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TERMS & CONDITONS OF HIRE
Please read this document carefully before signing your Booking Form. The intention of this document is to make clear all aspects of your booking – if there are any issues which are not covered here please ask a member of staff.
Payment 
All fees must be paid in advance.

Returnable Deposit
Functions, Christenings etc must pay a deposit as agreed with the office.  This will be returnable by cheque following the hiring providing there have been no problems.  Deposit cash and cheques are banked on receipt.
Cancellations

What happens if the Hirer cancels? 
Cancellation charges are shown in the table below.

	Time Scale
	Charges

	On day of booking or no notification
	Full hire charge

	1-7 days notice
	50%

	
	


A £5.00 administration fee will be charged for all cancellations
What happens if the Association cancels?
In the unlikely event of the Association having to cancel your booking, they will:

1. Return all monies paid by the Hirer

2. Recommend alternative accommodation for the Hirer.

What is the Association responsible for?

The Association will ensure that the premises are supplied in a fit and proper condition for use. This will include staff employed by the Association or franchised to it – they are there to provide a service to Hirer their guests and other users
What is the Hirer responsible for?
The Hirer is responsible for the behaviour of guests  – this includes ensuring that as far as possible guests do not endanger themselves, other people or the fabric of the building. Hirers must make themselves aware of all safety procedures regarding correct action in the event of a fire or similar emergency. Information is displayed in all rooms and also in the Normal Operating Procedure & Emergency Action Plan booklet  a copy of which is available on site.-
Insurance
The Association is insured against any public liability claims arising out of its own negligence.  However, you are strongly advised to insure yourself and your function – it won’t cost you much!

Damage
You are responsible for the cost of repair, for any damage done, as a result of, or during your booking. This also applies to the cost any extra cleaning that may be required.
Sub-Letting 
Hirers may not sub-let the premises for any purpose at any time.
Times
The Times of your booking are as shown on the Booking Form

Clearing Up
You must leave the room in a clean and tidy manner, all rubbish must be bagged or left in appropriate rubbish bins.  Tables and chairs tidy.

Brooms and dust pans and brushes can be obtained from caretaker.
Food Hygiene 
Any Food supplied to the public has to be by someone who has a food hygiene certificate.  There are no kitchen facilities available for
hirers.  Only cold food buffets are allowed in the Centre – no hot food.
Furniture
The Association has a range of furniture available for Hirers use. Hirers are responsible for arranging it to suit their own purposes, and for returning it afterwards.

Electrical Equipment
If you bring any mains electrical equipment onto the site it must have a current Electrical Safety Test Certificate. This includes anybody that you maybe hiring, for example if you are hiring a DJ you must ensure that they have a certificate for their equipment - it usually consists of a sticker attached to a piece of equipment. Absolutely no equipment is to left on the premises over night.

Smoking
As from the 1st July 2007 all public places will become smoke-free by Legal Statute, members and visitors to the Centre shall be required to adhere to this legal obligation meaning smoking will not be permitted in any part of the building. Failure to comply with this law will result in the loss of your deposit and possibly a fine of up to £2500.00.

Toilets

If you are hiring the facilities out of normal manned hours you must give us notice so that a key can be arranged for the disabled toilets

