
 

 

 
 
1 INTRODUCTION  
 

The Parish Council asked Nantwich Town Council to assist in operating the community hall.  There 
have been negotiations between the two Clerks and the up-to-date situation is that the Nantwich 
Town Council (NTC) Finance Committee has agreed to recommend that the duties be accepted for a 
fee of £5,000 a year, payable quarterly.  NTC will consider this recommendation at its meeting on 16 
December 2013.   
 

The following tasks are those which will be performed by Civic Hall staff.  
 

(a) Operate the on-line booking system 
(b) Deal with booking enquiries either by phone or e-mail, or in person 
(c) Receive cheque and cash payments (at the Civic Hall) 
(d) Deal with hire agreements, which require the signature of the user and a 

representative of the Parish Council (currently Clerk or parish councillor) 
(e) Retain a key which casual users would arrange to collect from the Civic Hall on a 

weekday during office opening hours and return either the following day, or, in the 
case of weekend bookings, on a Monday 

 

The following tasks have been explicitly excluded:  
 

 Attendance at the building for cleaning 

 No alarm call-outs 

 Meeting potential hirers or contractors at the hall.  
 

If the full Town Council approves the recommendations of the Finance Committee, a partnership 
agreement or service level agreement will need to be drawn up.  
 

2 DUTIES FOR NANTWICH HALL STAFF 
 
Operation of the on-line booking system 
 
Staff will need training by Sports-Booker, the on-line provider of the service.  The Clerk was not given 
formal training on operation of the system but can operate it to a limited extent; however, she is not 
competent to train anyone else. The former volunteer members of the Committee received formal 
training.  
 
Staff will need to be given “admin” status to use the system so that they can, for example, make 
bookings on behalf of users, cancel bookings etc. and the Clerk will make arrangements with Sports-
Booker for this training.  
 
Booking Enquiries 
 

Once arrangements are in place, the Civic Hall telephone number will need to be added to the Parish 
Council’s website for enquiries.   
 

Full details about the facilities offered, dimensions of the hall, etc. will need to be provided to the staff 
to enable them to deal with enquiries.  
 

The current e-mail address for hall bookings is hallbookings@stapeleyparishcouncil.gov.uk.  The web 
manager will be asked to add a rule to ensure that a Civic Hall e-mail address (possibly an individual 
recipient?) will receive the on-line enquiries. 
 

Receive cheque and cash payments 
 

As the Responsible Financial Officer, the Clerk will continue to be responsible for banking cheques 
and cash.  Many users will pay by using the on-line system which links them into the PayPal system if 
they wish.  
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The Clerk will make a routine visit to the Civic Hall, once a week, to collect cheques and cash and 
bank before the weekend.  As part of an audit trail the Clerk will receipt the Civic Hall staff.   
 
Retention of keys 
 

Casual users will be able to collect a key from the hall on weekdays only (office hours) and then 
return it on the Monday. Most casual use is weekends but there might be some occasions where 
events are held in the week.  For this reason, it is suggested that Civic Hall staff retain two keys.  
 

There has previously been some discussion (but no decision) that each user should be asked to pay 
a £20 CASH deposit which will be refunded to them when they return the key.  Cash was the 
preferred option for the deposit only, but they could pay the hire fee by cheque.   
 
Hire Agreement  
 

Users are required to sign the document (currently running at about 13 pages) and someone on 
behalf of the Parish Council needs to sign. This has previously been carried out when the user is 
allowed entry to the community hall. 
 

Where users make bookings on-line, they are deemed to have accepted the hire agreement, but there 
is still a requirement for either the Clerk or a parish councillor to sign two copies of the agreement, 
with the user also signing each copy, retaining a copy for their records. The Legal Adviser will be 
asked to include this in his review of the hire agreement.  Civic Hall staff would print off Agreements 
for signature.  
 
Safety Requirements 
 

All casual users are shown around the hall on the day of their booking. This includes pointing out fire 
exits, fire extinguishers, first aid kit, accident book etc.  The person who opened the hall would then 
be responsible for checking at the end of use to make sure that the hall was clean and tidy, that users 
had removed all their refuse and that all lights were switched off and the hall made secure.  
 

As this task can no longer be performed, it is suggested that a detailed set of instructions be provided 
and given to each casual user, along with the key.  
 
3 DUTIES FOR THE CLERK 
 

The following duties will fall to the Clerk:  
 

 Banking of cheques and cash (part of RFO role). 

 Maintain overview of income and reconcile with receipts, submitting quarterly reports to the 
Parish Council. 

 Issue weekly list of bookings to cleaning contractor. 

 Periodic checks of community hall to ascertain any maintenance/repair requirements. 

 Periodic checks in accordance with the Legionella risk assessment (advice required) 

 Periodic checks in accordance with building risk assessment (there is no currently no RA in 
place for the building). 

 Dealing with complaints from users of the hall. 

 Seek quotations for work in and around the community hall, meeting contractors on site as 
and when required. 

 Meet potential users on site to show them around the hall. 

 Deal with emergency call-outs during casual use.  
 

4 DECISIONS REQUIRED 
 

The Parish Council is invited to resolve the following matters:  
 

(a) Agree a method for ensuring that casual users are made aware of safety requirements 
(a detailed explanatory note is suggested).  
 
 



 

 
(b) Should a £20 CASH deposit be added to the hire fee for each casual use, with the £20 

being refunded on return of the key? 
 

(c) Should the on-line booking system continue or be replaced with hard-copy diary? 
 

The on-line diary has been removed as a link from the website, but is still the method by 
which regular users make their bookings, some of whom pay by PayPal, which makes a 3% 
charge on each transaction. An alternative would be to replace the on-line system with a hard 
copy system.  A disadvantage of this is that the Clerk would not have immediate access to the 
bookings made and this would impact on preparation of accounts and the weekly bookings 
sheet which is issued to the cleaning contractor.  
 

 
 
 
 
 
 
 
Carol Jones 
Clerk 
29 November 2013 


