
How to book Stockton on the Forest Village Hall 
 
1: Go to the Village Hall page on the village website: 
 
https://www.stocktonontheforest.org.uk/index.php/groups/groups-t-z/village-hall/ 
 
Click on the link to get to the HallMaster bookings site. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Or bookmark the page: https://v2.hallmaster.co.uk/Scheduler/View/10237?startRoom=0 
 
The village hall diary looks like this; 
 
  

https://www.stocktonontheforest.org.uk/index.php/groups/groups-t-z/village-hall/
https://v2.hallmaster.co.uk/Scheduler/View/10237?startRoom=0


2: Use the arrow keys to scroll to the date you want to book: 
 
 
If there is already an entry on the day you want to book, 
check the rooms and times booked.  
 
There can be more than one booking in the hall on each 
day and different rooms can be booked by different hirers 
at the same time if they don’t impact each other.  
The different colours indicate which rooms are booked. 
 

To request a booking click the + in the top corner of the 
date you want. 
 
 
 
 
 

3: To REQUEST a new booking you need to fill in a ‘New User’ registration 
form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To make your first booking you will need to fill in a ‘New User’ registration form and you will be sent an 
email to confirm your new user registration.  
 
If you have made a previous booking, you can just log in to your existing account. 
 



4: Fill in the details for your booking: 
 
Which date? 

One day or more?  

Which rooms? If you need exclusive use of the whole hall you must book all the rooms. 

What time of day do you need? 

How many people will be attending? The capacity for the hall is 199, this includes everyone who is 
going to be in the building; organisers, caterers, performers and guests or audience. 

Is it a public or private event? 

Is it recurring booking? 

If you’re not sure at any point click the ? symbol which will tell you what information is needed for that 
section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will need to include a brief description of your event so we can check that it meets the insurance 
requirements for the hall. Some activities, for example barbeques, are not permitted. 
 
Before you submit your booking request you will need to tick that you have read and understood 
the Hire Agreement. Click the link to read the terms and conditions in full before you tick the box! 
 
You are required to complete the Hire Agreement form and submit it before your booking request 
will be processed by the Bookings Secretary. 
 
 
 
 
 
 
 
 
 



The Hire Agreement is a PDF document that will open in a separate page. You will need to 
download or print this document in order to complete the form at the end. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
5: When you have completed the online booking form press ‘save’. 
 
 

 
 
 
 
You will receive an automated email to say that your booking ‘request’ has been received.  
There is a link to the hire agreement in this email if you still need to download it. If you do not receive 
this email please check your spam folder. 
 
Your HallMaster dashboard will now show details of your booking. You can check the status of your 
request here.  
 
 
 
 
 
 
 
 
 
 
 
 
You can now log out, by clicking on your name in the blue box in the top right corner. 
 
 



NO bookings will be confirmed until the form at the end of the Hire Agreement is completed and 
submitted to the Bookings Secretary. 
 
Copies of all the village hall documents, including the Hire Agreement can be found on the village 
website. 
 
You will be contacted by the Village Hall Bookings Secretary by email as soon as possible, after receipt 
of your completed hire agreement form, to CONFIRM or DECLINE your booking request.  
 
Please note Stockton on the Forest Village Hall is run by volunteers so it might take a few days before 
you receive a reply. 
 
Once your booking has been processed the status box on your Dashboard will change to either 
‘Confirmed’ or ‘Cancelled’. 

 
 

6: Dashboard: 
 
You can log in to your HallMaster account at any time to view the status of your bookings by clicking on 
the ‘Stockton on the Forest’ name at the top of the diary page to get you to the Login screen. Or just 
bookmark the page for future reference. 
 
 
 
 
 
 
 

 
 
 
 
7: Cancellations: 
 
You CANNOT cancel or amend your booking request yourself through the HallMaster dashboard.  
 
If you need to cancel or make changes to your booking, please contact the Bookings 
Secretary by email: sotfvh.bookings@gmail.com or telephone: 01904 400382. 
 
If you do not notify the Bookings Secretary to cancel your booking you may still be 
charged. 
 
 

mailto:sotfvh.bookings@gmail.com

