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Provan Hall Booking Form 
Hirer’s Details
	[bookmark: _Hlk97748445]Contact Details

	Name of Main Contact:
	

	Name of Organisation: 
	

	Billing Address:  
	

	Email: 
	

	Telephone number: 
	

	Website (if any): 
	

	[bookmark: _Hlk98273089]Event Details

	Purpose of Event: 
	

	Date and time you wish to book: 
	

	Number of Staff/Volunteers: 
	

	Number of Guests/Members of the public: 
	

	Do you require access to the prohibited areas outlined in our terms and condition (the attic spaces)

Provan Hall Community Management Trust will issue you with the specific terms and conditions for this area to reduce and mitigate risks in this space.  
	

	If you are running an event, do you have adequate and up to date insurance and policies such as public liability, health and safety and safeguarding to conduct your event? 
	

	Would you like you event publicised our website/social media?
	Yes ☐ No ☐

	How did you hear about Provan Hall? 
	

	
PRINT NAME

SIGNATURE

DATE


	



[bookmark: _Hlk138768896]

PARANORMAL INVESTIGATIONS AT PROVAN HALL.
1. Thank you for your interest in hiring Provan Hall for your paranormal investigation. These conditions are here to help your hire go smoothly. 

BACKGROUND INFORMATION
2. Provan Hall dates back to the 1470s and is recognised as Glasgow’s oldest house. It has been home to nobles, poets, surgeons and merchants. Provan Hall Community Management are current custodians of Provan Hall, managing the building on behalf of Glasgow City Council and the National Trust for Scotland. Sharing stories of Provan Hall is at the heart of what we aim to achieve as an organisation and our activities and hires help keep those stories alive.  
GUIDELINES FOR PARANORMAL INVESTIGATIONS
Health & Safety 
3. We have strict H&S guidelines, which must be adhered to. 
· Upon arrival, a member of our staff will outline safety instructions for your visit to a member of your team or to your full group. All visitors must adhere to these safety instructions and familiarise themselves with the locations of all the emergency exits and muster point. 
· All group members must remain within their groups/s and not move around the site individually. 
· The building is old and there may be walkways which are uneven and worn. All guests must wear sensible footwear (we strongly advise against heeled shoes), and extra care must be taken when moving around the building.  
· If low levels of light are requested by the hirer for during a visit, it is essential that all visitors have torches. 
· Wearing warm clothing is advised. The building is very old and heating is spaced out so some areas may be cold and damp. 
· We have a strict zero tolerance of the consumption of or being under the influence of alcohol and drugs on the premises.  Our staff reserve the right to refuse entry to anyone thought to have consumed alcohol or drugs off-site prior to their visit. 
· Our rooms can be confined spaces so it is advisable for groups to spilt into smaller teams. 
· We do not allow groups to perform religious ceremonies or create any scene, which we may feel undermines the historic importance and integrity of the house. 
· Certain areas of the House are out of bounds due to their condition (details are at Appendix I).
Building Care 
4. Both the South Block and the North Block of Provan Hall are registered as A-listed building. Certain areas are very fragile, and your team should take great care when moving around or installing equipment. 
· Do not affix anything to any wall within or without the building. (Even with Tape or other sticking adhesives) 
· Do not move any displays. 
· There is limited access to power points within the buildings, therefore, battery-operated equipment is advisable. 
· Consumption of food & drink is restricted to designated areas only. 
· Do not light flame candles or any naked flames inside the building or on the estate grounds. 
5. Immediately report any damage to the fabric of building or its contents to an attending staff member. You must then email info@provanhall.org no later than the next working day with details of the damage. 
6. Failure to do so may mean that your group will bear the cost to repair or replace the damaged items/structure. Further use of the premises will be suspended until this charge is paid and future access will be reviewed by the Board who reserves the right to seek reparation by any legal means.
7. Provan Hall is not responsible for any equipment lost or damaged onsite.

Filming at Provan Hall:

Please follow our code of conduct if you are filming at Provan Hall: 

- Ask permission before filming or capturing an image of any staff at Provan Hall. 
- Treat the venue with respect.
- If you publish film footage of your event, we would ask that you let us know when you are publishing and that you agree that should we request edits to the footage (e.g. due to an inappropriate activity, or something that may be sensitive regarding security or reputation) that you will undertake the edit upon request.
- If you are broadcasting or screening your event or activity, please appreciate that we are a new organisation with a small team who are committed to raising the profile of this special historic building. 


