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	LEYS CDI
	

	
	Blackbird Leys Community Centre
	

	
	Blackbird Leys Road
	

	
	OX4 6HW
	

	admin@leyscdi.co.uk
	
	01865 395927 07483164469

	ROOM HIRE BOOKING FORM

	Name of Hirer
	


	Name of Organisation
	


	Event Description
	



	Address and invoice address if different
	




	Telephone Number(s)
	


	E-mail
	


	Booking Date(s)
	


	Start and End Times
	


	Cost:
Community Groups £25 per hour

Commercial Rate:
£30 per hour
	Deposit
	
£100.00

	
	Room Hire ….. hours @ £ ….. per hour 
	


	
	Security £40.80 
	
£40.80

	
	Green bags ….. @ £1.50 each
	


	
	Total Payable
	


	Any Other Requirements
	




A deposit of £100 is required to secure the booking and this is refundable provided conditions of hire are met. The booking is not confirmed until payment is made in full in advance.  For social events you will need to purchase special bin bags required by Oxford City Council these will be £1.50 each, min purchase 3, if the cleaner needs to use more than 3 this will be taken out of your deposit 

[bookmark: _GoBack]Additional Information:  The latest time the hall must be vacated is 23.30pm. You must include set up time and clean up time in your bookings times.
	
	£100 deposit received
	£         Room hire received
	£40.80 Security recd
	Green bin bags
No      @1.50
	Deposit refunded

	Date
	
	
	
	
	

	
	Cash/BACS
	Cash/BACS
	Cash/BACS
	Cash/BACS
	Cash/BACS




Conditions of hire

Section 1: the hirer

· The hirer, not being a person under 18 years of age, hereby accepts responsibility for being in charge of and on the premises at all times when the public are present and for ensuring that all conditions, under this Agreement, relating to management and supervision of the premises are met;
· The hirer agrees to pay the full room hire charges as outlined in this room bookings contract 
· The hirer has the right to cancel this room bookings contract on giving no less than 14 day’s notice to the Leys CDI and will receive a full refund of any monies paid;
· That the space hired shall not be used for any other purpose than that for which it is specifically engaged as per this room booking contract;
· The signatory for the hire form shall be the person responsible for such indemnity above, both in his/her personal capacity and on behalf of the organisation he/she represents;
· The hirer is not permitted to sub-let any area of the building
· The hirer agrees to the following Equal Opportunities statement: Users of the Glow Hall must comply with the Equalities Act 2012. They must ensure that the Glow Hall is open to all members of the community regardless of sex, sexual orientation, nationality, age, disability, race, or of political, religious or other opinions.



Section 2: health and safety

· The hirer agrees to the Following health and safety policy. In summary, the following requirements will be met:
· In case of an accident the hirer will take full responsibility for any first aid.  The Leys CDI cannot guarantee there will be first aid supplies on site. Any accidents must be reported to The Leys CDI administrator as soon as possible and recorded in an accident log book.
· In the event of a fire, the hirer will instruct users in the safe evacuation of the building to the grassed area at the front of the building and will contact the Fire Service immediately on 999, however slight the outbreak of fire may be. The Leys CDI will be made aware as soon as possible of any outbreaks of fire.
· Where appropriate, The Leys CDI may ask the hirer to complete a risk assessment for the activity they are proposing to use the community centre for
· The hirer shall ensure that any activities for children under eight years of age comply with the provisions of The Children Act of 1989 and subsequent legislation and that only fit and proper persons who have passed the appropriate Criminal Records Bureau (CRB) checks have access to the children. Checks may also apply where children over either and vulnerable adults are taking part in activities. The hirer shall provide the association with a copy of their CRB check on request and agree to The Leys CDI Safeguarding Children and Vulnerable Adults Policy.
· All means of ingress and egress shall be kept free and unobstructed at all times of the booking;
· All doors used for public ingress and egress as well as all emergency doors shall be kept unfastened during the time when any members of the public are within the premises.
· Inflammable materials such as scenery, wings, sky borders, draperies, gauze, cloths, floral decorations, properties, hanging curtains, costumes of the performers or for the decoration of the premises shall not be used unless they have been rendered fire resistant and are maintained in that condition and have consent from the Blackbird Leys Community Centre for their use on site.
· The hirer shall ensure that no unauthorised heating appliances shall be used on the premises when open to the public without the consent of The Leys CDI. Portable Liquefied Propane Gas (LPG) heating appliances will not be used.
· The hirer must get permission from The Leys CDI if they will be using inflatable’s such as bouncy castles and will complete the risk assessment form they are given.




Section 3: code of conduct

· The Hirer is responsible for checking that the premises are in a suitable condition prior to using them. 
· The Hirer is solely responsible for the well being and safety of the users and occupiers of the premises hired out under the terms of this agreement and will indemnify The Leys CDI for all loss and damage and personal injury arising from and during use by the Hirer, however caused.
· The hirer is responsible for setting out furniture and for returning the space hired to the state in which it was found.
· That no nails, drawing pins, screws or similar things shall be driven into the walls, doors, floors, woodwork or any other part of the structure;
· That every care shall be taken to avoid damage to the paint and decoration;
· To remove all foodstuffs, drinks, bottles, crockery, glass, furniture, decoration, fittings and any other property or things belonging to the hirer and to make suitable arrangements to dispose of these items off site.
· All lettings will terminate no later than 11.00pm;
· No exhibition, recitation, acting, singing or dancing which is obscene, immoral, offensive to public decency or calculated to incite any breach of the peace shall be allowed;
· No alcohol may be sold for consumption on or off the premises
· Members of the Police, whether in uniform or in plain clothes shall be permitted to have free access to the premises;
· The hirer shall ensure that in order to avoid disturbing neighbours and to avoid violent or criminal behaviour, care shall be taken to avoid excessive consumption of alcohol. Drunk and disorderly behaviour shall not be permitted either in the premises or in its immediate vicinity. Alcohol shall not be served to any person suspected of being drunk or to any person suspected of being under the age of 18. Any person suspected of being drunk, under the influence of drugs or who is behaving in a violent or disorderly way shall be asked to leave the premises. No illegal drugs may be brought onto the premises.
· The hirer shall ensure that no animals (including birds) except guide dogs are brought into the premises, other than for a special event agreed to by the Association. No animals whatsoever are to enter the kitchen at any time.
· Smoking in the Glow Hall is not permitted
· Film showings – children shall be restricted from viewing age-restricted films classified according to the recommendations of the British Board of Film Classification. Hirers should ensure that they have the appropriate copyright licences for films.

Section 4: additional information

·  The Leys CDI reserves the right to cancel the agreement at any time in the event of the building being required for any national emergency or any purpose of national or local importance not contemplated at the time of hiring. The decision as to whether the Community Centre is required for any of the purposes aforesaid shall be in the absolute discretion of Blackbird Leys Community Centre and shall be final and conclusive.  In such circumstances the deposit shall be returned to the hirer.
· The Leys CDI reserves the right to terminate the use of the room hired immediately should the hirer be found in serious breach of these conditions of hire.
· The Leys CDI may change the room hire rates from those stipulated within this room booking contract. Notice will be given in writing to hirers before any alterations in room hire rates are put into action.
· The hirer is also reminded that necessary copyright consents need to obtained if applicable. 
· This room booking contract constitutes permission only to use the premises as stipulated in this agreement and 

FULL NAME (PRINT)		………………………………………………………………….

SIGNATURE of HIRER		………………………………………………………………….

DATE 				………………………………………………………………….
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