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The MBE for volunteer groups





MEETING AND FACILITIES BOOKING FORM

LOW GRANGE COMMUNITY CENTRE

Name of Hirer:











Organisation:











Full Postal Address:


















      Post Code:   


Phone (s):








Email:









Invoice Address (if different from above)















Post Code:  



Purchase Order no. (if required):   




Event Purpose/Title:






Numbers attending: 






Date & Time of hire (include setting & clear up times):  





Room Type:


Training Room 1
 FORMCHECKBOX 

Hall

 FORMCHECKBOX 

Training Room 2


Small Office

Preferred seating and table plan:  








Refreshment requirements (Extra charges will be incurred) :  


Any other requirements:  









ROOM HIRE CHARGES:
	Room Type
	Hourly Rate 0900 x 1630
Mon - Fri
	Daily Rate 0900 x 1630

Mon - Fri
	Rates after 5pm
Mon - Fri
	Hourly Rate
Weekend
	Daily Rate
Weekend

	Kitchen
	
	
	
	
	

	Consultation Room
	
	
	
	
	

	Training Room 1
	
	
	
	
	

	Training Room 2
	
	
	
	
	

	Hall
	


DECLARATION:

I certify that I am over 18 years of age and that I have read the terms and conditions of hire that are in force at the present time, and I accept responsibility for all conditions and costs and charges incurred.

I hereby indemnify Billingham Environmental Link Programme against all claims in respect of injury, loss or damage to persons and premises arising from my activities in the Centre.

Signed:







Date:   



Print Name:
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Terms and Conditions of Hire and Cancellation Policy

1. All hires must be confirmed on a booking form at least 7 days prior to the event.  Unless a booking form is received the hirer should not assume that the requested facility will be available for their use and the Billingham Environmental Link Programme does not accept any responsibility for costs incurred or inconvenience suffered by the prospective hirer.
2. Hirers and those in their control will comply with all Health and Safety Legislation in force and conduct their activities in a safe manner showing consideration for other Centre users.
3. Hirers and those in their charge must obey any fire regulations and procedures in force at the Centre.
4. Hirers who are also keyholders must ensure the security of the building before they leave it.

5. The hirer of the facilities will be held responsible for any damage to the premises, grounds, fixtures, fittings or equipment and will be responsible for the cost of repair or replacement of damaged premises and/or property.

6. The hirer must ensure that rooms are left in the same condition as they are found at the start of the period of hire and will be responsible for the cost of any additional cleaning over and above normal levels of their hire.

7. The hirer will be responsible for any additional expense incurred by the Centre for the removal or replacement of furniture if any exceptional cleaning becomes necessary.

8. The Billingham Environmental Link Programme will not be responsible for any loss or damage sustained by the hirer or for any accidents or personal injuries to any person attending the activity or event which is the subject of the hire agreement.

9. It is the responsibility of the hirer to ensure that all insurances relating to their activities are current and provide sufficient level of cover.

10. The hirer shall at no time use or cause the area to be used for public entertainment, the sale or consumption of alcoholic beverages or controlled drugs, the smoking of
11. Tobacco products, betting or gaming (apart from bingo and tombola), auctions or any other use detrimental to the reputation and business of the Billingham Environmental Link Programme. 

12. Whilst the Billingham Environmental Link Programme will take all reasonable measures to ensure that equipment provided for hirers’ use is in good working order, we will not accept any liability for its malfunction.
13. Under the Electricity at Work Regulations hirers are not allowed to bring in their own electrical equipment unless it has been tested by an approved or suitably qualified person within the 12-month period prior to the booking.  The use of an RCD (circuit breaker) may be required.
14. The Billingham Environmental Link Programme has the right to cancel any session of hire at any time but undertakes to give reasonable notice prior to the hirer wherever possible.

15. Payments for hire must be received within agreed timescales.

16. Cancellations – Hirers must inform the Billingham Environmental Link Programme if they wish to cancel any facility which they have booked.  All cancellations MUST be confirmed in writing.  Cancellation charges will be incurred at the following levels: -

(a) Less than one week – full charge

(b) Less than two weeks – 50% charge

(c) Two or more weeks – no charge

Note: No charge will be made for the cancellation of beverages unless exceptional requests have been made.[image: image3.emf]   

     


	PLEASE RETURN TO:

Billingham Town Council | Billingham Library & Customer Service Centre|

Billingham | TS23 2LN| Email vicky.lloyd@billingham-tc.gov.uk
Tel: 01642 551171
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