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Radway Village Hall: Special Conditions of Hire during COVID-19 
 

(Note: These conditions are supplemental to, not a replacement for, the hall’s 
ordinary conditions of hire). 

 
 
SC1: You, the hirer, will be responsible for ensuring those attending your activity or 
event comply with the COVID-19 Secure Guidelines while entering and occupying 
the hall, as shown on the poster attached and which is also displayed at the hall 
entrance, in particular using the hand sanitiser supplied when entering the hall and 
after using tissues. 
 
SC2: You undertake to comply with the actions identified in the hall’s risk 
assessment, of which you have been provided with a copy. You are responsible for 
managing risks arising from your planned activity when you have control of the hall 
and you should take account of any guidance relevant to your specific activity or 
sector.  You are also responsible for keeping up to date with, and adhering to, any 
changes to wider Government guidelines. 
 
SC3: Hall hire generally includes use of the main hall, kitchen, outdoor patio and 
toilets.  However, ability to use the main hall will depend on the date and nature of 
your activity/event, as below (see also 
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-
multi-purpose-community-facilities/covid-19-guidance-for-the-safe-use-of-multi-
purpose-community-facilities and https://acre.org.uk/cms/resources/re-opening-
information-sheet-v.10-april-2021-2.pdf). 
 
From 12 April  
 
If running a group event, please note that groups are able to meet outside, in groups of 
up to a maximum of six people or in a group of two households. Indoor toilets can be 
used.  The kitchen can be used by the event organiser(s), but outdoor table service 
should be provided to attendees.  Please note that the outdoor patio can be accessed 
externally from the rear of the hall if needed, in order to avoid any queuing or 
congestion inside. 
 
The main hall can be hired for use by a single household/bubble.  No indoor mixing 
between households/bubbles is permitted unless an exemption applies.  Exempt 
activities include: support groups; funeral wakes; registered childcare or supervised 
activities for children; essential voluntary or public support services (e.g. food banks, 
medical services); and activities ancillary to voting or counting of votes in an election.  
Although government rule is that up to 15 people can attend these events (not 
including children under 5), you will be required to agree a maximum capacity for 
your specific activity/event (see SC7).  (NB. Children’s birthday parties can be held 
indoors as a supervised activity for children.  However, a children’s entertainer would 
count as one adult, and loud music or activity which would encourage shouting or 
singing is not permitted until June 21st earliest). 
 
From 17 May  
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The main hall can be used for indoor gatherings, including film shows, exercise 
classes, wedding receptions and other “significant life events” such as Christenings.  
However, discos and teenage/adult birthday parties are not allowed until June 21st 
earliest.  The ‘rule of six’ or two households will still apply to groups attending 
indoor events and loud music should be avoided (see SC13).  The maximum indoor 
capacity from this date is 19, but this will depend on the nature of the planned 
activity/event (see SC7 below).  Up to 30 people can attend as a group for an outdoor 
event. 

SC4: The hall will be cleaned fortnightly (minimum) and, as such, this cannot be 
guaranteed prior to your booking. You will be responsible for cleaning door handles, 
light switches, window catches, equipment, toilet handles and seats, wash basins and 
all surfaces likely to be used during your period of hire before other members of your 
group or organisation arrive and to keep the premises clean through regular cleaning 
of surfaces during your hire, paying particular attention to wash hand basins and 
kitchen sinks (if used), using the products supplied under the kitchen sink. You will 
be required to clean again on leaving. Please take care cleaning electrical equipment. 
Use cloths - do not spray! You are not required to clean chair upholstery or other 
similar materials. 

SC5: You should ensure everyone likely to attend your activity or event understands 
that they MUST NOT DO SO if they or anyone in their household has had COVID-19 
symptoms in the last 10 days, and that if they develop symptoms within 10 days of 
visiting the premises they MUST seek a Covid-19 test.  
 
