
GRUNDISBURGH VILLAGE HALL 
Registered Charity No: 304754 

DATA PROTECTION POLICY  

PRINCIPLES  

The Grundisburgh Village Hall Management Committee (VHMC) recognises its responsibility to 
comply with the General Data Protection Regulation 2018 (GDPR) and the Data Protection Act 2018 
(DPA) which is the UK-specific complement to the GDPR.  
These regulations set out high standards for the handling of private information and protection of 
individuals’ rights to privacy.  They specify how personal information can be collected, handled and 
used. Apart from some exemptions (which are irrelevant to the VHMC) the regulations apply to 
anyone holding personal information about people; electronically or on paper.  

PROCEDURES  

The VHMC has a number of procedures in place to ensure that it complies with the DPA and GDPR 
when holding personal information. When dealing with personal data the VHMC will ensure that data 
is:  

 
• processed fairly and lawfully. Personal information will only be collected from 

individuals if the VHMC has been open and honest about why they want the 
information;  

• processed for specified purposes only. This covers bookings, payment and invoice 
processes, and website data; 

• relevant to what it is needed for. Data will be monitored so that too much or too little 
is not kept; only data that is needed will be held;  

• accurate and kept up to date. Personal data will be accurate, if it is not it will be corrected; 
• not kept longer than it is needed. Data no longer needed will be shredded/deleted or 

securely disposed of;  
• processed in accordance with the rights of individuals. Individuals will be informed, upon 

request, of all personal information held about them; and 
• kept securely and confidentially. Only the VHMC can access the data. It cannot be 

accessed by members of the public. Data will not be used for any other purpose or passed to 
any third party. 

 
Disclosure of personal information. Members of the VHMC may need to access information to 
help carry out their duties. They are only able to access as much information as necessary and it will 
only be used for that specific purpose.  

This policy should be read alongside our Privacy Notice which is below. It will be reviewed from time to 
time and when there are DPA changes.  

 

Adopted on:    05/11/2019            To be reviewed:  Autumn 2020. 

 



Grundisburgh Village Hall Privacy Notice 

Introduction  

The General Data Protection Regulation (GPDR) and a new Data Protection Act came into effect in May 
2018 to ensure that organisations protect your personal data better. Your privacy is important to the VHMC 
and this statement is our commitment to letting you know how we use your personal information and make 
responsible use of your data. It should be read in conjunction with our current Data Protection Policy, 
available on our website.  

The personal information provided to the VHMC is collected, processed and held to ensure that the VHMC 
can fulfil its responsibilities. As such it comes under the “legitimate interest” category and no personal 
information is shared with or disclosed to any third parties.  

Information Security  

The VHMC has a duty to ensure the security of personal data. We only keep data for the purpose for which 
it was collected, and we destroy or delete it when it is out of date or no longer needed.  

Access to Information  

You have a right to ask the VHMC what information is held on you, and to check that it is accurate and up 
to date. Individuals have the right of access to their personal information that the VHMC holds on application 
to the secretary, who will respond as soon as possible and within one calendar month of your request. In 
addition, individuals can ask for personal data to be removed from VHMC records at any time.  

Examples of Information held:  

Booking information - Held by the bookings secretary. Details include name, address, e-mail address and 
phone number. Provided by hirer and all legitimate interest information for securing booking and ensuring 
proper use of the hall, liability for damage and payment. Regular booking details are retained whilst booking 
is current and one-off bookings retained for one calendar year.  

Contact and payment details - Held by the Treasurer – The Treasurer holds names, contact and bank details 
to pay invoices for services and supplies. The Treasurer also holds contact details for hirers to enable the 
issue of invoices and receipts. All legitimate interest information is destroyed/deleted after 12 months 
inactivity – i.e. there has been no transactions for at least 12 months.  

Website information - Trustee details in annual report, and committee contact details for bookings and other 
issues. No other personal detail is shown on our website. 



GRUNDISBURGH VILLAGE HALL  
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ENVIRONMENTAL POLICY  

Introduction  
Grundisburgh Village Hall Management Committee (VHMC) is committed to protecting and actively 
promoting the improvement of the local environment. It is committed to complying with relevant 
legislation and reducing Grundisburgh Village Hall’s environmental impact. 

