
CARYFORD
COMMUNITY HALL  

 
Registered Charity No. 295286        
      Hon. Bookings Secretary:   Miss Annette Bedford 
           3 North Street 
           Castle Cary BA7 7AU 
               Tel: 01963 351324 
To the Hirer: 
Many thanks for your booking of Caryford Community Hall. 
 

The return of the attached Hiring Agreement will confirm your booking.  
Please check the details carefully, making sure all sections are completed. 
 
The Standard Conditions of Hire are attached, and, where necessary, Special Conditions of 
Hire for your particular booking.  It is important that not only you, but also anyone to whom you 
delegate  responsibility during the event, reads, understands and acts on these.  To help you in this, 
the “Do’s and Don’ts” of using the hall are given in a more digestible form overleaf. 

When you have read the documents please sign and date the Hiring Agreement form at Section 10 
as the “authorised representative of the hirer” and return it to the Bookings Secretary, Annette 
Bedford (address above) immediately to make sure of your booking.  You are advised to keep a 
copy of the form. 

Do not send back the Conditions of Hire forms – it is 
important you keep these in order to be able to refer to them 
before and during your booking. 

You will be invoiced for the Hire Fee after the hiring.   For 
some functions a deposit is required - invoice enclosed. 

If you have any queries about your booking please contact 
the Bookings Secretary to discuss them. 

 
Using the Hall 
 

 Unless you are a key holder, a committee member will arrive to open up the Hall for you at 
the time stated on the form.  They will check that the heating is working (if applicable), that 
everything else is in order, and that items such as staging, crockery etc are available to you, 
as booked. 

 
 The committee member will return to lock up at the time stated on the form, and will expect 

you to be cleared up and ready to go by that time.  If you finish early please make sure one 
responsible person stays on the premises until the committee member arrives.  For security 
reasons, for any late night booking we would appreciate it if the responsible person could 
remain with the committee member while he/she checks the building and locks up. 

 
 The committee member should be able to answer any queries about use of the building, and 

the notices in the red file in the kitchen will tell you how things work etc. 
 

 The Special Conditions of Hire for public entertainments and other large functions and for 
teenage parties are enclosed where necessary, and will help you run your events legally and 
safely.  Please read them and bring them to the attention of everyone taking 
responsibility at your event, and in particular the person supervising, if not yourself. 

 
 If there is to be alcohol at your event, whether for sale or not, you must read the 

“Alcohol at your event?” form, and return a signed copy. 
Updated 08.07.18    

Crockery and Cutlery 
Approximately 70 cups and saucers, 
20 glass tumblers, and assorted 
teapots, jugs, plates, teaspoons etc 
are available for your use.  There is a 
charge for additional crockery.  Please 
ask for details. 


