
Booking Form

Fearon Community Association Ltd
Fearon Hall, Rectory Road, Loughborough
Leicestershire, LE11 1PL
T: 01509 230629
E: office@fearonhall.org.uk
www.fearonhall.org.uk

Fearon
Community
Association

CUSTOMER DETAILS

Name:

Business name and
invoice address:
If different from above

Group name
or event:

Telephone:

Email:

Group insurance:

Address:

Please provide evidence of your insurances to cover incidents within your group.

OFFICE USE

Entered onto
Hallmaster by:

Key fob
required:

Key fob
given:

Rate agreed
per hour:

Agreement
signed:

Room hire
deposit paid:
Include amount

Damages
deposit paid:
Include amount

Seen by:

FULL DETAILS OF YOUR BOOKING

Date of hire:

Please explain the
nature of your
booking in as much
details as possible:

Does your booking
support any of the
following:
Tick all that apply

Room(s) required:

Form continues on page 2 FCA Booking Form | 1

Lonliness

Start time: End time:

As the lead name on this booking it is your responsibility to either be on the premises at all times or to have a nominated 
responsible adult to lead on your behalf.  You must ensure that all Health & Safety is maintained and maximum room 
capacity numbers are not exceeded.

Health &
Wellbeing

Skills Community

Elderly Children or
Young People

Families Disabled

DJ Lounge
Max capacity 8

Main Hall
Max capacity 80

Chatterbox
Max capacity 6

Pitts Room
Max capacity 25

Ballroom
Max capacity 80
No disable access

Kitchen
Max capacity 3
Full induction required

Garden
Only available with
Main Hall booking

Repeat / subsequent bookings should be listed in full on page 2.



FULL DETAILS OF YOUR BOOKING continued

Risk assessment:

Numbers attending
including staff:

Alcohol:

Purchase Order No:
If required by your
finance department

OFFICE USE

Seen by:

Discussed with:

ADDITIONAL REQUIREMENTS

Hire of TV (includes remote control): £10 per session

Print name:

Signature:

Date:

Access to 4 computers: £20 per session

Hire of projector screen: £20 per session

Provided to Fearon Hall staff   

Please speak to us about alcohol

Performance licence: Seen by:Provided to Fearon Hall staff   

For weekly bookings your attending numbers may fluctuate please 
keep a note and update Fearon Hall for annual monitoring purposes

Only available with a booking
of the Main Hall or DJ Lounge

FOOD PACKAGES If ordering a food package numbers will be taken from ‘Numbers attending’ above unless you inform us otherwise

Breakfast - Mixed pastries plus tea & coffee £3 per person

By signing this form I accept the terms and conditions of hire and agree to pay Fearon Community Association (FCA) for any 
losses or damage incurred during this hire period which were caused by the hire party or organisation.  I agree to my 
contact details being used for the administration of this booking.

        I agree to being contacted for marketing and promotional purposes by FCA.

Business Lunch - Sandwich, crisps, fruit, cake, tea & coffee £8 per person

Event Catering - Cold buffet or hot meals Speak to us about your requirements From £5 per person

Bar staff and a fully stocked bar - For your event in the Ballroom, all drinks sold at reasonable prices £50 per evening
For 2 staff

For recurring / repeat / bulk bookings please add all additional dates below:

Date Start time Finish time Room
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Terms and Conditions of Hire

Fearon Community Association Ltd
Fearon Hall, Rectory Road, Loughborough
Leicestershire, LE11 1PL
T: 01509 230629
E: bookings@fearonhall.org.uk
www.fearonhall.org.uk

PAYMENTS & NOTICE OF CANCELLATION
1. For one off bookings payment for the hire of the facilities is paid in 

full, by the hirer, upon completion and return of the booking form. A 
security deposit of £100 is also required which is refundable only if 
the premises are left in a clean and tidy condition to the satisfaction 
of FCA.

 For regular bookings, an invoice will be sent at the start of each 
month for the coming month. It is the responsibility of the hirer to 
pay the invoices within 28 days. The hirer is wholly responsible for 
the hire fees and any outstanding payments arising from any 
booking.

2. Any booking arranged less than 14 days ahead must be paid in full 
at the time of the booking.

3. You are responsible for removing all rubbish and recycling at the 
end of the booking.

4. The times booked should be adhered to at all times or further 
charges will be applied. All bookings are allowed 30 minutes at 
either end for set up/clear away.

5. Cancellations must be notified at least 4 weeks in advance of the 
booking otherwise the hirer will be liable for the full cost of the 
booking.

SERIES LETS - PAYMENTS AND BOOKINGS
6. An advanced payment of one month’s room hire will secure your 

booking.
7. Bookings can be made in advance for a 12 month period. FCA 

reserve the right to terminate the agreement if there is arrears in 
payment. 

8. The hirer must sign in when entering the building and keep a 
register of attendees. This register must be shared with Fearon Hall 
for monitoring purposes.

9. The premises can only be used for the purpose specified at the time 
of booking. It shall be the responsibility of the hirer in consultation 
with FCA to make sure the premises is suitable for the purpose for 
which it is hired. The hirer will be responsible for the management of 
the event and keeping a record of attendees. The hirer will also be 
responsible for any costs associated with damage or loss.

10. The hirer is responsible for ensuring appropriate policies are in 
place and must be shown on request. This includes Child Protection, 
Equality policy, DBS checks and GDPR.

