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THE LANCASTER HALL 
 

TERMS AND CONDITION FOR HIRE  
GENERAL 
 
1. Terms and Conditions are determined by the trustees. 
2. The Terms and Conditions set out below apply to both Halls. 
3. Applications for hire must be submitted online via the Lancaster Hall Website 
booking form. The Hirer, who must be 21 years or over and will then become the 
responsible person for that booking and or on behalf of their organisation. Once the 
online submission is accepted, the contract becomes official between the Lancaster 
Hall and the Hirer and is acceptance of the Terms and Conditions set out below.  The 
Hirer must identify the responsible person during the hiring period if other than the 
person completing the hire submission. 
4. Hirers requiring long-term dates should submit a schedule of preferred dates by 
1st April each year for the following calendar year. These will be compared with 
other similar submissions in order to avoid duplication. Clashes will be discussed in 
order to reach a mutually acceptable programme, which will be issued by 1st June. 
5. Hirings will be processed by the administrator of the Lancaster Hall website and 
online booking system.  
6. The Caretaker has the Authority of the Trustees to sign documents on their behalf 
but does not have the authority to amend or ignore any of the Terms, Conditions 
and Rates set down below and in the Tariff. 
7. The Hire Fees Tariff is up-dated annually, and the rates apply to a calendar year. 
8. The Trustees reserve the right to refuse to accept a hire application without giving 
a reason. 
9. Disputes may be referred to the Trustees. 
10. The Trustees are bound by the Licensing Regulations covering Lancaster Hall, as 
laid down by Guildford Borough Council. These can be seen inside the main entrance 
hall. 
11. Hirers are reminded that Guildford Borough Council regulations do not allow fly 
posting and Hirers must accept responsibility for enforcing this requirement in 
respect of their own Hiring. 
 
TERMS 
 
12. All hirings are for a specific date and period of time and for particular areas of 
the building. Setting up and taking down time must be included. 
13. The Halls may be hired separately but every effort will be made to ensure that 
the activities of the users do not unreasonably interfere with each other. 
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14. When confirmed, hirings will be subject to a non-returnable Hiring Deposit and a 
conditionally returnable Security Deposit, as set out in the Tariff.  
15. The hire of the Hall does not entitle the Hirer to use or enter the premises at any 
time other than the specific hours for which the Hall is hired unless prior 
arrangements have been made with the Caretaker. 
16. The Hirer shall not sublet the Hall or any part thereof. 
17. Property of the Hirer must be removed immediately following the period of 
hiring or fees will be charged for each day or part of a day until the property is 
removed. The Trustees accept no responsibility for any property left on the premises 
after the hiring. In the case of bazaars, jumble sales or any other occasion when 
property is brought into the premises for sale, all property remaining, whether sold 
or unsold, at the termination of the hiring will be considered to be property of the 
Hirer. 
18. The seating and dancing capacity of the Main Hall is 120 persons and that of the 
Upper Hall is 50, each of which is the maximum allowed by the Local Authority. The 
Hirer undertakes to ensure that these limits are not exceeded. 
19. The Hirer agrees to observe and cause to be observed the parking laws and 
regulations and rules of the Local Authority, and to comply with all requirements of 
the Surrey County Council Acts and the Bylaws and regulations thereunder and all 
Bylaws of the Borough. 
20. For all functions, music and the sale of alcohol must stop by 23.00 hours and the 
event to finish by 23.30 hours. 
 
CONDITIONS 
 
21. All the conditions attached to the music and dancing licence for the Hall must be 
observed. A copy of such a licence may be seen on application to the Trustees and 
the Hirer shall be deemed to have had notice of these conditions whether or not 
such an application has been made. 
22. The Hirer is responsible for obtaining a licence to perform a dramatic or musical 
work that is subject to copyright. The Hirer shall produce such a licence on demand 
from the Caretaker and shall indemnify the Trustees against any infringement of 
copyright, which may occur during the hiring.  
23. No stage play shall be performed unless it has been approved by the Lord 
Chamberlain and unless there is in existence a theatre licence for the Hall duly 
obtained from the appropriate authority. 
24. Exits must not be blocked; chairs or obstructions must not be placed in corridors; 
fire appliances must not be obstructed, removed or tampered with. 
25. No excisable liquor shall be sold or supplied for consideration unless an 
occasional licence for the Hall is in force at the time; the Hirer will be required to 
produce such a licence to the Caretaker before the commencement of the hiring. No 
excisable liquor may be offered as prizes for a raffle or competition unless the event 
is covered by a licence. 
26. The Hirer is responsible for any loss or damage to the Hall and contents unless 
this can be shown to be not arising from any act of vandalism, carelessness or on the 
part of the Hirer or anyone attending the function whether invited or not. 
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27. Advertisements of an event may be posted in the spaces provided in the car park 
provided that these are to the satisfaction of the Caretaker. 
28. Decorations (balloons, flags, etc.) must be acceptable to the Caretaker. Candles, 
open nightlights and fireworks are not permitted anywhere on the premises. No dry 
ice or other form of smoke generation may be used anywhere within the premises.  
No bolts, nails, tacks, screws, pins or similar objects shall be driven into any part of 
the Hall nor shall any placards or other articles be fixed thereto without the 
agreement of the Caretaker.        
29. All scenery used for stage performances or the like must be fireproofed. 
30. Display or decorative lighting, amplifiers or any other electrical equipment not 
provided by the Hall must be agreed with the Caretaker before it is installed. 
31. The heating, lighting and water services and appliances shall not be tampered 
with or incorrectly used. Instructions will be provided by the Caretaker, where 
necessary. 
32. Vehicles must park in the bays marked out. Two bays near the main entrance are 
designated as Priority Parking for disabled persons. There is additional parking to the 
back of the hall. The yellow striped area in front of the main entrance must be kept 
free of cars in order to allow a clear escape route. Vehicles are left in the Hall’s car 
park and adjacent roads are at their owners’ risk and the Trustees accept no 
responsibility for loss or damage to such vehicles or their contents.  
33. The Trustees shall not be responsible for any loss of or damage to any property 
arising out of a hiring nor for any loss, damage or injury which may be incurred by 
any person or persons using the Hall during or immediately following the hiring 
period no matter what the cause. 
34. The Trustees shall not be responsible for any loss due to a breakdown of 
machinery, failure of supply of electricity or other services, leakage of water, fire, 
flood, government restriction, industrial dispute or act of God which may cause the 
Hall to be temporarily closed or the hiring to be interrupted or cancelled. The Hirer 
shall indemnify the Trustees against any claim which may arise out of this hiring or 
which may be made by any person using the Hall during the hiring in respect of any 
loss, damage or injury. 
35. The Trustees, the Caretaker and the Police have right of entry at any time during 
the hiring. The Trustees may charge the Hirer for any expense incurred in engaging 
the Police to preserve order prior to, during or after any entertainment or meeting 
in the Hall. 
36. The Hirer shall ensure that good order is kept during the hiring. Children must be 
supervised and controlled by a responsible adult. 
37. The Trustees reserve the right to stop any entertainment or meeting that, in the 
opinion of the Caretaker, is deemed to be unsafe, offensive, environmentally 
unacceptable or otherwise does not comply with these Conditions. 
38. The Hirer, shall leave the Hall in a clean and orderly state, empty ashtrays, wipe 
tables, sweep floor, stack chairs and tables where found, and place rubbish in the 
bins or bags provided. Toilets to be left in a clean condition. All rubbish to be placed 
in black dustbin bags and adequately secured. 
 
 

 


