
Bentley Community Hall
Information Package & Rental Agreement

(Please read carefully, subject to change)

General Information 

The Bentley Community Hall is located at 4921 50th Street in Bentley Alberta. It includes a 
large hard wood flooring area, washroom facilities, and stage. There is a small kitchenette 
upstairs with some counter space, refrigerator/freezer, coffee machine, and two wash- up 
sinks. The basement has two stoves, fridge, plenty of counter space, along with four wash-
up sinks, pot sink and a chest freezer. Rentals can include all or part of the facility. 

There are ample parking areas surrounding the Hall for all types of events. The Hall is 
located within walking distance of downtown, shopping, churches, library, local museum, 
eating establishments, bars, gas station, postal outlet, convenience stores, and 
campground. 

Bentley Community Hall renters are welcome to do a walk-through of the facility with a 
board member prior to their function. Removal of any Hall equipment from within the Hall is 
STRICTLY PROHIBITED. Any supplies/equipment required beyond those currently at the 
Hall are the responsibility of the renter. Renters assume all risk for the security of the facility 
and for any loss or personal injury, and accept full responsibility for the behaviour of all 
guests/patrons/employees attending their function. 

Booking Policy – Damage Deposit/Extra Billing 
A signed rental agreement and full payment of damage deposit must be made to 
officially book the Bentley Community Hall for your desired rental date, known as the 
Booking Date. If damage deposit is being paid by cheque, it must be postdated no later than 
six months prior to Booking Date.

Should another renter inquire about the same booking date, the first rental fee received will 
be honoured, so booking as far in advance as possible is recommended. Full payment of 
the booking fee is required at least two (2) weeks prior to the scheduled booking date 
and will be deposited directly into the Bentley Community Hall bank account. Costs are not 
subject to GST.

Extra billing could result if costs are incurred by Bentley Community Hall that exceed the 
value of the damage deposit. Following an inspection of the facility by the proper authority 
for any damage, negligence, extra cleaning required, missing items, etc., any or all of the 
deposit being refunded will be returned to the renter within three (3) weeks of the booking 
date.
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Renting Individual Levels
When renting just the main floor or just the downstairs area on their own, renters must not 
use the spaces that have been unpaid for. In the event that a space that was not in 
the original booking was used, the entire damage deposit will be forfeited.

Booking Cancellation & Rescheduling
If for any reason the booking date needs to be cancelled, the damage deposit and 
proportional rental fee, based on the following timeline, will be refunded. Notification of 
cancellation should be given as early as possible by email to 
bentleycommunityhall@gmail.com

• Within 14 days of booking date, entire rental fee will be forfeited.
• Within 15-30 days of booking date, 50% rental fee will be forfeited.
• Within 31 days or more of booking date, 20% of rental fee will be forfeited.

*If the event needs to be rescheduled, there will be a $25 admin fee charged per date 
change based on availability.

Public Health Orders
In the event where a public health order is issued by the government and the Bentley 
Community Hall is forced to close for public safety, any cancelled events will be fully 
refunded minus a $25 admin fee. If the renter would like to attempt to reschedule their 
Booking Date the rescheduling fee of $25 will be waived only once.

Key Release 
A key to the facility will be released to the authorized renter prior to the Booking Date only 
with a signed rental agreement and full payment has been made. Full payment includes 
rental fee, and damage deposit. The key must be return promptly. If any outside doors are 
found unlocked, a $50 penalty fee will be charged. If the key is not returned promptly the 
damage deposit will be forfeited. 

Decorations 
Due to the significant damage that can be caused by decorations, they are not allowed to 
be tacked or taped to any walls. No tape shall be put on the floor inside the facility. No 
decorations shall be hung from the ceiling, there are hooks on the wall that can be used for 
decorations. Flame based candles are not permitted. If evidence indicates that these rules 
has not been adhered to, the entire damage deposit may be forfeited. 

Tables & Chairs 
The Hall has 158 burgundy chairs with 20 rectangular tables (6’ long x 30” wide) upstairs, 
and 78 green chairs with 10 round tables (5’ wide) downstairs. If you are planning to 
accommodate a larger group, you will want to consider acquiring additional tables and 
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chairs from another source. UNDER NO CIRCUMSTANCES are any of the tables and/or 
chairs to be removed from the inside of the building.

*Please do not drag any tables or chairs across the floor as it may result in damage, and 
thus the loss of your damage deposit.

