Wallingford Town Council
9 St Martin’s Street
Wallingford
Oxfordshire
OX10 0AL
01491 835373
www.wallingford.co.uk
queries@wallingfordtowncouncil.gov.uk

Wallingford Town Hall
Information for Hirers (ANNEX 1)

Wallingford
Wallingford is situated on the bank of the
River Thames, in Southern Oxfordshire,
between Oxford and Reading.
Steeped in history, with a medieval bridge
over the River Thames, ancient fortifications,
and one of the oldest charters in England,
Wallingford proclaims a colourful past.
Today the town is a bustling market town,
with a wide array of independent shops, pubs
and cafes.

Wallingford Town Hall
The present Town Hall was Constructed in 1670 during
the reign of Charles II.
It is a timber framed building, rendered to give the
appearance of stone. Its Venetian windows on the north
are particularly attractive and have been copied in a
number of later buildings around the Market Place.
The Town Hall comprises of two function rooms, the
Main Chamber and the Committee Room, with the Main
Chamber offering beautiful views over the historic
Market Place.

The Main Chamber
The walls are adorned with
commemorative boards, listing all
the town mayors since 1231 to
the present day.
This room can comfortably
accommodate up to 60 guests,
for a wide range of functions,
including
civil
ceremonies,
naming ceremonies, private
parties and conferences.

The Committee Room
The Committee Room has the perfect ambience for smaller, more intimate functions or events.
The room can accommodate up to
20 guests and like the Main
Chamber, displays artefacts of
Wallingford’s impressive history,
including the town mace, dated
1650, and is said to have been
copied for the mace of the House
of Commons.

2
Wallingford Town Hall – Annex 1 V.1 December 2019

CHARGES (from December 2019)
Venue Hire
There is a minimum hire period of three hours, which must include any set up and take down
time, for all bookings.
Weekdays (venue hire only)
Standard Rate:
Main Chamber
Committee Room

£295.00 +VAT
Additional hour £50.00 +VAT per hour
£250.00 + VAT
Additional hour £30.00 + VAT per hour

Concessional Rate: *
To qualify for concessional hire charge rate, please see the attached policy
£30.00 + VAT flat rate charge per hour
Minimum hire charge 2 hours
NB Concessional Rates at the discretion of the Town Clerk *
* The concessional rate is set at the discretion of the Town Clerk. The concessional rate is for local charities or not for profit
organisations.
.

For television, film and photographic location hire please contact us directly.
Weddings
All weddings require a minimum two hour hire period. All weddings are managed by our
events manager, who must be in attendance to ensure that during the proceedings all
arrangements comply with the conditions of the venue licence.
Before confirming a booking the hirer is responsible for liaising directly with the registrars to
ensure they are available. The cost of the registrar’s service is in addition to the venue hire
costs and must be paid directly to the registrars.
Weddings
Standard Rate: *
Monday – Sunday Whole Building

£475 +VAT two hour hire period

Wedding Packages - additional to 2 hour wedding charge.
Drinks package **

£250 plus VAT plus £9.00 per bottle
(minimum 6)
If canapés are required in addition to the above - Please contact our Events Manager to
discuss further.
All prices include VAT.
* This does not include the cost of the registrar’s services.
**Drinks provided by Wallingford Town Council.
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BOOKINGS / ENQUIRIES
Bookings and enquiries for the Town Hall can be made via the Town Council Offices.
OPENING TIMES:
Mondays – Thursdays:
Fridays:

09.00 – 17.00
09.00 – 16.30

CONTACT DETAILS:
Telephone:
Email:
Website:

01491 835373
admin@wallingfordtowncouncil.gov.uk
www.wallingfordtowncouncil.gov.uk
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Wallingford Town Hall
Health and Safety Guide for Hirers

Premises:

Wallingford Town Hall

Premises address:

Wallingford Town Hall
Market Place
Wallingford
OX10 0EG

Contact number:

01491 835373

Plan date:

May 2016

Review date:

May 2017

Prepared by:

Project Manager

Part 1: Health and Safety Arrangements
The Hirer, or Responsible Representative is responsible for ensuring the following health
and safety regulations are adhered to during the period of hire:

1. Stairways must be kept clear of obstacles at all times.
2. Children must be supervised at all times, when using the stairs.
3. Any spillages must be cleared up immediately, to avoid slipping.
4. No glassware should be taken outside of the Town Hall.
5. All electrical equipment is switched off after use.
6. The Hirer is responsible for the stacking of all chairs and the dismantle of any tables
used. The chairs should be left stacked no more than three high at the back of the Main
Chamber. The tables are to be left flat to the floor pushed to the side of the room.
7. No cables must be left trailing and cables covers used when necessary.
8. The maximum weight of the dumb waiter must not be exceeded.
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Part 2: Fire and Emergency Evacuation Plan
A fire and emergency evacuation plan documents all of the arrangements, both physical and
managerial, present to ensure the safe evacuation of and accounting for persons from a
premise or location in the event of a fire occurring.

