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MANAGEMENT RULES for hirers.


1. The letting of the Dickson Memorial Hall (hereinafter referred to as ‘the premises’) is at the discretion of the Hall Management Committee (hereinafter referred to as ‘the Committee’).  The Committee reserves the right to refuse any applicant the use of the premises, or part thereof, without giving any reason.  

2. A responsible person (not under 21 years of age) shall be present and in charge 
during the whole time of a let.  Where relevant, stewards will be appointed by the hirer and be present during the time the premises are being used by the hirer.  Costs will be borne by the hirer.

3. All persons must comply with reasonable instructions given by any member of the Committee or person acting on their behalf.

4. The duration of let will be shown in the Terms of Let agreement.  All persons must leave the premises by the agreed departure time.  Any additional time will incur additional costs to be met by the hirer.

5. All persons must abide by instructions or guidelines contained in any documents, notices or signs that are placed in the premises  

6. All persons must refrain from any conduct which might cause any annoyance or damage to other persons in the premises.

7. Posters, bills, flyers or other such material may only be displayed in the premises or curtilage with the prior permission of the Committee or person acting on their behalf.

8. Any erections required in connection with the occupation of the premises will require the prior permission of the Committee or person acting on their behalf and shall be erected, taken down and removed all at the cost of the hirer.



9. Nothing shall be done in the premises, or in the curtilage, and nothing will be taken into the premises, which will involve extra risk to the premises and its occupants, unless agreed by the Committee or person acting on their behalf; and then only upon such conditions as to safety precautions and other matters as shall be stipulated.

10. The hirer will be responsible for any damage done to the premises or the fittings, furniture and equipment therein, and to the curtilage, during the period of the let and shall be bound to meet the cost of same.  A refundable deposit of £100.00 (one hundred pounds) is required at the time booking towards the cost of repair of any damage incurred during the period of the let.

11. A no smoking policy is in place throughout the premises.

12. Items of electrical equipment brought into the premises by or on behalf of the hirer, and used by or on behalf of the hirer, must be declared in advance to the Committee or person acting on their behalf.  All appliances must carry a current and valid portable appliance test certificate, copies of which should be shown in advance to the Committee or person acting on their behalf.

13. The hirer will be responsible for ensuring that persons operating electrical or mechanical equipment are competent to do so.  Fire precautions must be observed with regard to all equipment used.

14. The hirer will be responsible for maintaining order in connection with the occupancy and use of the premises and curtilage.  The hirer will ensure that effective control is provided at all doorways to allow free access and exit.

15. Where a hire comes under the ‘Protection of Vulnerable Groups’ legislation, it is the responsibility of the hirer to ensure sufficient people are suitably qualified to ensure compliance.

16. No animals, other than guide dogs, may be brought into the premises unless by prior consent of the Committee or person acting on their behalf.



17. No food or drinks may be taken into the premises, or consumed therein, unless by prior consent of the Committee or person acting on their behalf.  The Committee, and the Trustees, accepts no responsibility for food or drinks prepared, served or consumed therein.  The hirer will ensure compliance with all relevant food safety and food hygiene regulations and requirements.

18. The sale, supply or consumption of alcoholic liquor must be agreed in advance with the Committee or person acting on their behalf.  The hirer will be responsible for ensuring that all necessary licences are obtained, and that the conditions of said licences and the requirements of alcoholic liquor licensing legislation, are complied with. If an external supplier of alcoholic drinks is retained to provide a “Paid for Bar Service”, then an additional payment of £50.00 is required for the additional services required to operate the service.

19. Where the let is one which requires a Public Entertainment Licence, or any other Licence, it is the responsibility of the hirer to ensure said licence is obtained and that all conditions of the licence are adhered to.

20. In the case of fire, the person in charge will be responsible for checking the premises and will ensure the premises is evacuated unless his or her life would be in danger by doing so.  Fire exits must be kept clear at all times.