11. FCA shall have the right to refuse or stop any activity which 
contravenes their governing documents and Equal Opportunities 
Policy.

12. Indemnity – The hirer shall indemnify FCA against all claims, 
demands, actions or proceedings in respect of the default or injury 
caused by or to any person which shall occur whilst the person is in 
Fearon Hall or arise from an accident whilst at the premises, or in 
respect of any loss or damage suffered or sustained by any person.

13. In the event of the hirer exceeding the maximum permitted number 
using the premises, FCA reserves the right to terminate the hire and 
remove all persons from the premises.

14. The hirer is responsible for leaving the premises in a condition that 
is satisfactory to FCA. No alterations to any instalments, fixtures or 
fittings may be made without permission which FCA may refuse in 
its absolute discretion. Any alteration must be to the satisfaction of 
the authorised person and reinstated by the hirers.

15. The hirer will notify FCA in writing immediately after any incident, 
damage or other proceeding that occurred during the letting.

16. The management committee reserve the right of access to all parts 
of the centre and right to refuse or cancel permission to use the 
centre and state the reason for doing so. No compensation shall be 
paid to the hirer or any other person if the cancellation is due to 
damage, nuisance or breach of law.

17. If FCA ceases to occupy Fearon Hall then the hire agreement 
automatically terminates. FCA will give reasonable notice where we 
can.

EQUIPMENT BROUGHT INTO THE CENTRE
18. The hirer must seek agreement from FCA for any equipment they 

intend to bring onto the premises for their own use. The hirer must 
ensure all equipment is adequately supervised and is used for the 
correct purposes, is in a good state of repair and has had all the 
necessary safety checks, particularly in regard to electrical 
equipment. The hirer must also have adequate insurance cover for 
the use of personal equipment on the premises; the documentation 
must be seen by FCA.

LOSS, INJURY AND DAMAGE CLAUSE
19. It shall be the responsibility of the hirer to pay FCA for any loss or 

damage caused to the premises, furniture, fittings or equipment as a 
result of the hiring.

20. In the event that there is a breakage or damage to equipment, crockery, 
or furniture please report to the office so we can repair or replace.

21. If you notice any malfunction of any hall equipment, or you have any 
safety concerns please advise the office as soon as possible.

22. FCA cannot be held liable for any accident or injury to persons using the 
centre or third parties involved. The hirer is responsible for having their 
own insurance in place for activities at the centre.

PERFORMING RIGHTS AND ENTERTAINMENT LICENCES
23. Fearon Hall has general liability insurance and entertainment and music 

licences to cover programmes and activities for its users. Special events 
and exercise or fitness programmes require adequate public liability 
and property damage insurance. You should ensure you are adequately 
covered.

24. The hirer is responsible for obtaining the necessary licences from 
Charnwood Borough Council for any public singing, dancing, singing or 
music or similar entertainment, any cinematography exhibition, any 
public performance or any other public display.

INTOXICANTS
25. FCA must be notified at the time of booking if alcohol is going to be 

served. Failure to do so will result in rental privileges being denied in 
the future. We have an alcohol licence and a bar can be arranged if 
required. For more information please contact the office.

HEALTH AND SAFETY
26. Fire Evacuation Procedures Fire Alarm
 If you discover a fire:
 a. Operate the fire alarm by breaking the nearest call point glass.
 b. Attack the fire if safe to do so with the correct equipment and you  

  are confident and proficient in its use.
 c. Leave the building by the nearest exit.
 On hearing the alarm:
 d. Leave the building by the nearest available exit.
 e. Assemble on the grassed area next to the church.
 Responsible Person Contact
 f. Ensure that the fire brigade has been called.
 g. Where possible check that the building has been evacuated.
 h. Do a head count of people in your care and notify the fire brigade  

  on arrival if anyone is missing.
27. In the interest of Health and Safety all hirers are required to cooperate 

with both staff and other users. The activity will only be allowed to go 
ahead when all fire exits are completely clear. Guests/users must be 
made aware of the evacuation procedures, a copy will be issued to the 
user by FCA. 

28. Noise must be kept at an acceptable level, if the hirer refuses to reduce 
the noise level, the activity will be terminated immediately.

29. First Aid boxes can be found in the kitchen, the main hall, and the 
ballroom. Please inform the office if you have used anything from the 
first aid box so we can replenish stock.

30. All accidents need to be reported to the office as soon as possible. 
Please use the accident reporting form on the notice board.

31. To comply with COSHH (Control of Substances Hazardous to Health) 
regulations FCA must be aware and have agreed in advance to the 
bringing of any substances by the hirer. The facility reserves the right to 
refuse and substance that in their opinion could cause a hazard or 
danger to the facility or users.

32. Safeguarding of users within your group and other hall users.  It is your 
responsibility to ensure that group leads are DBS checked where 
necessary and that members attending your sessions are kept safe at all 
times.

33. Reporting safeguarding concerns is the group lead responsibility.  
Please ensure you and your staff are fully aware of the up to date 
reporting procedure for Leicestershire.

34. Reporting a safeguarding concern will be at all times kept confidential, 
however if there is a need to inform Fearon Hall management to keep 
others safe then you must do so.

35. You are required to provide Fearon Hall with a risk assessment showing 
how you have considered the health, safety and safeguarding 
implications for your booking.

Fearon
Community
Association
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