Set-up/Clean-up 
The renter is responsible for the set-up, take-down and general clean up of the facility 
immediately after completion of the function. General clean up involves:

• Wiping off tables, stacking tables and chairs, as well as returning them to 
designated areas

• Cleaning kitchens to the same state as they were found in
• Taking out garbages and recycling to outside bins

Vacating the Premises 
The facility can be rented daily from 7:00am until 3:00am, and it is essential that the facility 
be vacated by the completion time as stated on the contract or there will be additional 
charges. Daily renters must vacate the premises by 3:00am or an additional day may be 
charged. 

Board Access 
Any board member has the right to inspect the facility during any event to ensure 
regulations are being met. 

Serving Alcohol 
The serving of alcohol is allowed for events held in the Bentley Community Hall provided 
that all Alberta Liquor Control Board rules and/or regulations for the private resale of alcohol 
are adhered to. Acquiring necessary liquor permits is the responsibility of the renter. Failure 
to comply with the provincial liquor laws may result in loss of the right to use the facility. 
Private resale permits and ALGC rules/regulations for private resale of alcohol can be 
obtained by contacting the Alberta Gaming & Liquor Commission at (780) 447-8600 or 
www.aglc.gov.ab.ca. ALL supplies are the responsibility of the renter. EXTRA HOST 
LIABILITY INSURANCE when serving alcohol is REQUIRED and is the responsibility of the 
renter. 

Responsibility & Insurance 
The renter is responsible for not only the organization of the event, but also is responsible to 
ensure that all rules and regulations are followed from the event’s start to its completion as 
stated in the contract. Conduct/behaviour/actions of all those attending the function are the 
responsibility of the renter. If the renter does not normally carry liability insurance coverage, 
they should obtain the appropriate insurance coverage specifically for the booking/event. 
Extra liability insurance is the responsibility of the renter. 
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The Town of Bentley requires a “Special Events Permit” for public events to be filed in some 
cases, and is the responsibility of the renter. Check with the town office at (403) 748-4004. 

The renter shall indemnify and save harmless the Bentley Community Hall, its agents, 
employees and volunteers, from and against claims, demands, losses, damages, actions, 
suits or proceedings by third parties that arise out of a private booking of the facility. 

The facility is to be left in the best possible condition. Failure to comply with any and all 
of the stated conditions will result in forfeiture of the damage deposit and/or extra charges. 
This facility is for the community’s use and is run by volunteers. Thank you for doing your 
part to ensure that your conduct and the care you give to it will allow the facility to continue 
to be used and enjoyed by others.

If you have any questions about the use of the facility, please ask by sending an email to 
bentleycommunityhall@gmail.com where we would be pleased to address your concerns 
ahead of time. If you have any ideas on how to make the facility more user-friendly please 
feel free to let a Bentley Community Hall committee member know so it can be considered. 
We appreciate your support and hope the facility serves your needs!

CHECK LIST BEFORE LEAVING 

Cleaning supplies are under the sink in kitchen. Mop and bucket are to be left in their 
designated space at the front entryway. Dish rags and towels are the responsibility of the 
renter.

*Renter must ensure the following has been completed or may incur extra charges, as 
specified below in bold:

• Tables & chairs wiped down and stacked neatly as you found them - ($100 Fee)

• Floors swept - ($25 Fee)

• Kitchens cleaned to the condition you found them - ($100 Fee)

• Garbage (including recycling, bottles/cans etc.) picked up from all areas and put into 
garbage bags. Garbage is to be taken out and placed in the green garbage bin by back 
alley - ($50 Fee)

• All lights turned off (make sure upstairs ceiling lights are “clicked off”) - ($25 Fee)

• Thermostat turned down NO lower than 16C - ($25 Fee)

• Report concerns/problems promptly to the BCH committee representative 

• All personal items, including any liquor, are removed. Make sure to take only what is 
yours (no BCH items). Return the key promptly 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Bentley Community Hall Rental Agreement 

Contact Name: _______________________

Mailing Address: ______________________

Email Address: _______________________

Telephone Number: ____________________

Date(s) of Function: ____________________

Type of Function: ______________________  

Renter Initials: __________
I/We have read through, understand and agree to the Bentley Community Hall conditions listed 
in the Information Package and to the terms of the Rental Agreement.

