Forge Fach Community Resource Centre
Hebron Road, Clydach, Swansea SA6 5EJ

Terms & Conditions of Hire

Please note that Forge Fach Community Resource Centre operates a NO SMOKING policy which extends to both the Centre’s building and its grounds.

The person named on the room booking shall be the hirer and shall be personally responsible for ensuring that these conditions are met in ALL respects

THE HIRER UNDERSTANDS AND AGREES:

· To pay the full outstanding balance on the day of hire or within 14 days of receipt of the Centre’s invoice.
· That the hirer must be present throughout the period of hire and ensure that all group members have left the building following the activity. The signing in/out book at reception must be used for Health & Safety Regulations; the hirer should sign themselves in and enter the number of group members present.
Note: if the hirer is not present then they must ensure that their representative understands the terms and conditions of hire.
· To ensure that they have the appropriate Public Liability Insurance and any other relevant insurance and that they and any staff employed by them have all the relevant qualifications and CRB checks.

· To ensure that children (if present) are properly supervised at all times.
· To ensure that the fire apparatus on the premises are not interfered with in any way.
· To ensure all persons using the premises are aware of the fire procedures and fire exits.
· To ensure the noise levels upon arrival and when departing are kept to a minimum so as not to cause nuisance or inconvenience to neighbouring properties or to cause disruption to other activities or classes being held in the centre.
· To take proper steps to control admittance to the room under hire and to ensure that there is no intrusion or hindrance to any other event, class, activity or function taking place elsewhere in the centre.
· To ensure that no music is played on the premises at a high level that would disrupt neighbours and other centre users.
· To ensure that the activity for which the room is hired ceases in sufficient time so that all equipment concerned with the hire is removed and that the room used is left clean and tidied, with all rubbish placed in bins, decorations (where used) removed and disposed of responsibly and lighting turned off. Large items such as scenery must be disposed of within 48 hours. Any cost incurred by Forge Fach for the disposal of said large items will be charged to the hirer.
· That the hire period is inclusive of setting up and clearing away time.
· To ensure that there is no misuse of centre property, e.g. seating, doors, and that any items borrowed from reception such as white board markers are returned at the end of the hire period.
· To compensate Forge Fach Community Resource Centre, on a new for old basis, for any damage caused to the building or its contents or appliances during the period of hire or as a result of any breach of the terms and conditions of hire.
· To ensure the premises are not used for any purpose other than that stated on the booking form and ensure centre policy regarding security is adhered to.
· To ensure that the centre, including the car park, is vacated no later than 9.45pm on any evening.
· To notify the centre in writing of any changes to the booking.
PLEASE NOTE THAT:

· Forge Fach Community Resource Centre staff will not be responsible for the supervision of children whilst their parent(s), guardian or carer is taking part in an activity at the centre.

· Forge Fach Community Resource Centre will not be responsible for any loss or damage to personal property left on the premises by the hirer or any other person connected to the activity. Any items of lost property left on the premises will be disposed of if they remain unclaimed after a reasonable period of time
· Forge Fach Community Resource Centre reserves the right to terminate any booking and refund the deposit and/or the hire fee if the activity is in direct contravention with the Centre’s Equal Opportunities Policy, Code of Conduct or these Conditions of Hire, or for any other reason the Centre Management feels is justified.
· Forge Fach Community Resource Centre operates a cancellation policy and will charge the full hire fee for any cancellations received less than 24 hours before the hire takes place.

· Evidence of public liability insurance, CRB checks and qualifications may be required prior to commencement of any new booking.
· Due to business needs it may sometimes be necessary to move classes to an alternative date and time or to cancel classes in favour of community events, conferences, etc (after giving adequate notice). Similarly, Forge Fach Community Resource Centre reserve the right to move classes to a different room to that originally booked. 

· Forge Fach operates a strict no alcohol policy within both the building and the grounds. Anyone found in breach of this policy will have their booking cancelled with immediate effect.

…………………………………………………………………………………………………......
PLEASE READ AND SIGN BELOW

I/we have read and understood the Terms and Conditions of Hire and agree to abide by the contents therein. I/we have also read and understand the fire safety procedures and will instruct my/our group of what to do in the event of a fire.

NAME     …...…………………………………………………………………………….

ACTIVITY/ORGANISATION …………………………………………………………..
SIGNED ………………………………….......                 DATE ………………………..

(The Hirer)

Please return signed slip to reception.

Many thanks