Actions to reduce Grundisburgh Village Hall’s environmental impact 
The VHMC will ensure that environmental priorities are integrated into the decisions it takes on all its 
services and will seek to:  

• Make the most efficient use of energy.  It will endeavour to use the minimum quantities of 
energy possible in accordance with the safe and efficient operation of its heating, lighting, 
plant and machinery.  It will, from time to time, review its energy sources, energy using 
appliances and energy efficiency with a view to causing the least environmental impact.  It 
will monitor consumption and eliminate excessive or unnecessary use.  It will communicate 
to all users the means by which energy may be conserved, e.g. closing doors. 

• Encourage those using the hall to walk, cycle and use public or communal transport as 
alternatives to the private car.  It will seek to provide information about public transport on 
publicity materials. 

• Minimise and where possible eliminate all forms of pollution, using biodegradable chemicals 
where possible, and minimise the use of solvents and lead-based paints. 

• Minimise noise pollution. Users will be reminded of their responsibility to the local 
community within the hire agreement and encouraged to avoid creating noise pollution, 
especially at night. 

• Use the minimum quantities of water possible in accordance with its activities and ensure that 
the water it uses is both supplied and disposed of, in the purest condition possible, meeting 
statutory requirements.  It will reduce leakage and eliminate excessive or unnecessary use, 
e.g. through avoiding unnecessary flushing of urinals when the hall is not in use.  It will 
communicate to all users the need to conserve water e.g. turning taps off after use. 

• Avoid waste and encourage the appropriate conservation, re-use and recycling of resources.  
It will re-use and recycle materials as far as possible and, if this is impractical, disposal by a 
means which will have the least impact on the environment and conforms to statutory 
requirements.  It will encourage all users to minimise waste, including the recycling of glass, 
plastic and paper. 

• Ensure that the potential environmental impact of any building projects will be assessed and 
minimised.  This will include, where possible, methods of construction which make best use 
of resources; designs which result in low maintenance and high energy efficiency and the use 
of building materials from sustainable sources such as timber. It will encourage volunteers, 
hirers and users to use and operate the building correctly to conserve energy and minimise 
waste. 

• Promote a sense of responsibility and understanding for the environment and participation in 
environmental issues, by raising users’ awareness, by information provision and open 
consultation with the local community. 

• Where possible, purchase from local or regional suppliers, in order to maximise input to the 
local community and minimise carbon emissions from transport. 

• Protect the health and well-being of all users and visitors and improve and safeguard the 
quality of Grundisburgh Village Hall. 

 
 



 
Monitoring and Review  
The VHMC will monitor, review and where possible improve performance each year with positive 
action on any areas of noncompliance 

 

 

 
Adopted on:  05/11/2019.      To be reviewed:  Autumn 2020. 
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EQUAL OPPORTUNITIES POLICY 

  
The Grundisburgh Village Hall Management Committee (VHMC) acknowledge that the United 
Kingdom is diverse in culture, race, beliefs, and religion and believes that no individual or group of 
people should receive less favourable treatment on the grounds of gender, age, colour, race, 
nationality, racial or national origins, cultural heritage, disability, marital status, social background, 
sexual orientation or geographical location.  The VHMC acknowledges that members of these groups 
are often under-represented, exposed to prejudice and stereotyping, and suffer various disadvantages 
within our society.  
  
The purpose of this Policy is to set out clearly and fully the positive action the VHMC intends to take 
to combat direct and indirect discrimination in employment policy, management of the organisation, 
relationships with other bodies, and the services it provides to the community, community 
organisations and individuals.  
  
The VHMC is committed to providing equality of opportunity in all areas of its work.  It aims to 
overcome discrimination on the grounds mentioned above.  The VHMC recognises that positive steps 
need to be taken to ensure equality of provision in areas of representation, service provision, 
membership and access and will take action to make this policy effective.  
  
The Aims of the VHMC  
Our aim is to ensure that we become aware of discrimination and the problem it causes.  
The VHMC will challenge practices, legislation and institutions, which seek to discriminate against or 
deny the rights of individuals or groups in any form.  
The VHMC will seek to take positive action to address the inequalities in our society.   
The VHMC is committed to the equal opportunities policy set out in this document and will work to 
develop, improve and monitor it.    
   
