TAYLOR & HAMMOND SUITES – STANDARD CONDITIONS OF HIRE
Please ensure all fire exits are left clear

These conditions apply to all hiring of the Hammond Suite, Taylor Suite and car park.  If the Hirer is in any doubt as to the meaning of the following the Booking Clerk should be consulted immediately.

The Hirer is responsible for adhering to the Operating Instructions, Instructions for Operating Equipment and Emergency Procedures (collectively referred to as the ‘Instructions’).  It is the Hirer’s responsibility to ensure that copies of the instructions are obtained and understood.  If the Hirer is in any doubt about any of the instructions, the Booking Clerk should be consulted in the first instance.  If unable to contact the Booking Clerk please try any of the contact numbers posted near the main entrance.

By going ahead with the hiring of either of the Suites (from now on to be called the ‘Hall’ for both venues) the Hirer is agreeing to these Conditions of Hire and complying with all instructions.

1.	THE HIRER will, during the period of hire, be responsible for supervision of the hired premises, the contents, their care, safety from damage, however slight, change of any sort and the behavior of all persons using the premises whatever their capacity, including supervision of car parking arrangements so as not to obstruct the highway.

2.	THE HIRER shall not sub-hire, allow the use of, or use the premises in any unlawful way.  He/she shall not bring onto the premises anything which may endanger the same, or invalidate any insurance policies in respect thereof nor allow the consumption of alcohol without permission.

3.	THE HIRER will be responsible for obtaining such licenses as may be needed and will be held responsible under the Licensing Act of 2003 if PM Bars are not booked for the event.  Only PM Bars may sell alcohol on the premises.

4.	THE HIRER shall comply with all conditions and regulations made in respect of the premises by the fire authority, local authority and local magistrate court or otherwise, particularly in connection with any event which includes public dancing or music or other similar public entertainment or stage plays.

5.	THE HIRER shall indemnify the Association for the cost of repair or damage done to any part of the property/car park including the contents of the building, which may occur during the period of hire.

6.	THE HIRER shall, at the end of the hiring, be responsible for leaving the premises and surroundings in a clean and tidy condition, taking away any rubbish that has been collected.  The premises shall be left securely locked, unless directed otherwise, and the contents replaced to their original positions otherwise the COMMITTEE will be at liberty to make an additional charge or a deduction from any deposit held.  The keys should be posted into the letter box (next to the Hammond Suite) immediately after your hire. 

7.	THE COMMITTEE reserve the right to cancel this hiring in the event of the hall being required for use as a polling station for a parliamentary, local government election or by-election in which case the hirer shall be entitled to a full refund of any monies paid.
8.	THE COMMITTEE reserve the right to access at all times and shall have the right to eject any person and/or the right to terminate the hiring in the event of any nuisance.

9.	IN THE EVENT of the hall, or any part thereof, being rendered unfit for the use for which it has been hired the COMMITTEE shall not be liable to the hirer for any resulting loss or damage.

10. THE COMMITTEE reserves the right to refuse any application for the use of the premises or to cancel any letting before a function takes place.  THE COMMITTEE will not be liable to pay any compensation in respect of such a cancellation.

11.	THE COMMITTEE accepts no responsibility for any accident, loss or damage arising out of the use of the hall, and the hirer SHALL INDEMNIFY the COMMITTEE AGAINST ANY CLAIMS made against the COMMITTEE.  The hirer is advised to insure against his/her liability.

12.	KEYS – if required, the Hirer can be provided with a set of keys to the Hall, these will be issued by a member of staff, signed for by the Hirer and upon return of keys, proceedings will begin to return the deposit, depending on all the other conditions of hire being met.

SCHEDULE OF SPECIAL CONDITIONS

1.	DEPOSIT – a deposit has been paid by the Hirer to the COMMITTEE.   This is returnable if ALL conditions have been met.

2.	NOISE – all doors and windows are to be closed and remain closed during any disco/music.  The HIRER is also responsible for ensuring that those present leave with due consideration for other people, particularly when using a motor vehicle.

3.	ELECTRICITY – all interior lights and electrical sockets must be switched off when leaving the building.  No unauthorized heating or electrical appliances shall be used without the consent of the COMMITTEE.

4.	CENTRAL HEATING – instructions must be followed and it must not be altered under any circumstances.

5.	REFUSE – all refuse is to be removed completely.  We offer a refuse service at an additional cost, please ask for details.  This includes items left over from auctions and jumble sales etc.

6.	 DECORATIONS – no external decorations, flags, emblems or notices are allowed to be attached to the fabric of the building.  NO DRAWING PINS, NAILS, TACKS OR STICKY TAPE are to be used to attach decorations to interior walls.  NOTHING is to be attached to the ceiling.

