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Scarth Hall, Staindrop: Volunteer Programme 
A HALL FOR ALL 

Hires and bookings volunteer 

The Scarth Hall volunteer programme is based on a framework of Task Groups. The Hires and 

bookings Task Group processes enquiries for one-off hires at Scarth Hall, as well as supporting regular 

hirers (“user groups”) and dealing with new enquiries for regular hires.   

Scarth Hall currently has a Project Manager who is closely involved with hall hires and bookings so you 

would work closely with the Project Manager and other volunteers to learn the procedures involved.  

Responsibilities:   

One-off bookings 
- Take enquiries by ‘phone,  email, in person 
- Interact with hirers and enquirers in a friendly and professional way 
- Prepare and distribute Booking Form 

- Ensure that hirers are aware of and have signed up to the Booking Conditions 
- Update the online diary and backup diary 
- Liaise with the Bar Manager and other Task Groups as needed (eg Hospitality & Catering) 
- Carry out an induction (this may also be done by a volunteer from the Caretaking and 

maintenance Task Group) 
 
Regular hires/user groups 

- Liaise with User Groups including attendance at User Group Forum meetings 
- Help with initial induction & refresher induction for regular hirers 

- Ensure compliance with and understanding of Booking Conditions 
- Ensure regular hirers are aware of facilities and services available and how to use these 

Training and supervision  

Volunteers will be asked to attend Hires and bookings Task Group meetings and one to one 

supervision with the Task Group lead, undertake training courses/workshops where necessary, and 

take part in volunteer activities. Expenses will be paid subject to advance approval by the Task 

Group lead. 

 

The commitment required would be from about 12 hours per month. Most of the tasks could be 

done from home as long as the volunteer has access to email and internet.  

Benefits of being a Hires and bookings volunteer at Scarth Hall 

This is a great opportunity to develop team skills, administrative and organisational skills; be 

involved with a wide range of people, access training to further your personal development, and 

make a contribution to this vibrant community resource. 

 

  

 

 