 
The Equal Opportunities Policy and Code of Practice  
  
Legislation  
The VHMC acknowledges the definitions of various groups of people who are vulnerable to 
discrimination as set out in the relevant legislation.  The VHMC will support and implement the 
legislation and will work to ensure that no person protected by the legislation is discriminated against 
unlawfully, and that any positive obligations and duties are performed. 
 
   
  



The VHMC gives the following specific commitments.  
  
Disabled  
The VHMC recognises that the legislation applies to persons who are not apparently disabled or ill.  
 
Age  
The VHMC believes that people of all ages have skills experiences and ideas, which are equally valid, 
and have valid needs, expectations and aspirations.  
  
Ethnic Minorities  
The VHMC will be alert to any implications of its services and actions for potential unlawful 
discrimination.  The VHMC will challenge racism in any form and will encourage its users to do the 
same.   
  
Gender and Sexual Orientation  
Sexist policies, practices and attitudes (including policies, practices and attitudes which may relate to 
sexual orientation and gender re-assignment) will be challenged, and users will be encouraged to do 
the same.  
  
Religion and Belief  
The VHMC endorses the right of each individual to his or her own religious beliefs or the absence of 
a belief.  
  
The Code of Conduct  
1. People will be treated with dignity and respect regardless of the group to which they belong.   
2. People’s feelings and views will be valued and respected.  Language or humour that people find 
offensive will not be used or tolerated, e.g. racist jokes or derogatory terminology.   
3. No one will be harassed abused or intimidated on the ground that they belong to a vulnerable 
group.  Incidents of harassment will be taken seriously, and the VHMC will undertake investigations 
of any complaints quickly, impartially and thoroughly.   
 
                                                       

  
Adopted on: 05/11/2019.         To be reviewed:  Autumn 2020. 
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HEALTH & SAFETY POLICY  

This document is the Health and Safety Policy of the Grundisburgh Village Hall Management Committee (VHMC)   
  
Our policy is to:  
  

• Provide healthy and safe working conditions, equipment and systems of work for our volunteers, members, 
visitors, hirers and any future employees.    

• Keep the hall premises and its facilities, grounds and equipment in a safe condition for all users.  
• Provide such training and information as is necessary to volunteers, users and staff.  

  
The VHMC will comply with all Health and Safety legislation and act positively where they can reasonably do so to 
prevent injury, ill health or any danger arising from the activities and operations within the Hall and its grounds.  
  
The VHMC considers the promotion of health and safety of all who use the premises, including contractors who may 
work there, to be of great importance. They recognise that the effective prevention of accidents depends as much on a 
committed attitude of mind to safety as on the operation and maintenance of equipment and safe systems of work. To 
this end, they will seek to encourage all visitors, contractors and users and any staff to engage in the establishment and 
observance of safe working practices.  
  
Any employees, contractors, visitors and users will be expected to comply with the Health & Safety Policy adopted by 
the VHMC, with all safety requirements referred to in the hiring agreement and with safety notices on the premises 
and to accept responsibility to do everything they reasonably can to prevent injury to themselves and others.  
  
 

Adopted on: 05/11/2019.                             To be reviewed: Autumn 2020. 
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1.0 RESPONSIBILITIES FOR HEALTH & SAFETY  
1.1 The VHMC has overall responsibility for health and safety in the hall and grounds and for the implementation of 
this policy. It is the intention of the VHMC to comply with all Health and Safety legislation and to act positively 
where they can reasonably do so to prevent injury, ill health or any danger arising from the activities and operations in 
the hall and its grounds.  
  
1.2 All users of the facilities are expected to read this Health and Safety Policy statement as a condition of their hire 
and to recognise that it is their duty to comply with the procedures and all safety requirements, including safety 
notices at the site. They will be required to sign the hiring form as evidence that they agree to the hiring conditions.  
  
1.3 It is the duty of all contractors, hirers, visitors and any staff to:  

• take care of themselves and others who may be affected by their activities 
• do everything they reasonably can to prevent injury to themselves and others 
• co-operate with the Trustees in keeping the premises and grounds safe and healthy including the car park  

  
1.4 Should anyone using the hall or grounds come across a fault, damage or other situation which might cause injury 
and cannot be rectified immediately, they should inform the Chairman or Bookings Secretary as soon as possible so 
that the problem can be dealt with. Where equipment is damaged a notice should be placed on it warning that it is not 
to be used and it should be reported immediately to the Bookings Secretary.  
  
