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	WOOLSTON COMMUNITY CENTRE BOOKING FORM

	

	Date reqd:
	
	Time from:
	
	Time to:
	
	

	

	Note The function must finish in time to allow the hirer to clean up satisfactorily before the end of the booking

	

	Rooms required:
	David Tyrie   Spitfire  Thornycroft  Meeting Rooms  Dennis Burns  John Millais   Hall                Hall       Hall              1. 2. 3.             Quiet Room     Art Room             
	

	

	Purpose of hiring:
	*Please note: a refundable deposit of £50.00 per hall is required for  Party Bookings 
	

	

	Approximate number expected to attend:
	Adults:                             Under 18s:
	

	

	Special facilities required:
	--
	

	

	Name of Group (where applicable):
	--
	

	

	Name of hirer:
	
	Tel No:
	
	

	

	Address:
	
	

	

	
	
	Postcode:
	
	

	

	Kitchen reqd:
	YES/NO (delete whichever does not apply)
	(A deposit of £50.00 is required plus a hire fee of: £10.00, or £25.00 to include
 crockery ). 

	

	
	I confirm that I have read the conditions of hire overleaf and that the details on this form are correct.  Note: This is not an invoice.
	

	

	Signature of hirer:
	
	Date:
	
	

	

	

	Please return this form to Ann Lowe, Flat 1, Fleming Court, Weston Grove Road, 
Woolston, Southampton, SO19 9PJ

	

	For Office Use Only

	
	

	Date required:     
	Time:
	Room:

	

	Hirer:
	Address:

	
	

	
	

	
	

	
	

	

	Telephone:
	Special reqs:

	

	Date form received from user:
	Date returned:

	

	Fee required:   £
	Agreed fee (user groups):   £

	

	Deposit paid        Date:
	Amount:
	Initials:

	

	
	
	

	


CONDITIONS OF HIRE FOR WOOLSTON COMMUNITY CENTRE
'The Association' is the Woolston & District Community Association, addresses as shown overleaf.
1. The Association, or its representatives, shall have the right of entry at all times to ensure that the conditions of hire are being observed.
2. Persons using the Centre do so at their own risk and the Association cannot be held responsible for any loss, damage or injury, however caused, suffered by those using the premises, beyond a reasonable duty of care.
3. Persons using the Centre must have due consideration for other Centre users & for those living in the neighbourhood.
4. No person has the right of entry to any part of the Centre other than that part specifically hired, except to access the toilets and baby changing facilities.
5. Misuse of the Centre or misconduct may lead to cancellation of further lettings to that hirer without refund.
6. 'One‑off' lettings shall be paid for in advance.
7. The Centre may not be hired for any purpose which, in the opinion of the Association or its representatives, is illegal or immoral.
8. The sale of intoxicants is not allowed without prior written permission of the Association.
9. No intoxicants are to be consumed on the premises without prior written permission of the Association.
10. The Centre must be vacated by 11 p.m., except by prior written permission of the Association.
11. The Association may agree at its discretion that a hirer may be responsible for opening and locking the premises. In the case of regular users, they must provide the Association with a current list of Key Holders
12. The hirer will be responsible for the observance of all regulations pertaining to the premises, including keeping fire exits clear and ensuring that fire fighting apparatus is not interfered with.
13. All hirers will be responsible for leaving the parts of the premises used in a clean and tidy condition.
14. Nothing is to be fixed to the walls, doors or any part of the premises without authorisation from the Association.
15. Any damage to the premises or Association equipment must be made good by the hirer.
16. No equipment may be lent, hired, or sold from the premises without authorisation from the Association.
17. The hirer must be aged 18 years or over.
18. The Association reserves the right to refuse to accept any booking and to cancel any booking without compensation, and return any deposit paid where applicable.
19. The Association reserves the right to amend any booking to another part of the premises.
20. The Association reserves the right to retain any deposit where, in the opinion of the Association or its representatives, the Centre has been, or part, or parts of the Centre have been left in an unsatisfactory condition after a hiring.
21. No part of the Centre shall be let to any trading concern which is contrary to the rules of the Chamber of Commerce Fair Trading Laws).
22. All organisations hiring the Centre for the purpose of arranging 'Flea Markets' or similar events shall under no circumstances sublet stalls to any trading concern contrary to the rules of the Chamber of Commerce, or to persons or trading concerns operating for personal financial gain.
23. A £50 deposit is required from all users hiring the kitchen (q.v. item 21 above)
24. All cheques must be made payable to "Woolston Community Association Centre Committee''
25. Persons or organisations hiring the Centre on a regular basis must complete a Hiring Form at the start of each term;  hirers are only permitted to enter the premises during their booked times unless permission  has been sought from the Centre Booking Secretary in advance.
26. It is the hirer’s responsibility to ensure that any portable electrical equipment brought into the Centre or the grounds of the Centre is PAT tested (Portable Appliance Testing).
27. Hirers are not permitted to move the screens dividing the rooms.
28. Hirers are not permitted to use smoke machines when operating disco equipment.
29. Hirers or their guests must not interfere with the working of the entrance door and inner entrance door.
30. No smoking is permitted on the premises. Any persons who wish to smoke must exit the premises by the main entrance door and use the ash tray affixed to the outside wall. Hirers must not use any of the areas immediately outside any fire exit as a smoking area.

Please also see the Health & Safety Guidelines for Event/Party Organisers and Centre Users.
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