SC6: You will ensure that face coverings are worn as appropriate.  For clarity, those 
aged 11 and over will be required to wear a face covering when entering the hall and 
to continue to wear it unless covered under a ‘reasonable excuse’ such as for physical 
exercise, eating and drinking, or undertaking another activity for which it is difficult 
to wear one (e.g. if it were misting a person’s glasses and interfering with their ability 
to use sewing needles at a knitting group).  Attendees are also exempt from face 
coverings if they have a health or disability reason to not wear one.  You will keep the 
premises well ventilated throughout your hire, with windows and doors open as far as 
convenient. You will be responsible for ensuring they are all securely closed on 
leaving.  
 
SC7: As per SC3, until 17 May 2021 the hall can only be hired for limited purposes, 
for no more than 15 adults (see SC3).  Although capacity can be increased on 17 May, 
the maximum number of attendees at each planned activity/event will vary depending 
on the nature of the event and also relationships between those attending (i.e. capacity 
is likely to be at the higher end of the range if some attendees are from the same 
household and do not need to socially distance from one another). Thus, you will need 
to agree with us a maximum capacity for attendance for your planned activity/event 
before it takes place. A pre booking system for your activity is not necessarily 
required, but you will need to consider how you will deal with any excess numbers in 
advance of your planned activity/event.  You will ensure that, where appropriate, 
everyone attending maintains 2m social distancing while waiting to enter the 
premises, and as far as possible observes social distancing of 1m plus mitigation 
measures when using more confined areas, which should be kept as brief as possible. 
You will ensure that attendees maintain social distancing when leaving at the end of 
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your activity/event.  You will also make sure that no more than one person uses each 
suite of toilets at one time. In case of an emergency it is important to prioritise safety.  
I.e. In the event of fire or accident, people do not have to stay 1 or 2m apart if it 
would be unsafe to do so.   
 
SC8: You will take particular care to ensure that social distancing is maintained for 
any persons aged 70 or over or likely to be clinically more vulnerable to COVID-19, 
including for example keeping a 2m distance around them when going in and out of 
rooms and ensuring they can access the toilets, kitchen or other confined areas 
without others being present. For some people, passing another person in a confined 
space is less risky, but for older people that should be avoided as far as practically 
possible.  
 
SC9: You will agree with us the positioning of furniture or the arrangement of the 
hall prior to your planned activity/event, in order to ensure appropriate social 
distancing (i.e. a distance of 2m between individual people or household groups).  We 
are able to provide photographic examples of recommended layouts to assist with 
your planning.  If you are running a seated event, you should ensure social distancing 
by asking ask people to occupy seats from the furthest point first and evacuate from 
the point closest to the exit first. 
 
SC10: You are required to keep a record of the name and contact telephone number 
or email of all those who attend your event for a period of 3 weeks after the event and 
provide the record to NHS Test and trace if required.  This can be done by hand (with 
the information collated then stored in line with GDPR) or via an NHS QR poster 
(either the one displayed at the hall entrance or your own, as an event organiser). 
 
SC11: You will be responsible for the disposal of all rubbish created during your hire, 
including tissues and cleaning cloths, which should be placed in the black waste bin to 
the side of the hall entrance upon leaving. 
 
SC12: In the event of someone becoming unwell with suspected COVID-19 
symptoms while at the hall (and if they are unable to leave immediately), you should 
request that they remove themselves to sit on the chair positioned by the back door 
(openable), which is accessible via the kitchen. In this area, you will find the Hall’s 
COVID-19 First Aid Box. Provide tissues and a plastic bag for used tissues, and a 
bowl of warm soapy water for handwashing and paper towels. We have also provided 
disposable face coverings, two pairs of plastic gloves for each of you, face shield for 
you and hand sanitiser. Upon leaving, seal all waste in a plastic bag (double bagged) 
and place in the large storage chest located next to the bins by the hall entrance. 
Inform the Hall Bookings Clerk on 07387 312365. Ask others in your group to 
provide their contact details if you do not already have them and then request that 
they leave the premises, observing the usual hand sanitising and social distancing 
precautions. Also remind them to launder their clothes when they arrive home.  
 