Parking/Access
8. Parking at Provan Hall is limited to the Auchinlea park car park with space for approximately 25 cars. Please do not park in the area beyond the fence immediately outside Provan Hall, this is not a car park and parking in this area may damage the landscaping.    Parking in this area may lead to blocking access for emergency vehicles.                          
9. The trust takes no responsibility for any damage that occurs while parked in Auchinlea Park car park. 
Catering 
10. [bookmark: _Hlk97747626]There is a kettle on site which visitors are welcome to use which will be available in our workshop room. We ask that you bring your own tea/coffee/sugar/milk and food. We ask that you ensure that the workshop is clean and tidy after your use.
11. The catering room is in a workshop room where exhibitions will be on display. We ask that no visitors or team members touch the exhibitions on display. 
12. Event hires are to remove rubbish away from the site at the end of their hire.
Smoking/Vaping
13. Smoking and vaping is prohibited within Provan Hall buildings. Smokers must use the smoking area provided to the right of the house as you leave front archway. It is the responsibility of the person hiring the premises to cascade this smoking policy.
Housekeeping
14. Provan Hall hire charges do not include cleaning. We ask all groups who hire Provan Hall to be able to leave the premises as clean and tidy as they find it. The Trust reserve the right to charge for any additional cleaning required. Further use of the premises will be suspended until this charge is paid and future access will be reviewed by the Trust.
Toilets
15. There are two toilet facilities on site. One toilet room and one disabled access toilet. Both are located on the ground floor in the South Block next to the workshop room. 
Before your event
16. If this is your first booking, we request that a representative of your team makes a site orientation visit before your investigation date. This person must be attending on the date of hire. This will provide you with an opportunity to familiarise yourself with the premises and the areas which will be open, fire exits and muster points.
17. You must conduct a risk assessment for all event activities with a copy provided with your booking confirmation or submitted no later than two weeks before the event. 
18. You must inform the Operations Officer (Christine Pont) if your activities are of a confidential nature, otherwise Provan Hall Community Management Trust reserve the right to publish general information of the event to the Provan Hall website calendar and social media channels. 
On the night of your Event
19. A representative from Provan Hall, will be present at the house for the duration of your event. Their purpose is for opening and closing and safeguarding the building to ensure the safety of the buildings and to be on hand to answer any questions. We will allocate a reasonable number of facilities assistants to assist your event, according to our staff capacity.  
20. Please consider the time you require to set up any experiments, introduce health and safety and to the group and to clear up in your booking form. Your group should arrive at Provan Hall no earlier than the time stated in your booking form. We advise that you give your leading group time to familiarise themselves with the building and to set up before your guests/event attendees arrive. This time also provides an opportunity for Provan Hall representatives to provide any additional information deemed necessary to ensure a safe and successful event. 
21. It is the responsibility of the paranormal group hiring Provan Hall to manage the guest and public attendees during your event. As the guests/attendees arrive a member of the group should be available to welcome the guests and ask them to complete any necessary paperwork (i.e., the fire register) and guide them to the meeting area (Provan Hall facilities assistants can assist if required. Please inform us if assistance is required prior to the event). 
22. Each of the groups must have a competent member of the investigation team to lead the public safely around the building. 
23. We require a facilities assistant to check in on groups throughout their visit. Please arrange suitable times for the assistant to do so in order to avoid any interruptions or unexpected appearances of staff. 
24. Guests/attendees must always be accompanied and should not wander around the house on their own.
25. As most of the rooms in Provan Hall are modest in size, we recommend that investigations teams break guests into smaller groups (maximum of 8) to explore the building.    
26. Provan Hall staff will not tolerate any disrespect, abuse or violent behaviour towards the building, its contents, guests, or staff. If anyone exhibits this behaviour, they will be asked to leave the property and grounds. 
27. Also, any person exhibiting unreasonable behaviour will be asked to leave Provan Hall. The Trust will review any future access as your group is responsible for ensuring the good behaviour of guests/attendees during their visit to Provan Hall. 
28. You must ensure that your guests have been told to abstain from alcohol and/or illegal drugs before and during event. If a Provan Hall staff members suspects that anyone is under the influence of alcohol or drugs, they will be asked to leave. 
29. Ouija boards/Spirit boards or a device of a similar theme are forbidden in Provan Hall. 
Payment & Cancellations
30. We can offer investigative groups access to the site on Thursday, Friday or Saturday evenings. Visits can be for a maximum of 5 hours, normally 19.00 – midnight. If you require other times and days outwith those stated, please enquire and we can check availability. Groups are welcome to visit the site for free during opening hours prior to their booking but no investigation must take place in case of disturbance to other visitors. 
31. [bookmark: _Hlk187832951][bookmark: _Hlk187833060]Payment should be as stated in the terms of the invoice. A 20% non-refundable deposit is required within 14 days of booking the venue or as stated in the invoice issued at the time of booking confirmation. 
32. Payment can only be through bank transfer, using the invoice reference number - online or in person at a bank. 
33. Full payment must be received at least 28 days prior to your event or as stated in the invoice.
· Cancellations must be made by email or in writing. Cancellations made: 
· [bookmark: _Hlk187833021]with at least 14 days’ notice prior to the hire date, a full refund will be issued (excluding the 20% deposit). 
· made between 7 and 13days’ notice prior to the hire date, will be issued a 50% refund.
· with less than 7 days’ notice prior to the hire date, then hirer will still be liable for 100% of the booking fee, unless there were exceptional circumstances.
34. [bookmark: _Hlk97746380][bookmark: _Hlk97737992]Hirers and groups should only occupy the spaces booked during the times agreed on the hire form, and vacate, quietly, by the agreed time.
Provan Hall Community Management Trust reserve the right to terminate with immediate effect the let, if the above conditions of let are not adhered to. 
IMPORTANT INFORMATION
35. Provan Hall has no legal responsibility for vetting an organisation’s employees or volunteers. The organisation or individual is responsible for complying with the Protection of Children (Scotland) Act 2003 or the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007 and we ask that you have up to date relevant policies in place upon booking. 


[bookmark: _Hlk97748953]ANNEX A
Prohibited Areas
Access to restricted areas such as the 1st and 2nd floor of South Block are prohibited unless express prior permission has been granted and satisfactory safety measures are in place.
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