Conditions of Hiring 
1. Children’s Birthday Parties: We currently offer a discounted children’s 3-hour hall hire package. Discounted halls hire bookings are non-refundable.  Full payment is required at the time of booking.

2. Other functions (excluding children’s birthday parties and wedding receptions): Hirers must pay a non-refundable deposit of £50 per room hired, at the       time of booking.  Full payment is due 30 days prior to the date of the event.

3. Wedding Receptions: All hirers must pay a non-refundable deposit of £100.00 at the time of booking.  Full payment is due 120 days prior to the date of the event.

4. All bookings are subject to an incidental costs’ payment of £50.00 per room. This is including, but is not limited to breakages/damages, rubbish removal, exceeding hire time, cleaning & extra staffing costs.  This is refundable after the hire is completed and the premises have been checked for any damage caused during your hire. The incidental costs payment, less any additional costs incurred, will normally be refunded during the first week of the following month at the latest. This I.C.D. is due 30 days prior to the date of the event. 

5. If the full cost of the hiring and Incidental Costs Deposit (this is in addition to the deposit) is not received by the Centre Office by the due date – THE BOOKING WILL BE CONSIDERED TO HAVE BEEN CANCELLED BY THE HIRER.

6. The Hirer, during the period of the hiring, will be responsible for the good care of the premises, the fabric and the contents, health and safety of themselves and all members of their group, including supervision of car parking arrangements to avoid obstruction of the highway and all exits from the premises.  Any accidents or damage must be reported to a member of staff immediately.

7. Hirers are reminded that they are responsible for any accident or injury arising out of the activity for which they have booked the premises. It is the responsibility of the hirer to ensure that the premises are safe for the purpose for which they intend to use them. 

8. The Hirer shall not use the premises for any purpose other than the purpose stated on page 1. The Hirer shall not sub-hire or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything to bring onto the premises anything which may endanger the same or render invalid any insurance policies in respect thereof nor allow the consumption of alcoholic liquor thereon without written permission.

9. SMOKING AND VAPING IS NOT PERMITTED anywhere on the premises or surrounding areas. Your deposit is at risk if smoking debris is left on the premises or surrounding areas.

10.  Care should be taken when using the main hall floor. Tap dancing, stiletto heels, heavy boots, are not permitted.
11.  Nothing should be affixed to the walls, doors, floors, or ceiling of the building.

12.  The premises must be vacated promptly at the time stated on page 1. If you, the hirer leaves later than the time stated on page 1, any additional staffing costs will be taken from your incidental costs’ payment.
13. All hirers are responsible for reading the Fire policy and ensuring all members of their group are aware of evacuation procedures.  Hirers must report any health and safety issues or concerns to a member of staff.

14. Any inappropriate or abusive behaviour towards each other, users of the centre or a member of staff will not be tolerated.

15. The hirer must ensure visitors/spectators/parents attending activities do not bring animals on site.  Working dogs such as guide dogs are permitted.

16. In booking your times, you must allow time for your group to set up and clear away afterwards (including tables and chairs).

17. The hirer is responsible for supplying your own bin bags and removing all litter and food waste and leaving the premises as found. Litter must be taken 
away from site and disposed by the hirer off site. This means you may not leave anything at the centre at the end of your hire. 

18. Management has the right to refuse entry and/or cancel a booking without notice or reimbursement of fees.

19. Candles, naked flames (including gas table lamps and chafing dish fuel cans) are not permitted,
20. ‘Smoke Machines’ are not permitted.

21. ‘Bubble Machines’ are not permitted.

22.  ‘Haze Machines’ are not permitted.

23.  ‘Fake Snow Machines’ are not permitted.

24. Should you bring in any external providers of entertainment or services, these must be placed on record with your booking form, the hirer and the external provider remains responsible for the suitability of the provision, the risk assessment and public liability insurance. Providers of soft play, magicians/entertainers, DJ’s, caterers, and party decorators are required to hold and provide evidence of public liability insurance for a minimum of £5 million pounds. 

25. Providers of inflatables/bouncy castles or similar device will be required to supply a full risk assessment and provide evidence of Public Liability Insurance to the sum of £10 million pounds.
26. If the full cost of the hiring and Incidental Costs Deposit (this is in addition to the deposit) is not received by the Centre Office by the due date – THE BOOKING WILL BE CONSIDERED TO HAVE BEEN CANCELLED BY THE HIRER.