SC13: Loud music is not permitted at present. This is in order to avoid risk of aerosol 
or droplet transmission. For the same reason you must take steps to avoid people 
needing to unduly raise their voices to each other, e.g. refrain from playing music or 
broadcasts at a volume which makes normal conversation difficult. 
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SC14: You will ask those attending to bring their own equipment and not share it 
with other members. Alternatively, you will ensure that any equipment you provide is 
cleaned before and after use.  Storage of equipment in the hall between bookings will 
be by prior agreement only.  In such circumstances, items should be cleaned and 
placed in a box with lid, with the name of the activity clearly marked on it.  The box 
should be wiped down as per SC4 at the end of your activity. 
 
SC15: It may be easier to ask users to bring their own drinks and food to your 
planned activity/event.  However, if refreshments are to be offered, you will give 
careful consideration as to how distancing and hygiene guidelines will be adhered to, 
particularly for those who are clinically vulnerable (see SC8).  In your planning, you 
will familiarise yourself with relevant documents such as Government guidelines on 
food service (https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-
19/restaurants-offering-takeaway-or-delivery#takeaways-2-2).  Servers will require 
appropriate PPE and it may be that table service needs to be employed.  You will 
ensure that the kitchen is cleaned before and after usage, as per SC4. 
 
SC16: We will have the right to close the hall if there are safety concerns relating to 
COVID-19, for example, if someone who has attended the hall develops symptoms 
and thorough cleansing is required or if it is reported that the Special Hiring 
Conditions above are not being complied with, whether by you or by other hirers, or 
in the event that public buildings are asked or required to close again. If this is 
necessary, we will do our best to inform you promptly and you will not be charged for 
this hire.  
 
I have read and understand the above, and agree to adhere all of the special 
conditions, including the cleaning protocol (SC4): 
 
Name 
 
 
Signed 
 
 
Date  
 
 

 
PLEASE SIGN AND RETURN THIS FORM PRIOR TO YOUR BOOKING 

DATE (OR FIRST BOOKING DATE IN THE CASE OF MULTIPLE 
BOOKINGS). ELECTRONIC SIGNATURE IS ACCEPTABLE. 
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APPENDIX – HALL ENTRANCE SIGNAGE 
 

 
RADWAY VILLAGE HALL 

 
HELP KEEP THIS HALL COVID-19 SECURE 

 
1. You must not enter if you or anyone in your household has COVID-19 symptoms.  
 
2. If you develop COVID-19 symptoms within 7 days of visiting these premises alert 
Test, Track and Trace. Alert the Bookings Clerk on 07387 312365 and alert the 
organiser of the activity you attended. 
 
3. Maintain 2 metres social distancing as far as possible: Wait behind the marked lines 
as you go through the entrance hall to your activity. 
 
4. Use the hand sanitiser provided on entering the premises. Clean your hands often. 
Soap and paper towels are provided.  
 
5. Avoid touching your face, nose, or eyes. Clean your hands if you do.  
 
6. “Catch it, Bin it, Kill it”. Tissues should be disposed of into one of the rubbish bags 
provided. Then wash your hands.  
 
7. Check the organisers of your activity have cleaned door handles, tables, other 
equipment, sinks and surfaces before you arrived. Keep them clean. We cannot clean 
all surfaces at the hall between each hire.  
 
8. Take turns to use confined spaces such as corridors, kitchen and toilet areas. Standing 
or sitting next to someone is lower risk than opposite them. Briefly passing another 
person in a confined space is low risk. 
 
9. Keep the hall well ventilated. Close doors and windows on leaving. 
 
10. Wash your clothes when you get home to reduce risk of transmission. 
 
11. Should you or another person in the hall become unwell with suspected COVID-19 
symptoms whilst on the premises and you/they are unable to leave immediately (e.g. if 
waiting for transport), please follow the guidance in the ‘COVID-19 First Aid Box’ 
which is located by the back door in the kitchen.  
 