1.5 Routine reviews, checks and safety inspections of safety procedures and equipment are conducted by persons 
appointed by the VHMC. Further information can be obtained from the Chairman or Bookings Secretary upon request 
– contact details are provided in Appendix 3  
  
2.0 SAFETY INFORMATION  
2.1 Fire Precautions and Checks  
  
2.1.1 A plan of the hall showing the location of fire exits, fire extinguishers and smoke detectors is given in  
Appendix 1.  
  
2.1.2 A copy of the Hall Emergency evacuation procedure is attached at Appendix 2 and is also displayed on the Hall 
notice-board. In addition, each group that meets regularly in the Hall may have its own evacuation procedure and fire 
drill procedure. A guide to the emergency arrangements is provided to all hirers and is attached at Appendix 3.  
  
2.1.3  The service record for the fire safety equipment is available from the Bookings Secretary upon request and is 
also displayed on the hall notice-board.  
  
 
 
 
3.0 SAFETY PRACTICES  
The following practices must be followed in order to minimise risks 

• Make sure that all emergency exits doors are clear and unlocked as soon as the hall is to be used and 
throughout the hiring. 

• Do not operate or touch any electrical equipment where there are signs of damage, exposure of components or 
water penetration, etc. 

• Do not work on steps, ladders or at a height until they are properly secured and another person is present 
• Do not leave portable electrical or gas appliances operating while unattended. 
• Do not bring onto the property any portable electrical appliances which have not been Portable Appliance 

Tested. 
• Do not attempt to move heavy or bulky items (e.g. stacked tables or chairs) without the proper equipment. 
• Do not stack chairs more than six high. 
• Do not attempt to carry or tip a water boiler when it contains hot water. Leave it to cool. 
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• Do not allow children in the kitchen except under close supervision. Avoid overcrowding and do not allow 
running. 

• Wear suitable protective clothing when handling cleaning or other toxic materials.  
• Report every accident in the accident book and to the Bookings Secretary 

 
Be aware and seek to avoid the following risks 

• Creating slipping hazards on steps or wet floors – mop spills immediately 
• Creating tripping hazards such as buggies, umbrellas, bags, mops and other items left in the foyer, kitchen, 

main hall and storage areas. 
• Avoid tripping by using inadequate lighting 
• Risk to individuals while in sole occupancy of the building 
• Risks involved in handling kitchen equipment e.g. cooker, water heater and knives 
• Creating toppling hazards by piling equipment e.g. in store cupboards 

 
 
  
4.0 IN CASE OF ACCIDENTS  
4.1 The nearest Accident and Emergency/Casualty dept. is: The Ipswich Hospital, Heath Road, Ipswich,  
Suffolk IP4 5PD   Emergency Department Telephone: 01473 702033  
  
4.2 The nearest doctor’s surgery is: Grundisburgh Surgery, 20 Charles Avenue, Grundisburgh, and Suffolk, IP13 6TH 
Telephone: 01473 738121 
 
4.3 The First Aid Box is located in the Kitchen area. 
 
4.4  A Defibrillator in located on the outside wall of the Parish Room, opposite The Forge Stores. 
 
4.5 The accident book is kept in the Kitchen area.  This must be completed whenever an accident occurs. All 
accidents, even minor ones, must be reported to the Bookings Secretary.  
 
4.6 The following major injuries or incidents must be reported on RIDDOR * (Reporting of Injuries, Diseases, & 
Dangerous Occurrences Regulations 2013) forms 
 

• Fracture, other than to fingers, thumbs or toes 
• Amputation 
• Dislocation of the shoulder, hip, knee or spine 
• Loss of sight (temporary or permanent) 
• Any penetrating injury to eye (including chemical) 
• Injury from electric shock/burn leading to unconsciousness or requiring resuscitation or admittance to hospital 

for more than 24 hours. 
• Any other injury leading to hypothermia, heat induced illness or unconsciousness or requiring resuscitation or 

requiring admission to hospital for more than 24 hours  
• Unconsciousness caused by asphyxia or exposure to harmful substance or biological agent.  
• Acute illness requiring medical treatment or loss of consciousness arising from absorption, of any substance 

by inhalation, ingestion or through skin.  
• Acute illness requiring medical attention which may have resulted from a biological agent or its toxins or 

infected material. 
 