21. The hirer will familiarise himself or herself with the facilities available in the premises and ensure they are adequate for the purpose intended.

22. The hirer is required to leave the premises in a clean and tidy condition.  Cleaning materials and equipment are available in the cleaners cupboard and the cupboard under the stair for the use of hirers to clean up.

23. The hirer is responsible for the appropriate recycling of rubbish generated from their activities, and should come prepared to sort their rubbish into suitable receptacles for removal from the hall and onward to their chosen recycling centre. There are small recycling bins in the café are which can be used for small quantities of such materials.  However it is expected that hirers will remove their own rubbish, including making special arrangements with a licensed contractor, before final vacation of the premises.  The cost of this will be borne by the hirer.


24. The hirer will provide a non-refundable deposit of 50% of the current letting charge at the time of booking.  The balance of the letting charge will be paid no later than fourteen days prior to the day of the event for which the let is made.  No refunds will be given for lets cancelled less than fourteen days prior to the date for which the let is made. Consideration of waiving this condition will be given to regular users of the premises.  The decision of the Trustees is final in relation to this. 

25. Any accident or injury sustained in the premises or curtilage, or dangerous occurrence in the premises or curtilage, during the period of let must be reported at the time to the Committee or person acting on their behalf.

26. It is the responsibility of the hirer to ensure compliance with disclosure requirements, where applicable, in relation to working with children and vulnerable adults.


27. Where the hirer requests the use of audio visual equipment installed in the premises, and where such equipment is owned by the Trustees, the hirer will be responsible for the costs of time incurred in providing training/familiarisation of the use of said equipment when said training/familiarisation takes place out with the period of the let.

28. Closing time; To respect the residents in nearby properties, all musical noise must cease at midnight and the hall vacated by 1.00am. 



INCIDENT ACTION PLAN

1. It is to be assumed that the probable major incident is a fire within the building which activates the fire alarm system and necessitates the evacuation of the building. The following procedure will be implemented. If there is a power failure and all lighting is lost within the building then it may be necessary to evacuate the building also and the same procedure can be followed.


2. On hearing the activation of the fire alarm system and the sounding of the fire alarm sounders, the responsible person/persons will immediately direct all occupants of the building to leave the building by the nearest available and clear emergency exit.


3. All occupants of the building will be directed to the assembly point which is located at MEARNS PARK- a small residential cul-de-sac approximately 50m from the main entrance of the Dickson Hall on the opposite side of  Station Road. (It is identified on the local site plan on display on the main notice board.)


4. The responsible person will direct an individual to make an emergency call seeking the services of the Fire Brigade, Police, and Ambulance Services as seen fit. The address will be given as STATION ROAD, LAURENCEKIRK, AB30 1BE. 

5. Person will give an indication of the extent of the fire if possible, and the extent of other service requirements.


6. The responsible person will ascertain from the attendees at the assembly point if any individuals are unaccounted for. This information must be given to the Fire Brigade when they arrive, clearly indicating whether there are missing persons, or not.



7. Upon arrival of the Fire Brigade, and probably the Police, and Ambulance Services, assist as necessary to their enquiries. The decision may be taken to close the activities of the function that was taking place and allow all attendees to go home, taking advice from the Emergency Services. 



8. If circumstances permit and a normal situation is restored it may be possible to resume the activities that were interrupted. Advice must be sought from the Emergency Services.


9. Attendees needing special attention: 

a) It is probable that some users attending a function may not be fully mobile, (very young, elderly or using a wheelchair or other mobility aid.)

b) Infants/toddlers/young children; It is to be hoped that some user groups will include this grouping. They will require special risk assessments and action plans to be drawn up by the group as necessary.

c) Less mobile/elderly users; Whilst there is a wheelchair ramp provided at the main front entrance to the building, and this is obviously one of the two exits from the building, the exit to the rear of the building has stairs which is not be suitable for easy wheelchair use. 
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