HORSELL PARISH INSTITUTE 

BOOKING REQUEST FORM

HIRE DETAILS

Date required _____/_____/____ Day of the week __________ Hours from _______to ______                     

One-off or a Regular booking request ?_____________________________________________
Name of Hirer ____________________________ Tel No ______________________________
Group / Organisation name? (If appropriate) _________________________________________

Horsell Resident Yes / No _______________________

Address ______________________________________________________________________

E-mail address _________________________________________________________________

Purpose of Hire ________________________________________________________________

DECLARATION

I have read and agree to abide by the Conditions of Hire.
I am over 21 years old. (A responsible adult can sign on behalf of teenagers).
Signed ___________________________________________ Date _________________________

Send this form to: office@stmarys-horsell.org.uk
 Or hand it in / post it to: Parish Office, Vicarage, Wilson Way, Horsell, Woking GU21 xxx

Payment can be made by Cash or a cheque payable to 'Horsell Parish Institute' or 

can  be paid directly into our Barclays Acc No 90481491, sort code 20 97 58 referencing your last name. 

NB: The booking is NOT confirmed until you receive confirmation.
(The hire fee will only be returned if cancellation is made1week prior to the booking date)

Residents of Horsell are not required to leave a damage deposit but proof of residence may be required. Provided that the Institute is left in a clean and tidy state and no damage or noise nuisance has been caused the Trustees will hire the Hall to you again. 

Conditions of Hire of Horsell Parish Institute
1) The hirer agrees to take care when using the parish institute and to look after the building and all equipment provided.

2) The facilities are to be left in a clean and tidy state at the end of the hire period. If additional cleaning is necessary you will be charged for this.

3) The hirer will ensure the building is locked up and all windows are secured before leaving the building at the end of the hire period. The key will be returned promptly to the Parish Office, located at the Vicarage, Wilson Way, Horsell.

4) Furniture should be returned to the layout found on arrival. 

5) The kitchen must be left clean and all appliances switched off. The kitchen lights should be turned off.

6) The parish institute is not available for young people’s parties (ages between 12 and 21).

7) Alcohol is not to be consumed on the premises.

8) Noise levels are not to be excessive. Please keep windows closed in the summer if music is being played. We wish to be considerate to our neighbours.
9) In the event of a fire please ensure the fire alarm is activated, the emergency services are called, all fire doors are closed, everyone leaves the building and goes to the assembly point which is located in the front garden by the large tree.

10) Any accidents, breakages, problems are to be reported promptly. The hirer may be held responsible for any financial costs incurred.  

11) The Parish Institute Trustees shall not be liable to the hirer in respect of any damages, costs, loss of earnings howsoever caused arising from the hire of the institute.

12) The hirer will indemnify the Trustees of the parish institute in respect of the death or of injury to any person or damage or loss of property belongings to any person arising out of the use of the institute. 