NOTE:  RIDDOR puts duties on employers, the self-employed and people in control of work premises (the 
Responsible Person) to report certain serious workplace accidents, occupational diseases and specified dangerous 
occurrences (near misses). 
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5.0 INSURANCE  
A copy of the Employer’s Liability and Public Liability Insurance certificate for the Village Hall is displayed on the 
hall notice boards and can also be obtained from the Bookings Secretary upon request.  
  
  
6.0 CONTRACTORS  
Before any contractor or person on site begins any work they should: 

• Carry out their own risk assessment 
• Ensure they have adequate liability cover 
• Familiarise themselves with this Health and Safety Policy.  

  
7.0 REVIEW OF HEALTH AND SAFETY POLICY  
The VHMC will review this policy annually and also as required by any change of circumstances. Individuals with 
responsibility for aspects of Health and Safety will report to the VHMC regularly, including any accidents, faults, 
misuse by hirers or other matters which could affect health and safety of users or employers. These reports and 
subsequent actions will be recorded in the minutes of VHMC meetings. 
 
 
 
 
 
 
 
APPENDIX 1  
  

EMERGENCY EVACUATION PROCEDURE IN THE EVENT OF FIRE OR OTHER 
EMERGENCY 

 
***Fire Assembly Point is in the CAR PARK. 
  
IF YOU DISCOVER A FIRE:  
1   SOUND THE ALARM BY PRESSING A FIRE CALL POINT. 
2   IMMEDIATELY GO TO FULL EVACUATION PROCEDURES. 
3   DIAL 999 FOR FIRE SERVICE – NEAREST PUBLIC TELEPHONE IS ON THE GREEN. 
     GIVE THIS ADDRESS: 1 POST MILL GARDENS, IPSWICH ROAD IP13 6TA. 
4   ALL PRESENT TO LEAVE BUILDING AND MEET ON ASSEMBLY AREA AND START  
     RECORDING THOSE ASSEMBLED.  
5   IF POSSIBLE SWEEP/CHECK OF ALL ROOMS AND TOILETS – DO NOT ENDANGER 
     YOURSELF.  
6   ONLY ATTEMPT TO EXTINGUISH THE FIRE USING THE FIRE APPLIANCES PROVIDED  
     IF IT IS CONSIDERED SAFE TO DO SO.  
  
IF YOU HEAR THE FIRE ALARM  
1.  LEAVE THE BUILDING BY THE NEAREST FIRE EXIT.  
2.  CLOSE ALL DOORS BEHIND YOU.  
3.  REPORT TO PERSON IN CHARGE AT ASSEMBLY POINT.  
4.  DO NOT STOP TO COLLECT BELONGINGS.  
5.  DO NOT TAKE RISKS – JUST GET OUT. 
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APPENDIX 2  
  
Typical Emergency Plan For The Hirer/Person Responsible.  
  
A Caretaker is not present on the premises. As the responsible person for the event/function, you have legal duties 
with regards to the safety of those persons assisting or attending the event.  Key holders should keep the key and alarm 
code secure. Before the event you should be aware of:-  

• What fire protection systems are available 
• How a fire will be detected 
• How people will be warned if there is a fire 
• What people should do if they discover a fire 
• How evacuation of the building should be carried out including arrangements for those identified as being 

especially at risk such as those with disabilities or children.  
• Where people should assemble after they have left the building and procedures for checking everybody has 

evacuated the building 
• Arrangements for fighting a fire 
• How fire and rescue services and any other services will be called 
• Procedures for meeting the fire and rescue services on their arrival 
• Limitation on numbers of people 
• Checking all escapes are clear of obstructions 

 
At the start of an event you should notify all present about:- 

• The no smoking policy  
• Location of exits and escape routes 
• Taking only valuables immediately to hand and not to go to collect other belongings 
• Not leaving items on the floor that could cause obstruction e.g. handbags 
• The location of the Assembly Point 
• What will happen after an evacuation 

 
During an event you should ensure that:- 

• Escape routes and exits do not become obstructed 
• That the No Smoking policy is adhered to 
• No naked flames are started (unless authorised) 
• Rooms do not become overcrowded 
• Permitted numbers are not exceeded 
• Noise levels cannot drown out the need for emergency announcements 

