
PUBLICITY
Village halls are there to serve the community – the management committee needs to be sure that they have taken every opportunity to promote the hall to the target audience – in the locality and beyond.
Essentials
· Signpost the hall within the village

· Have a name board on the building

· Have an exterior notice board listing what goes on and who to contact to hire the hall

· Make sure that all printed material has the name of the hall, its charity number and post code clearly stated

· Have good clear interior signage – room names/function, exit signs, no smoking sign, safety signs and information signs and notices

Promoting the hall
· Appoint a publicity officer who is able and willing to write brief articles for the local media on what goes on in the hall – send photographs of activities to the local media with a caption – always mention the hall’s name!

· Have a regular slot in the Parish Magazine or local free paper

· Establish a website – and keep it up to date. Make sure you give clear concise information about what your hall has to offer, how many it will accommodate and how much you charge to hire the hall. Don’t forget that if you are a charity, your charity name and number should be on the website. Also, help people from outside the village by giving clear directions and a postcode (for the SatNav!)

· Regular fund raising events and activities do more than raise money – they keep the hall’s name on people’s lips making it the obvious place to go for a family function or club event

· Make sure that you put together a good annual report* and distribute it widely in the community – make sure everyone knows what is going on!

*see  template Document  for a sample Annual report layout
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