Renter Initials: __________ I/We will ensure full payment of the rental fee & damage deposit to hold the above date. 

Renter Initials: __________
 I/We understand that notification of a rescheduled date is based on availability and costs $25 
per date change.

Renter Initials: __________

I/We agree that notification of cancellation should be given as early as possible. If the booking 
date is cancelled, the damage deposit & proportional rental fee, based on the following timeline, 
will be refunded.

• Within 14 days of booking date, entire rental fee will be forfeited.

• Within 15-60 days of booking date, 50% rental fee will be forfeited.

• Within 61 days or more of booking date, 20% of rental fee will be forfeited.

Renter Initials: __________ I/We agree to only use the hall space that has been rented in regards to this signed contract.

Renter Initials: __________
I/We will accept loss of the full damage deposit if the key is not returned right after the event’s 
completion or if the key is assumed lost. 

Renter Initials: __________
I/We will report a lost or stolen key to the Bentley Community Hall Association as soon as it is 
evident.

Renter Initials: __________ I/We will accept responsibility for the conduct/behaviour/actions of all those in attendance. 

Renter Initials: __________
I/We will ensure payment of any and all extra charges that exceed the amount of the damage 
deposit which may result due to overtime usage or costs resulting from misuse/abuse. 

Renter Initials: __________
I/We will obtain all necessary permits and licenses, as well as extra host liability insurance if 
alcohol is served. 

Renter Initials: __________
I/We will be responsible for security of the building while in use and for the securing of the 
facility when unsupervised during the term of the rental agreement.

Renter Initials: __________
I/We agree to follow any and all public health guidelines and/or restrictions that are in place 
during event date. 

Renter Initials: __________

I/We are aware of additional fees associated with non-compliance of tidying/leaving the hall as 
it was found. These fees include:


• Tables & chairs wiped down and stacked neatly as you found them - ($100 Fee)
• Floors swept - ($25 Fee)
• Kitchens cleaned to the condition you found them - ($100 Fee)
• Garbage (including recycling, bottles/cans etc.) picked up from all areas and put into 

garbage bags. Garbage is to be taken out and placed in the green garbage bin by back 
alley - ($50 Fee)

• All lights turned off (make sure upstairs ceiling lights are “clicked off”) - ($25 Fee)
• Thermostat turned down NO lower than 16C - ($25 Fee)

Form updated Sept 10, 2021
Bentley Community Hall 

Information Package & Rental Agreement  of 5 6



In a case where any of the above terms or conditions of the Bentley Community Hall Information 
Package were not abided by, the Bentley Community Hall association reserves the right to 

withhold all or a portion of the damage deposit.

Damage Deposit for all events is $300 and is charged on top of rental fees. Rental fees include 
a mandatory cleaning fee to make sure the space is safe and clean for everyone’s use.

If paying by cheque, please make payable to Bentley Community Hall.

*Damage Deposit cheque must be postdated no later than six months prior to event date.

I/We have read through, understand and agree to the Bentley Community Hall conditions listed 
in the Information Package and to the terms of the Rental Agreement.

Signature: ___________________________ Date: ___________________________  

Organization (if applicable): ___________________________

OFFICE USE ONLY: 
 
BCH Representative: _________________

Date: ___________________________ 

If paying by cheque, please fill in the following:

Damage Deposit CHQ# ___________

Rental Fee CHQ# ___________  

Damage deposit return CHQ# _______ issued on _________________

Private Event
(charging admission or not open to public)

Main Floor - Half Day ($245)

Main Floor - Full Day ($345)

Downstairs - Half Day ($245)

Downstairs - Full Day ($345) 

Whole Hall - Half Day ($495)

Whole Hall - Full Day ($695) 

Public Event
(free to all members of the community)

Main Floor - Half Day ($220) 

Main Floor - Full Day ($295)

Downstairs - Half Day ($220)

Downstairs - Full Day ($295)

Whole Hall - Half Day ($445)

Whole Hall - Full Day ($595)

Special Event Packages

Set-Up Package - ($890) - Includes rental of the whole hall for a half day rental on Friday (starting at 
12:00pm) and a full day rental on Saturday (ending at 3:00am).

Weekend Package - ($1085) - Includes rental of the whole hall for a half day rental on Friday (starting at 
12:00pm), full day rental on Saturday, and half day rental on Sunday 
(ending at 12:00pm).
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