 
At the end of the Hiring, you should ensure that:- 

• The premises are left clean and tidy and equipment is returned to its correct position/storage area 
• All items brought onto the premises are taken away 
• All heaters including water heaters and cookers are turned off 
• All electrical appliances are turned off and unplugged 
• All lights not required for security reasons are turned out 
• All internal doors are closed 
• All exits to the premises are locked/secured and the key (if issued) is returned as arranged with the Booking 

Secretary. 
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APPENDIX 3  
  
Important Contact Details  
  
Chairman:   
Judith Bignell-Pepper 
34 Orchard End 
Grundisburgh 
Suffolk  
IP13 6UA    
Telephone:   01473 735459 
  
Bookings Secretary 
Michelle Sanford 
Larks Rise 
Ipswich Road 
Grundisburgh 
Suffolk 
IP13 6TJ 
Telephone;  07874 055746 
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COMPLAINTS POLICY 

Introduction 
Grundisburgh Village Hall Management Committee (VHMC) is committed to providing our 
beneficiaries and our customers with the best service possible in line with the objects stated in the  
1962 Conveyance. 
However, we know that there may be times when we do not meet our own high standards. When this 
does happen we want to hear about it, deal with the situation as quickly as possible and put measures 
in place to stop it happening again. We take complaints very seriously and see them as an opportunity 
to help us see where our services or procedures might be improved. They also give us the chance to 
put things right for the person or organisation that has made the complaint. Our policy is to: 

• provide a fair complaints procedure which is clear and easy to use for anyone wishing to 
make a complaint;  

• publicise the existence of our complaints procedure so that people know how to contact us to 
make a complaint;  

• ensure the VHMC trustees know what to do if a complaint is received; 
• ensure all complaints are investigated fairly by the Complaints Officer and in a timely way; 
• ensure that complaints are, wherever possible, resolved and that relationships are repaired; 

and  
• gather information helping us to improve what we do.  

 
Definition of a Complaint  
The VHMC defines a complaint as “an expression of discontent by a person or persons receiving a 
service from the charity that cannot be immediately resolved at point of delivery, and about which the 
complainant desires a follow-up action is taken and a response provided”. Complaints may come from 
any person or organisation who has a legitimate interest in the VHMC through use of the Hall.  

Confidentiality  
All complaint information will be handled sensitively, telling only those who need to know and 
following any relevant data protection requirements.  

Responsibility  
Overall responsibility for this policy and its implementation lies with the VHMC.  

Review  
This policy is reviewed annually and updated as required.  
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How to Complain  
Step 1: Contacting us   Our aim is to resolve issues quickly so that they do not escalate into a 
complaint. The first step, therefore, should you encounter a problem, is to approach the Complaints 
Officer Phil Bailey, (see website for details). Hopefully, they are in a position to resolve the problem 
swiftly and will do so if possible and appropriate. Regardless of the outcome of this initial contact, the 
information will be registered in the complaints log.   

Step 2: Written complaint Should you feel that your issue has not been resolved and wish to register 
your complaint in writing, you can send an email to the Complaints Officer (see website for details). 
Your complaint will be acknowledged as soon as possible and the Complaints Officer will arrange 
with you the best way and time for responding to you. If the complaint relates to a specific person, 
they will be informed and given a fair opportunity to respond. Ideally complainants will receive a 
definitive reply within four weeks. If this is not possible because for example, an investigation has not 
been fully completed, a progress report will be sent with an indication of when a full reply will be 
given. The reply will describe the action taken to investigate the complaint, the conclusions from the 
investigation, and any action taken as a result of the complaint. 

Step 3: Taking your complaint further We hope that you feel that your complaint has been properly 
dealt with in step 1 or 2; however, if you are still unhappy, it is important that you let us know so that 
we can take it further. If you feel that your complaint has not been adequately dealt with, you can 
request it is passed to the Chairman of the VHMC (see website for details) who will arrange for it to 
be fully investigated and will respond directly back to you with the outcome of the investigation. This 
will normally be within 2 weeks although it could take longer. It must be noted that matters regarding 
individuals and any specific action taken as a result of a complaint against an individual will not be 
discussed either formally or informally with any person raising the complaint owing to possible 
breach of confidentiality. 

