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Before filling out this booking form please make sure you have read all terms and conditions on the back of this form.

HIRER DETAILS
	Organisation
	

	Name
	

	Address
	

	Postcode
	

	Telephone
	

	Email
	



BOOKING DETAILS
	Day(s)
	

	Date(s)
	

	Start Time
	

	Finish Time
	

	Type of event taking place
	



For regular bookings, do you have a Child Protection / Vulnerable Persons Policy?
(if applicable)
 ☐ Yes        ☐ No

ROOM REQUIRED:       ☐ Main Hall      ☐ Meeting room 1          ☐ Meeting room 2 

Room hire charges:
£8.00 per hour   • £50.00 per day   • Commercial and Non-Parishioner hire: £12.00 per hour.
Charitable Organisations/Not-For-Profit Groups – Free of Charge

Payment must be made in advance of the booking, unless otherwise agreed by the Council.

Payment Details:
Account Name: Upton & North Elmsall Parish Council
Account number: 70900486
Sort Code: 20-04-50

or by cash at the Village Hall.
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UPTON & NORTH ELMSALL VILLAGE HALL
TERMS AND CONDITIONS OF HIRE

By hiring the Village Hall, the Hirer agrees to comply with the following Terms and Conditions.

1. Use of the Village Hall
The Village Hall is available for hire for private, community, and business use. All use of the premises is subject to these Terms and Conditions and any additional instructions issued by Upton & North Elmsall Parish Council.

2. Equal Opportunities
The Village Hall is open to all members of the community and shall not discriminate on the grounds of race, gender, sexual orientation, age, disability, religious belief, political belief, or marital status.

3. Disclaimer and Liability
All lettings of the Village Hall are made on the understanding that Upton & North Elmsall Parish Council accepts no responsibility or liability for any injury, damage, loss, or theft suffered by any person or property during the period of hire. This includes vehicles parked on the premises.
By proceeding with the hire, the Hirer accepts full responsibility for the safety and security of all persons attending the event and all property brought onto the premises.
The Parish Council reserves the right to amend these Terms and Conditions at any time without prior notice.

4. Applications and Bookings
Upton & North Elmsall Parish Council reserves the right to refuse any booking application where it is deemed that the proposed use is unsuitable or inappropriate for the premises.

5. Hours of Opening
· The Village Hall is normally available for use seven days a week between 9:00am and 9:00pm.
· Cleaning of the premises may take place during these hours.
· The period of hire must include all time required for setting up and clearing away.
· Hirers may not access the premises for setup the day/night before their booking.
· Hirers and guests must not arrive more than 15 minutes before the start of the booking unless
prior agreement has been made.
· All activities must end at the agreed time. Hirers and guests must vacate the premises promptly
and quietly at the end of the hire period.

6. Health and Safety Requirements
The Hirer must comply with all health and safety regulations. In particular:
· Corridors and emergency exits must always be kept clear.
· Firefighting equipment must remain in its designated location and only be used for its intended
purpose.
· The Fire Brigade must be called immediately in the event of a fire.
· Highly flammable substances must not be brought into or used anywhere in the building.
· No unauthorised heating appliances may be used.
· A First Aid box is available in the kitchen, lobby and the main hall and these must always be
accessible.
· All electrical equipment brought onto the premises must comply with the Electricity at Work
Regulations and be subject to current PAT testing.
· Smoking and Vaping are not permitted inside the building.

7. Bouncy Castles
Bouncy castles may be used entirely at the Hirer’s own risk, provided appropriate safety measures are in place. Due to ceiling height restrictions, the maximum permitted height indoors is seven feet.

8. Use of Facilities and Equipment
Hirers will be given instructions on the safe use of the facilities and equipment. It is the Hirer’s responsibility to ensure they understand and comply with these instructions. All equipment must be used only for its intended purpose and returned to its designated storage location at the end of the hire.

9. Responsible Hirer
The Hirer must be a responsible adult and must remain on the premises for the duration of the hire.
The Hirer is responsible for:
· Compliance with all Health and Safety, Fire Safety, No Smoking and No Vaping regulations.
· Ensuring alcohol (if permitted) is consumed responsibly.
· Making all attendees aware of the locations of fire exits, fire extinguishers, and fire alarm points.

Where activities involve children or vulnerable persons, the Hirer is also responsible for ensuring appropriate safeguarding measures are in place.

10. Access and Keys
Weekend and evening hire of the Village Hall requires the use of a key.
· The Hirer is responsible for collecting, safeguarding, and returning the key.
· The Hirer is responsible for opening, securing, and locking the building during the hire period.

Key Collection
· Keys may be collected on the Friday prior to the booking.
· Keys must be collected no later than 2:30pm.

Key Deposit
· A refundable £25.00 cash deposit is required upon key collection.
· The deposit will be returned when the key is safely returned by 4:00pm on the Monday
following the booking, provided no issues have arisen.

Lost Keys
· If a key is lost, the deposit will be retained.
· Additional charges may be applied to cover replacement or security costs.

11. Cleaning and Condition of the Hall
The Hirer must leave the Village Hall in a clean and tidy condition, as found on arrival.
· Black refuse sacks will be provided in the kitchen for rubbish removal.
· Cleaning equipment, including brushes, mop, and bucket, is available in the kitchen if required.

12. Security of the Premises
The Hirer is fully responsible for the security of the Village Hall during the hire period and must ensure the building is properly secured upon departure.

13. Accidents
All accidents must be recorded in the accident book and reported to Upton & North Elmsall Parish Council.

14. Loss of Property
The Parish Council accepts no responsibility for damage to, loss of, or theft of personal property or belongings brought onto the premises.