The purpose of this fire and emergency evacuation plan is to ensure that adequate
arrangements are in place for a safe evacuation of all employees and other persons that may
need to leave the area or premises in the event of a fire.

IF IN DOUBT GET OUT!
IN THE EVENT OF FIRE, THE SAFETY OF LIFE SHALL OVERRIDE ALL OTHER CONSIDERATIONS, SUCH AS
SAVING PROPERTY AND EXTINGUISHING THE FIRE
The Hirer, or Responsible Representative is responsible for ensuring the following health
and safety regulations are adhered to during the period of hire:
1. Before the period of hire commences, the Hirer must designate a Responsible
Representative who will act as Fire Marshal in the event of a fire or emergency
2. The Fire Marshal will be responsible for the safe evacuation of the building in the event
of a fire or similar event
3. The Responsible Representative must be over 18 years old, have sufficient capacity at all
times during the event and remain in the Town Hall during the period of hire
4. The Hirer must, before commencement of any function, read the ‘Action on discovering
a fire’ instructions included in this document and adhere to the instructions in the event
of a fire or emergency
5. The maximum capacity of the Town Hall is 60 persons. It is the Hirer's responsibility to
ensure the maximum capacity for each room is not exceeded.
6. Exits, stairs and landing areas must be kept clear at all times
7. Smoking and the use of e-cigarettes is strictly prohibited anywhere within the Town Hall
8. Strictly no candles or any other ignited flame can be used anywhere within the Town
Hall
Action on discovering a fire
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The following procedure is the set of instructions that the Hirer, or the designated Responsible
Representative, at the premise must follow in the event of discovering a fire or hearing the fire alarm.

If you discover a fire:
Operate the nearest fire alarm call point – one is located on the landing of
each floor.

Firefighting equipment:
Fire extinguishers are located by the on every level of the building.
If it is safe to do so and if you have authorisation and appropriate training,
attack the fire with the firefighting equipment provided without taking
personal risks.
PERSONAL SAFETY ALWAYS TAKES PRIORITY. LEAVE THE BUILDING
IMMEDIATELY IF YOU CANNOT CONTROL THE FIRE OR YOUR ESCAPE ROUTE
IS THREATENED.
Sound of the alarm:
The fire alarm sound is a metal bell ringing
The fire alarm system will sound on operation of the manually operated
alarm call-point.

Evacuate the building:
Everyone in the building should leave the building by the nearest exit and
report to the assembly point.
The escape route from the building is: the nearest exit.

Call the fire brigade:
Telephone the fire brigade by dialling 999.
The address is: Wallingford Town Hall, Market Place, Wallingford
OX10 0EG
Go to assembly point:
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The fire assembly point is:
The War Memorial, in front of the Town Hall.

Do not re-enter the building to collect personal belongings.
Do not re-enter the building until told to do so by the senior person
present.
Do not use lift unless authorised to do so.

Part 3: Disabled Access
1. Access for those with a mobility problem is through the ground floor door and via an
electric stair lift. There is no disabled access to the kitchen on the second floor.
2. The Hirer must take responsibility for anyone with disabilities and ensure they are assisted
appropriately when being evacuated.
3. In case of fire, do not use the electric stair lift. Please use entrance at top of stairs as a
safe refuge and await assistance.
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PERSONAL SAFETY ALWAYS TAKES PRIORITY
LEAVE THE BUILDING IMMEDIATELY IF YOU CANNOT
CONTROL THE FIRE OR YOUR ESCAPE ROUTE IS THREATENED
If it is a false alarm and only once you have been authorised to re-enter the
building and there is no threat to personal safety, the fire panel can be reset
in the following way:
1. Turn the key on the control panel to ‘Mute’.
2. Press the ‘Reset’ button on the fire control panel. The control panel should light up
in sequence and then stop.
3. Turn the key back to ‘Normal’.
4. Check the fire alarm panel and ensure there are no errors highlighted.
5. If you need assistance contact the alarm company, Safe Guard, on: 01908 658109.
They may ask you for your chip number and password.
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