Step 4: Complaint to the Charity Commission There is an option to complain to the Charity 
Commission at any stage. Information about the kind of complaints the Commission can involve itself 
in can be found on their website at: www.charitycommission.gov.uk/publications/cc47.aspx.  

Variation of the Complaints Procedure The VHMC may vary the procedure for good reason, for 
example, to avoid a conflict of interest.  

Monitoring and Learning from Complaints Complaints are reviewed on a regular basis by the 
VHMC to identify any trends which may indicate a need to take further action 

 

 

Adopted on: 05/11/2019.       To be reviewed: Autumn 2020. 
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Hiring the Hall 
Grundisburgh Village Hall is located in Ipswich Road on the southern edge of the village.  
One of the most sought-after villages in Suffolk, Grundisburgh is just six miles from Ipswich and 
three from Woodbridge.  It is not just a pretty picture postcard village, but a real lively community 
with a broad spread of population including lots of families with young children.  Because 
Grundisburgh provides services for surrounding smaller villages, its nearly 1,500 inhabitants enjoy 
amenities which a village of this size could not sustain on its own. 
 
The Village Hall provides a large hall and is a good venue for meetings, lectures, parties, charity 
galas, anniversary celebrations and wedding receptions. It is also the home for local clubs and social 
activities. We welcome everyone from local and community groups to commercial organisations and 
private individuals. Whether you are looking for a comfortable meeting room, somewhere to hold an 
art or dance class or a children’s party, or a venue to hold your birthday party, anniversary celebration 
or wedding reception, we can happily accommodate you. 

Catering and Alcohol 
Grundisburgh Village Hall has kitchen facilities which can cater for up to 120 guests. The Hall does 
not provide catering services, so hirers must make their own arrangements if required.   Local caterers 
are available.  
 

Music 
The Hall has a PR license that allows music to be played in the Hall.       

Hire Rates 
Hire rates for the hall can be found on the website. 
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Hire Agreement 
 
HIRER’S RESPONSIBILITIES  
For the purposes of these conditions, the term Hirer shall mean an individual hirer or, where the Hirer 
is an organisation or group, the authorised representative. The Hirer shall be over 18 years of age.  
 
Policies 

• The Hirer is required to review all the relevant policies of the VHMC (including Health & 
Safety), copies of which are on the website: https://www.grundisburghvillagehall.com/ 

 
Supervision  

• The Hirer is considered to be the Event manager and, during the period of the hiring, shall be 
responsible for supervision of the premises, the fabric and the contents; their care, safety from 
damage however slight, and the behaviour of all persons using the premises whatever their 
capacity: including proper supervision of car parking and young persons under 18 years.  

 
 
Use of Premises  

• The Hirer shall not use the premises for any purpose other than that advised at the time of 
booking. 

• Standard operating hours are 8.00 to 23.30, although all music must cease at 23.00hrs. 
• The capacity 120 persons in the main hall must not be exceeded  
• The sale of alcohol in any form is not permitted unless a Temporary Event Notice has been 

obtained from East Suffolk Council. Alcohol is permitted for private events where not sold. 
• The Hirer shall not sub-hire or use the premises or allow the premises to be used for any 

unlawful purpose, or in any unlawful way nor do anything or bring onto the premises 
anything which may endanger the same or render invalid any insurance policies. 

• The Hirer will be responsible for obtaining any licences that are needed and for the 
observance of the same. 

• The premises will not be used for any form of adult entertainment of a sexual nature. 
• No smoking is allowed anywhere in Grundisburgh Village Hall. 
• Doors and windows will be managed during events to ensure that noise does not escape from 

the building. 
• The Hirer is requested to ensure that users leave quietly and have consideration for local 

residents. 
 
Indemnity  
The Hirer shall reimburse Grundisburgh Village Hall for the cost of any repair or damage done to any 
part of the property including the curtilage thereof or the contents of the buildings which may occur 
during the period of the hiring as a result of the hiring. 
 
Insurance  
The Hirer shall be responsible for making arrangements to insure against any third-party claims which 
may lie against them (or the organisation if acting as a representative) whilst using the 
Premises. (Grundisburgh Village Hall is insured against any claims arising out of its own negligence).     
 
