


Little Paxton Village Hall Draft booking policy – June 2024
1. The village hall booking system (currently Hallmaster) is the single source of truth for bookings.
2. All users must use the booking system directly to request bookings except where they are not computer literate in which case the village hall Bookings Administrator (VHBA) will assist.
3. Booking requests do not become confirmed bookings until they have been processed by the VHBA.
4. The VHBA aims to process all booking requests within 7 days of the booking request being made.
5. Bookings should be made up to 24 months in advance to retain regular dates.
6. When a booking request is made for a currently available slot which would usually be reserved for a regular user, the VHBA will contact the regular user by phone and email with an option to reserve the slot before allowing it to be booked by the new user.
7. The regular user will have 3 days to respond before the VHBA will release the slot to the new requestor.
8. The booking fee must be paid upon receipt of invoice. If payment is not received within five working days, a written warning will be sent to the casual user to pay within the next five working days, or the booking will be cancelled.
9. The refundable deposit (where applicable) must be paid one week before the date of the booking.
10. If the booking fee and refundable deposit (where applicable) are not paid in full before date of the booking, the booking will be cancelled.
11. Once a booking has been confirmed in the booking system, only the VHBA or other Hallmaster administrator may cancel the booking.
Definitions:
Regular user.  A user who has currently or recently confirmed a series of repeating bookings.




