Hall, Function Room and Com- ing fire doors and the storage container are closed and secured before you fi-
mittee Room) plus Bar and Kitchen, one or both of which can be hired with the nally leave the premises. You should also make a check for any items left behind
Main Hall, Function Room or both. by your guests—we tell them that you are the first port of call for lost property.

It may well be that if you are booking just one room that other parts of the Hall Please also be sure that fridges and the freezer have been emptied.

will be being used by others; if so please be considerate. L i g htn g

You will have booked the rooms you asked for for the hours specified on the
booking form and confirmed by us on the acknowledgement. Normally the
room(s) will not be available to you before or after these times, and may be in
use by other hirers — see our ‘Calendar’ on our website for information on who It's important that you put the porch light(s) on if it is dark, for the safety of
is using the hall. Be sure that you have allowed and booked enough preparation your guests.

and clearing up time (these are charged at a lower hourly rate).

We have modern lighting with dimmable fluorescents in the main rooms —
please read the notices beside the switches to understand how they work.

' _ Ladders and access for decor
If you want to setup for an event ahead of time (for example on a previous

evening), you mu Safrange this with the bookings manager. Similarly if you There are two stepladders normally stored on the stage, for your use (one is
want to arrange to clear the room the morning after a major event, arrange this behind the curtain on the back wall). There is also a roll-about tower system; if
with the bookings manager. you want to use this please ask for a demonstration and safety briefing. Take

appropriate care. Please do not use fixings which will damage the fabric or dec-

How things work and where th oration of the hall.

The hall has a wide range of equipment. Some of it, including the commercial

dishwasher and glasswasher, may be unfamiliar to you. We have put up instruc- Heatn g

tions next to each item so please read these. The three main letting rooms have separate air-conditioning systems which
Because of limited storage space in the kitchen, some crockery is stored else- heat or cool the air depending on season. These are preset to normal room
where. Broadly you will find: temperatures. If you need to vary these, or have other problems, ring the con-

= 40 of each size of plate plus bowls and 70 cups and saucers in the wide tacts on back page.

drawers in the kitchen, with mugs, sugar bowls etc in the cupboards Vent!| at on

above.
We have two remotely controlled roof vents in the main hall. You do not need

=  The remainder of the plates, cups and saucers and other itemsina full to adjust the control for this.

height cupboard at the end of the bar (key on hook). Bread baskets are in
two small top cupboards in the bar.

If you are in doubt about the availability of any item or its use, please query it
with us as soon as possible. For large events we will show you specific items.



Licensing

The hall is licensed for public performances of various types and the main hall,
function room and bar for the sale of alcohol by East Devon District Council
(licence number PLWAO0485). The licence is displayed at the hall and sets the
hours we can open and imposes conditions on use, including sale of alcohol.

You must adhere to these conditions. In particular, if you are selling alcohol (as
opposed to providing it free at a private party), you must have a bar licence
from the bookings manager, notify us of the name of the responsible person
who will manage the bar and adhere to the alcohol licensng conditions. The
licence does not allow you to take alcohol outside the building or into the
committee room.

We hold a Performing Rights licence to cover playing music at events.
Safety

If you are using the Hall for a public event y_0 ate responsible for the safety of
your guests. This means being familiar with fire exits and switching on fire exit
signs (switches by each sign above doors). For public events, you must make a
public safety announcement (indicating exit routes and what to do in an emer-
gency), designate a responsible person as fire marshal and keep aisles and exit
routes clear and free from trip hazards. You should activate the porch lights
after dusk.

Cancellation and changes

If you need to change details of an event or cancel completely, please let the
bookings manager know as soon as possible. We do not normally make a can-
cellation charge but reserve the right to do so, particularly if the cancellation is
at short notice.

Insurance

The hall carries its own insurance for its building and contents and for public
liability up to £5m. This does not cover your own liability to guests or partici-
pants at a public event, and does not include insurance for any equipment or
goods that you bring to the hall. We recommend that you do not leave valua-
ble, movable items (eg disco equipment, bar stocks, wedding presents) un-
attended in the hall before or after an event, as we can accept no liability for
loss or damage. We also do not accept any liability for damage or loss of or
from vehicles left in our car park.

The following events require extra insurance conditions: bouncy castles, use of
gym equipment and face painting. Ask us for details.

I Kl ANRY

There are 150 stackable and linkable chairs which are used in the main hall and
function room. You will probably find enough in the room you are hiring; there
may also be some stacked in the bar. There are two trolleys to move them
about; please take care, especially going from room to room or if there are chil-
dren about. They normally stack 8 high for storage. Please return them to
where you found them. The committee room has its own wider stacking chairs.
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Most tables are stored in the storage container outside; the key is on a hook in
the kitchen marked ‘Table Store’. The count and capacity of our tables is:

. 9 lightweight trestle tables are in the cleaners cupboard on the
rear corridor. There are a further 24 good quality trestle tables in
the storage container. Trestle tables seat 6 (at sides only) or 8.

. Round tables seat 4 or 5—there are 16 of these in the container.

Round tables consist of a top and separate legs. To assemble put the top upside
down on the floor and push the legs into the 4 clips.

¢ KS [/ 2YYA §aStSowniui@rd-8 x 5 trestle tables and
40 stackable chairs.
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The patio outside the function room has a large retractable sun awning. This is
electrically operated—ask us to demonstrate if you want to use it. tmu Shé
left fully retracted. Do not use at all in rain or high winds. The patio and sun
awning are available if you hire the function room.



Lympstone Village Hall — Access & FaCilitieS | oo ooew ato Funcion foors ot oo v fre door. |

Trestle & round tables Locations to siore padded - ---—— _ L- --- - A St W
T | —mestaremextemal | (T | chairs + 2 x chair rolley. Kitchen has 2 x slectric oven, gas hob, | e .
container. In cupboard (Extra chairs may be in bar) hot cupboard, instant hot-water boiler, | Table Sto '_,.-"'
at [B|there are 8 light- _ microwave, double sink, dishwasher, : (extermal | T
weight trese tables | F' | Push-barFire door | full size fridge + cold drinks cabinet (in bar) | container) e
+ First aid boxes i E;—.nmgeqmpﬁ:; 1.-:::1::1 - Emergency telephone gﬂﬁf
i s, Mops, =
Dbt | i o B FIiE =
<  Doornormally ynjocked D | Exira crockesy In cupboard Toilets
i Porch
Access to Main Hall using gold key: @ Male, * Function Room
(lights immediately on lef of double doors) female o (seats up to 90)
Access to Function Room using gold key: @ & disabled *:31 C
{lights Immediatety on right of double doors) ] = CAR
Access to Committee Room using gold key: @ el o | D gia 3 PARK
then tum left [Double external doors for Tennis Club use only) clore “_“- e * |School One
Access to Bar from kitchen :@ Doors from bar (no enmy) S Kitchen ' T:ﬂm m
into hall and roller blind to function room both open from inside bar Bar v entry) | space
T
Key to table store on hook in kitchen — please replace 4 [+
More crockerny in cupboard im bar — key on hook in kitchen or bar Ramped
accesc
C
| Porch
Stage Main Hall =¥
Storage and Committee (no entry) (seats 130)
resource arca
(not hired) Room steps C
(seats 30) | |
F [+]
Extra security — bar & committes room:
Bar normally unlocked but may be locked for security of stocks.

Committes Rioom — left unlocked but has key inside for hirers' use
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