15. Cancellations
· Cancellation of a booking is the responsibility of the Hirer.
· As much notice as possible should be given; however, a minimum of 12:00pm on the last
working day before the booking is required.
· Refunds will only be issued to paying Hirers who comply with the cancellation policy.

16. Subletting
Under no circumstances may the Hirer sublet the Village Hall or transfer the booking to another party.

17. Pandemic or Health Emergency
In the event of a pandemic or other public health emergency, it may be necessary to close the building at short notice to comply with Government guidance. Upton & North Elmsall Parish Council shall not be liable for any losses incurred as a result.
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AGREEMENT AND DATA PROTECTION
I confirm that I have read and understood the Terms & Conditions and the Council’s Privacy Notice.

I understand that my personal data will be processed in accordance with the Council’s Privacy Notice for the purposes of administering my booking and managing the use of the Village Hall.

I understand that:
· My personal data will be retained only for as long as necessary.
· I have the right to request access to, correction of, or deletion of my personal data.
· Where processing is based on consent, I understand that I may withdraw my consent at any time.

By signing below, I confirm that I accept the Terms and Conditions set out above in relation to my bookings.

Signed: _______________________________


Print Name: ________________________________


Date: ________________________________


Contact Details
For any queries or issues, please contact:

Upton & North Elmsall Parish Council Clerk & RFO
Helen Senior
📞 07463 630177
📧 clerk@uptonandnorthelmsall-pc.gov.uk


Upton & North Elmsall Parish Council Admin & Allotment Manager
Angela Spencer
📞 07311 973314
📧 admin@uptonandnorthelmsall-pc.gov.uk
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UPTON & NORTH ELMSALL PARISH COUNCIL
GENERAL PRIVACY NOTICE

Your personal data – what is it?
“Personal data” is any information relating to a living individual who can be identified from that data. This may include, for example, a name, address, email address, telephone number, photographs, or other identifying information.

The processing of personal data is governed by UK data protection legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

Who are we?
Upton & North Elmsall Parish Council is the data controller for the personal data we hold.
This means the Council decides how your personal data is processed and for what purposes.

Data Protection Officer
The Council has appointed an external Data Protection Officer (DPO).

For all data protection queries, please contact:
Email: clerk@uptonandnorthelmsall-pc.gov.uk

The DPO is responsible for monitoring compliance with data protection legislation and can be contacted with any queries or concerns.

What personal data we collect
We may process some or all of the following personal data where necessary:
· Names, titles and aliases 
· Contact details such as addresses, telephone numbers and email addresses 
· Photographs and images 
· Information relating to services you use or request 
· Financial information (e.g. for hall bookings, allotments, or payments) 

Where necessary and appropriate, we may also process limited amounts of special category data, such as information relating to health or safeguarding, where required to carry out our duties.

How we use your personal data
We use personal data to carry out our functions as a local authority, including:
· Delivering public services and responding to enquiries 
· Managing facilities such as allotments and the Village Hall 
· Processing payments and maintaining financial records 
· Communicating with residents, service users and stakeholders 
· Ensuring safeguarding and wellbeing where required 
· Preventing and detecting fraud or misuse of public funds 
· Meeting our legal and statutory obligations 
· Improving services and planning for the future 

We may contact you by post, email or telephone where appropriate.

Lawful basis for processing
We process personal data under the following lawful bases:
· Public task – where processing is necessary for the performance of the Council’s official functions 
· Legal obligation – where we are required to comply with the law 
· Contract – where processing is necessary to fulfil a contract with you 
· Consent – where you have given clear permission (used only where appropriate) 

Where special category data is processed, this will only be done where there is a lawful basis and an additional condition under data protection legislation.

Sharing your personal data
We may share your personal data where necessary and in accordance with the law.

This may include sharing with:
· Wakefield Metropolitan District Council 
· Other public authorities and statutory bodies 
· Professional advisers and contractors working on behalf of the Council 
· Community organisations or partners involved in delivering local services 

All third parties are required to handle your data securely and in accordance with data protection legislation.

We do not share your information unnecessarily.

How long we keep your personal data
We only keep personal data for as long as necessary.

Retention periods are determined in line with legal requirements and are set out in the Council’s Data Retention and Disposal Policy.

Some records may be retained for longer periods where required for legal, financial or audit purposes.

Data security
The Council takes appropriate technical and organisational measures to protect personal data against unauthorised access, loss, misuse or disclosure.

CCTV
The Council may operate CCTV systems in certain locations for the purposes of public safety, crime prevention and the protection of assets.

Where CCTV is in use, appropriate signage will be displayed.

Your rights
You have the following rights in relation to your personal data:
1. Right of access – to request a copy of the data we hold about you 
2. Right to rectification – to request correction of inaccurate or incomplete data 
3. Right to erasure – to request deletion of your data where appropriate 
4. Right to restrict processing – to request that processing is limited 
5. Right to object – to object to certain types of processing 
6. Right to data portability – where applicable 
7. Right to withdraw consent – where processing is based on consent 

We will respond to requests within one month where possible.

Complaints
If you have any concerns about how your data is handled, please contact us in the first instance.

You also have the right to complain to the Information Commissioner’s Office (ICO):
Website: https://ico.org.uk
Telephone: 0303 123 1113

Transfers outside the UK
We do not routinely transfer personal data outside the UK.

If this becomes necessary, appropriate safeguards will be put in place.

Changes to this notice
This Privacy Notice is reviewed regularly and may be updated from time to time.

The latest version will always be available on the Council’s website.

Last Updated: March 2026







Contact Details
If you have any questions about this Privacy Notice or your personal data, please contact:

Clerk to the Council
Upton & North Elmsall Parish Council
The Village Hall
Upton
WF9 1JB
Email: clerk@uptonandnorthelmsall-pc.gov.uk
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