 
 
 



Children Act–Safeguarding Children 
The Hirer shall ensure that any activities for children comply with relevant legislations and that only 
fit and proper persons have access to the children.  
Except for private parties, where events are organised for children, the Hirer shall have a valid 
certificate from the Disclosure and Barring Service and the Hirer shall take full responsibility for any 
other persons engaged to look after children.  
There shall be a minimum of three competent persons over 18 years of age to supervise all children’s 
events.  Children are not allowed in the Hall unaccompanied. 
Where the event is predominantly for children under the age of 16 years there shall be additional adult 
supervision. The NSPCC recommends: 

Aged 0 - 2 years: 1 adult to 3 children  
Aged 2 - 3 years:1 adult to 4 children  
Aged 4 - 8 years:1 adult to 6 children  
Aged 9 - 12 years:1 adult to 8 children  
Aged 13 - 18 years:1 adult to 10 children.  

 
Health and Hygiene  

• The Hirers shall, if preparing, serving or selling food, ensure all relevant food health and 
hygiene legislation and regulations are adhered to. 

• The Hirer shall familiarise themselves with the location of the First Aid Kit.  
 
Fire Safety 

• The Regulatory Reform (Fire Safety) Order 2005 (RRO) covers the relevant responsibilities 
for Fire Safety of the village hall. Under this agreement, the Hirers shall bear the 
responsibility for fire safety for the duration of the hire.  

• The building has previously been risk assessed under the RRO so in essence the extent of 
your responsibilities can be summarised as follows.  The Hirer must: 

o    Be familiar with the layout of the building and escape routes as indicated by the green 
     ‘running man’ signs and ensure that these routes are kept free from obstruction. 
o    Be familiar with the contents of the Fire Action Notices located at various points 
      throughout the building, which inform you what to do in the event of a fire. 
o Ensure that any electrical equipment used in connection with your hiring e.g. sound 

systems has been suitably tested by a competent person and is safe. 
o    Not use unauthorised heating appliances or highly flammable substances.  
o Ensure that exit signs and the emergency lighting supply illuminating exit signs and 

routes is turned on the whole time the event is in progress. 
o Ensure that the Fire Brigade is called to all fires no matter how small and that the 

Booking Secretary is informed.  
 
Animals  

• The Hirer shall ensure that no animals (including birds) except guide dogs are brought into 
the Hall. 

 
Cancellation  

• If the Hirer wishes to cancel the booking before the date of the event and the VHMC is unable 
to arrange a replacement booking, the payment of the hiring fee shall be at the discretion of 
the VHMC.  

• The VHMC reserves the right to refuse or cancel a booking at any time without notice, prior 
to or during the booking event.  

• The hirer shall be entitled upon such notice to reimbursement of such monies including the 
deposit or a proportion of the same as have been paid by the hirer, at the discretion of the 
VHMC. 

 



GRUNDISBURGH VILLAGE HALL 
Registered Charity No: 304754 

 
VOLUNTEERING POLICY 

We believe in equal opportunities and diversity.  We strive to deliver a varied and diverse range of 
activities within the Hall which promote a community spirit.  Our main objective is to make the 
Village Hall the social hub of our community for everyone within the village and the surrounding 
areas.   

PRINCIPLES:  Grundisburgh Village Hall Management Committee (VHMC) seeks to involve 
volunteers to:  

• Ensure our events meet the needs of our community. 
• Ensure the community are actively involved in our Village Hall. 
• Provide opportunities for all ages of the community to develop new skills and perspectives. 
• Increase our contact with more people in the community.   

 
PROCEDURES: - The VHMC will seek to ensure that volunteers are made to feel welcome and 
included and that their contribution, on whatever level, is facilitated to enable them to contribute to 
the VHMC’s work. The VHMC expects that the Trustees work positively with each other and with all 
other volunteers. The VHMC will actively seek to attract and involve volunteers in their work.  - The 
VHMC recognises that volunteers require appreciation and satisfaction for their contribution and we 
will seek to help volunteers meet these needs.  - The VHMC will provide any training required and 
will seek to ensure there is a safe and pleasant environment to work in. In addition to this; Volunteers 
will be expected to have an understanding of and commitment to our equal opportunities policy, our 
safeguarding policy, and our health and safety policy.   

 

 

Adopted on: 05/11/2019.        To be reviewed:   Autumn 2020. 
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