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How to book at the Lyons Community Centre 

 
1. Search for https://casetrust.org.uk/lyons-community-centre/ and scroll down until you see 
the calendar. Then use the search facility to find the required date and click on the + symbol 
on the date and room you wish to book: 

 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 2. Login to your Hallmaster account. If you are making a booking for the first time, you will 
be asked to enter your contact details and a password so that you can track your booking 
and view any invoices/payments linked to your booking: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. You will then need to complete the rest of the booking request as follows: 
Rooms: Tick the room(s) that you want to include for this booking; 
Name: This is the name of the booking (eg: 1st birthday party); 
Start Date/Time: The start date and time of the event – including set-up; 
End Date/Time: The end date and time of the event – including clear-down; 

https://casetrust.org.uk/lyons-community-centre/
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“Check Availability”: If there is a clash of bookings at any date, time or room, a red error 
message will display saying “The dates of this booking clash with other dates in the calendar, 
or they don't end after they begin”. You can then check the weekly calendar or scheduler at 
the top of the screen to see where the clash is and amend the booking accordingly. You 
cannot proceed with creating a booking request while there is a clash. 
Customer: Start typing your name or email address and your name will be displayed for you 
to select. Alternatively, click on the drop down arrow to retrieve your details; 
Select “Private Event”: The Weekly Calendar and Scheduler will only show the time the 
event is booked for, whether the bookings status is set to Requested or Confirmed; 
Number of People Attending: This is to ensure maximum capacities are not exceeded; 
Special Requirements: This can be a list of any specific requirements (eg: access to 
additional tables and chairs); 
Save Booking: Once completed, when you press “Save”, the request will automatically be 
sent to the Hall for processing. You will also be shown a link that will take you to your booking: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Once logged in to your account, you will be taken to a list of your bookings. To view or 
download an invoice from your control panel, click on the blue Hallmaster icon      on the far 
right to see a list of invoices linked to each booking. You will also receive a copy via email:  
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Booking Terms and Conditions 
 

With effect 1st April 2023 
 
1. Bookings and Payment 
 

1.1. All private functions should be made online via the website in the first instance. Regular 
bookings should be made through the Centre Management in the first instance; 
 
1.2. Please allow up to 3 working days for your booking to be confirmed, up to 5 working days 
during holiday seasons; 
 
1.3. Provisional bookings will be held for 7 days from the date the booking is made. If the £50 
deposit payment (see 2.1) is not made within 7 days, the provisional booking will be cancelled 
without further notice and available for others to book; 
 
1.4. Private function hire charges will be invoiced at the time of booking. Regular booking 
hire charges will be invoiced as agreed with the hirer, usually on a monthly/termly basis; 
 
1.5. Full payment of invoiced hire fees and deposits for private functions are due no later than 
4 weeks before the private function. Full payment of invoiced hire fees and deposits for 
regular bookings are due no later than 2 weeks before the first regular booking takes place; 
 
1.6. Payment of invoiced charges can be paid by bank transfer or PayPal as per the invoice. 
Payments can also be paid by debit or credit card in person; 
 
1.7. Signed copies of the “Conditions of Hire” must be returned to Centre Management 4 
weeks before the private function or first regular booking takes place; 
 
1.8. We do not issue reminders, so please ensure that final payment is made in good time. If 
payment and/or the “Conditions of Hire” are not received on time the booking will be forfeited, 
deposit returned (minus a late payment admin charge) and available for others to book; 
 
1.9 Admin charges apply for each change made within 14 days of the booking. No alterations 
can be made within 72 hours prior to the event; 
 
1.10. Hire charges will be reviewed on a yearly basis and any bookings that take place after 
1st April each year will be charged at the revised cost; 
 
1.11. Special occasions, such as New Years Eve, will be considered on a booking by booking 
basis but may incur additional charges; 
 
1.12. We reserve the right to change or amend the “Booking Terms and Conditions” and the 
“Conditions of Hire” at any time without prior notice. 
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2. Deposits 
 

2.1. In addition to the advertised hire charges a refundable deposit of £200.00 must be paid 
for all private functions and regular bookings of the halls, per hall (£50 for regular bookings 
of office/meeting rooms, per room). £50.00 of this is required within 7 days of booking to 
secure the date(s) – see 1.3. The remaining £150.00 must be paid no later than 4 weeks 
before the private function, or 2 weeks before the first regular booking takes place; 
 
2.2. Private function deposits will be returned by way of a bank transfer within 5 working days 
of the function; 
 
2.3. Regular booking deposits will be returned by way of a bank transfer after they have 
completed their 12th session/class/group or at the end of their booking term, whichever comes 
sooner, within 5 working days. The deposit can also be used for future invoices following 
agreement with Centre Management; 
 
2.4. In the event of any breach of the “Conditions of Hire” we reserve the right to make 
charges resulting in part or all of the deposit not being returned. 
 

3. Cancellations 
 

3.1. Cancellations can only be accepted 14 days prior to the booking start date where paid 
hire charges and deposits will be returned by way of a bank transfer within 5 working days, 
minus a £20 booking admin charge. In the event a cancellation is made less than 14 days 
prior to the booking only the paid deposit will be returned; 
 
3.2. We reserve the right to cancel the booking by giving you written notice in the event of: 
 
(i) the premises being required for use as a Polling Station; 
 
(ii) an emergency requiring use of the premises as a shelter for the victims of flooding, 
snowstorm, fire, explosion or those at risk of these or similar disasters; 
 
(iii) the premises cannot be opened under public health recommendations or becomes unfit 
for your intended use; 
 
(iv) such hiring will lead to a breach of licensing conditions or other legal/statutory 
requirements; or unlawful or unsuitable activities will take place as a result of this hiring. 
 
3.4. We will attempt to provide 24 hours notice, noting that this may not always be possible. 
Any paid hire charges and deposits will be returned by way of a bank transfer within 5 working 
days. We are not liable for any direct or indirect loss or damages as a result.  
 

Concessions 
 

4.1. Councillor surgeries and credit unions will receive free use; 
 
4.2. Free resident meetings are limited to 6 per year, per resident association; 
 
4.3. No other concessions are applicable other than those reflected in the Hire Rates.  
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New hire rates document to be added once agreed 