7.  ENTERTAINMENT - no smoke machines, bubble machines, naked flames, explosives or fireworks are to be used in the halls.  Use of any of the above will activate the fire alarm, which will cut the power supply.

8.	NUMBER OF PERSONS – the recommended number of persons is 60 for the Hammond Suite & 140 for Taylor Suite.

9.	 EXCEPTIONS – if the event being held is a 18th- 21st celebration or any other occasion where the clientele are aged mainly between 18 and 21 then, where appropriate, the Supplementary Terms and Conditions will apply.  Any attempt to book such a celebration as a different type of event in order to avoid the Supplementary Terms and Conditions will lead to an automatic forfeiture of the deposit.

10.  NO BOOKINGS will be accepted for an event where the majority of the clientele will be between the ages of 13 and 17.

11.  BOUNCY CASTLES – under no circumstances is a bouncy castle, slides or similar large inflatables to be inflated inside either Hall. Any smaller equivalents must seek prior approval or the hire forfeits the full deposit.

12. GUEST WIFI – is an added extra and not part of your booking terms and conditions; therefore, no discounts/refunds will be made in the event of the WIFI not working or the signal strength. 


SPECIAL CONDITIONS OF HIRE TO COMPLY WITH THE PUBLIC ENTERTAINMENTS’ LICENSE ISSUED UNDER LOCAL GOVERNMENT (Miscellaneous provisions)

SUPERVISION

1.	The Hirer shall not be under 21 years of age, shall be in charge of, and be present on, the licensed premises during the whole time they are open for public entertainment.  The person in charge shall not be engaged in any duties which shall prevent the Hirer from general supervision.  There shall be a minimum of 2 persons, neither under the age of 21, on duty on the premises when they are being used for public entertainment.

2.	All means of exit in the premises must be kept free from obstruction and immediately available for instant free public exit.  The emergency lighting supply illuminating all exit signs will remain on during the time the premises are occupied.  (These are operated by an automatic main failure-switching device).

3.	The Fire Brigade shall be called to any outbreak of fire however slight, and details given to the COMMITTEE.

4.	Performances involving danger to the public shall not be given.  Explosive substances shall not be brought into or used in any part of the premises.

5.	No internal decorations of a combustible nature (e.g. polystyrene, cotton, wool) shall be erected without the written consent of the COMMITTEE.

6.	The premises shall not be used for public entertainment or the sale of alcohol except between the hours of 9am and 11pm unless the COMMITTEE has issued special permission.  If permission is granted NO ALCOHOL is to be taken outside of the halls during any hire period.

7.	If the hirer intends alcohol to be sold on the premises, then the Booking Clerk will provide details of the named licensee who is the authorized provider of this service for Reffley Community Association.

8. If the hall is left and has not been swept, we will deduct a fee of £14 from your deposit to cover the extra time needed for cleaning.

9. If the rules are ignored and you use smoke or bubble machines the alarms will be set off. This will result in a fee of £25 deducted from your deposit as a member of the committee will have to come to the hall to shut off the alarm.


10.	THE PERSON WHO SIGNS THIS FORM WILL BE HELD PERSONALLY RESPONSIBLE AND ACCEPT FULL RESPONSIBILITY FOR ANY DAMAGE THAT MAY BE CAUSED TO PROPERTY OF THE COMMITTEE OR THAT OF ANY THIRD PARTY ARISING OUT OF THE HIRING OF THE HALL AND MAKING GOOD OF THE SAME.

BY SIGNING THIS FORM THE HIRER ACCEPTS THAT THEY HAVE RECEIVED A COPY OF THE TERMS AND CONDITIONS AND THAT THE ITEMS LISTED BELOW MAY NOT BE USED IN EITHER HALL:


SMOKE MACHINES

BUBBLE MACHINES

NAKED FLAMES

BOUNCY CASTLES

INFLATABLES

EXPLOSIVES 

FIREWORKS

PINS 

SELLOTAPE

NOTHING TO BE ATTACHED TO THE CEILING

NO BARBEQUES OR FIREWORKS OUTSIDE OF THE BUILDING WITHOUT THE EXPRESS CONSENT OF THE COMMITTEE.

SIGNATURE ……………………………………………………………………………………………………………………………..


NAME ………………………………………………………………………………………………………………………………………


DATE ……………………………………………………………………………………………………………………………………….


A COPY OF OUR PRIVACY NOTICE IS AVAILABLE ON OUR WEBSITE, NOTICE BOARDS AND UPON REQUEST.
Registered Charity number288514