LICENCES, REGULATIONS
1. The Hirer shall be responsible for obtaining such licences as may be needed from the Performing Right Society, from Phonographic Performance Ltd or other licences required including the sale of intoxicating liquor and the observance of those same licences.

2. The Hirer shall ensure that nothing is done on or in relation to the premises in contravention of the law relating to gaming, betting, and lotteries.
3. The Hirer shall comply will all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority, the local Magistrates’ Court or otherwise, particularly in connection with any event which includes public dancing, music or other similar public entertainment or stage plays.

4. The Hirer shall, if preparing, serving, or selling food observe all relevant food health and hygiene legislation and regulations.  Hirers are not permitted to cook food at the centre unless they have a relevant food handling qualification. A copy of a food and hygiene level 2 certificate is required.
SAFETY

1. The Hirer shall ensure that any electrical appliances brought by him/her to the premises and used there shall be safe and in good working order and should be used in a safe manner. If equipment brought into the building is faulty this could result in the electric trip switches being activated and the resultant loss of power will be the responsibility of the hirer. A PAT test certificate may be required.
NOISE

1. The Hirer is responsible that good order is maintained during the period of hire where sound amplification is used ensuring that no disturbance or nuisance is caused to persons in the locality giving rise to a formal complaint.

2. The main hall is fitted with a noise restrictor; this will cut power if the noise level goes above the accepted level. If you are having a band/DJ, please advise them of the noise restrictor before your booking.
3. The Hirer shall ensure that the minimum of noise is made on arrival and departure.
 DAMAGE

1. The Hirer shall indemnify the Centre Management/Trustees for the cost of repair for any damage done to any part of the property including the curtilage thereof or contents of the buildings which may occur during the period of the hiring because of the hiring.
DEFECT OR INJURIES

1. A book to record defects and injuries is maintained on the premises at Reception. The Hirer must record in this book any problem, breakage, injury, use of first aid supplies, etc. If a defect is hazardous, the Hirer must take immediate safety measures, and report the defect to a member of the centre staff immediately. Defective equipment must not be used until it has been repaired and inspected.
   BOOKING REFUSAL AND CANCELLATIONS

1. The Centre Management reserves the right to cancel this hiring, in which case the Hirer shall be entitled to a refund of any deposit or payment already paid.

2. In the event of the building or any part thereof being rendered unfit for the use for which it has been hired, the Centre Management shall not be liable to the Hirer for any resulting loss or damage whatsoever. 

3. The Centre Management reserve the right to refuse a booking without notice.

4. The Centre management reserve the right to amend booking terms and conditions as the need arises.

GENERAL DATA PROTECTION REGULATION (Please refer to our GDPR Privacy Notice for full details):

1. To enable Portchester Community Centre to process your booking we will collect and store the following information:

· Your Name, Contact information including email address.
· Postal address

2. Booking forms containing this data are destroyed within one month after your booking.
3. No information is stored for advertising purposes.  
AT THE END OF THE HIRING

4. The hirer is responsible for wiping the tables with the antibacterial spray provided and packing the tables away in the storage cupboard. Chairs are to be stacked in 10’s and put away with the trolley provided in the store cupboard. The floor is to be swept and any spillages to be cleaned up.

5. Cups, crockery, glasses etc are to be handwashed, dried and put away.

6. At the end of the hiring, the Hirer shall be responsible for leaving the premises and surroundings in a clean and tidy condition and any contents temporarily removed from their usual positions properly replaced, otherwise the Trustees shall be at liberty to make an additional charge. 

7. Property of the user must be removed immediately on completion of the hire of the building (unless storage has been agreed with the Trustees). Further charges will be raised until the same is removed if not done immediately.

8. The Centre Management/Trustees accept no responsibility for any property left in the building. Regular users are advised to seek separate insurance to cover their members, activities and any property used or stored on the premises.

9. The hirer is to remove all rubbish, solid waste e.g., bottles, cans, packaging etc. from the premises after the hire.
The Centre Management may, at their discretion, retain all or part of the incidental costs’ payment charged if any of the above conditions are not met and the user will be further responsible for any additional costs incurred for replacements, repair of damage, extra cleaning or other expenses incurred by the hire.

Thank you for visiting Portchester Community Centre
Where everyone is welcome 

