Pin Green Community Association          Hampson Park Community Centre          Reg Charity number 1185606

HIRING CONDITIONS FOR PRIVATE HIRE
Please ensure you have read this document and ask if you have any questions. If the conditions are not met you could lose all or part of your deposit.
1. ALL TIMES BOOKED MUST INCLUDE TIME FOR SET UP AND CLEAR UP. You cannot get in early to decorate, bring in food or have entertainers set up UNLESS you have booked the time. Halls are locked until the caretaker lets you in. Please ensure that you have booked enough time to allow all set up for your party. All evening bookings must be out by midnight. If you use the halls outside of your allocated booking time, the extra time will be deducted from your deposit. All fire exit doors MUST be closed when you leave the hall at the end of your booking. Maximum of 40 people in the Rear Hall and 80 people in the Main Hall – if you are found to have exceeded this, your deposit will be forfeit, this is to comply with fire regulations.

2. These terms and conditions are for all parties. Please note we do not accept 16th - 21st birthday parties. If your party is found to be for a 16th - 21st, your deposit will be forfeit immediately.

3. Requests to change the timings on a booking must be submitted to the office no later than 1 week before the party. We cannot guarantee your request will be honoured due to other parties or staff availability but will do our best.
4. Cars may park up near the centre when unloading and loading their vehicles for their parties. However all cars must be moved to the nearby car-park for the duration of the party, so that the disabled spaces remain free for users of the centre who need them.
5. Bookings are not confirmed until the booking form has been duly signed by the hirer and deposit received. This deposit is returnable and separate from the hall hire charge. Bookings are only held for 48 hours and if no deposit is paid in this time the slot may be given to another hirer. Reasonable attempts will be taken by the association to contact all provisional booking. Contact details must be checked by the hirer.
6. All hall hire payments need to be paid at least 2 weeks before the party-they cannot be paid on the day. Failure to pay on time will result in your function being cancelled and no refund given. 
7. Please bring black bags for rubbish and a cake knife if required, our knives are not available to use.

8. No skateboarding, rollerskating, rollerblading, cycling or go-karting allowed in the Centre (or similar). If this is found to have taken place, you will forfeit your deposit and will be liable for any charges arising from damaged property / flooring.
9. The centre is only to be hired for the purpose stated on the booking form. Alcoholic beverages shall not be consumed or brought onto the premises by any person under the age of 18 years or where the party is a for children under 18. You must declare if alcohol is to be consumed as part of your booking.
10.  Hirers must be over the age of 18 (proof may be required)
11. All exits must be kept clear from obstruction at all times. This includes the path outside the Main hall. The door may be used for loading and unloading ONLY. All cars/vans must be moved and not left on the path. The deposit will be withheld if this is not done. Do NOT block the drop down kerbs in the top car park-these are needed for access by emergency services to the park and wheelchair users and people with buggies.
12. The hirer shall be solely responsible for any damage howsoever caused to the centre or its contents by any member of their group. This includes removing any centre property from the building without prior authorisation from the manager or leaving the building open and unattended. A member of the party should remain on site at all times. No sellotape to be used for decorations, only blue /white tac is permitted. All decorations and ribbon ties are to be removed, otherwise you will forfeit your deposit.
13.  A deposit shall be paid to the Association by the hirer. This deposit will be held against any breakages, damage, alcohol being consumed on the premises when none has been declared or the party is for children, extra cleaning if required – this includes extra time it takes to clean if confetti is left on the floor, if complaints are received due to noise, overrunning your allocated time and the associated caretakers costs for their extra time, nuisance or unruly behaviour of hirers and their guests to any persons using the centre or to nearby residents/park users.  Any person using indecent language, fighting, loitering, indecent behaviour or being violent or other act contrary to orderly conduct shall be removed from the centre by the hirer or the Association representative and shall be liable to prosecution and a ban.
14. Where, in the opinion of the centre’s representative, a nuisance arises such as inconsiderate parking or music that is disturbing other groups or the coffee shop, the nuisance must immediately be rectified or hiring of the hall/s shall be stopped. NO refund will be given. The deposit, or part of, will be retained if the booking goes over it's allotted time by more than 15 minutes. Music must be stopped from 11PM - this is to respect our local residents – any complaints of noise or music playing after this time will result in no refund being given of your deposit.
15.  Any cost incurred by the Association in excess of the deposit taken, shall be fully recoverable from the hirer. This will include any damage or loss of the Bluetooth speaker if requested for use.
16. The hirer is responsible for ALL the equipment, electrical or otherwise which should meet with the Safety Standards required. This includes any discos, equipment used by entertainers, bouncy castles or soft play. Please ensure all outside contractors meet the necessary safety standards.
17. Lasers & smoke machines are not permitted, smoke machines will set off the fire alarm. If the alarm is set off due to a smoke machine your deposit will be lost. No SMOKING, including electronic cigarettes or naked flames anywhere in the building. The centre shall not be used for any purpose which might jeopardise the Association’s insurance against loss or damage by fire which includes the use of any type of firework inside or outside the building. 

18. There shall be no interference with the electric lights, WIFI equipment or mechanical apparatus whatsoever.

19. The hirer must provide supervision to ensure good conduct and safety of persons using the premises, including control of children. Hirers must be aware that there may be other users or members of the public in the centre at the time of their booking. It is the hirer's responsibility to safeguard the children in their care especially when using the toilets. Orderly and safe clearance in case of emergency shall be the sole responsible of the hirer.
20. The centre must be vacated by the time stated, left clean and tidy and rubbish to be put in black bags and given to the caretaker / left neatly in the hall if the caretaker is not around, the bags must be securely tied. Hirers are to take any excess rubbish home if exceeding two bags. Any additional bin bags that are left will be charged at £5 per bag for disposal. 
21. Should the building or any part thereof have to close due to essential maintenance work, causing cancellation of a booking, the Association will return monies paid already but NO financial compensation will be made. 

22. The Association shall not be liable for personal injury or theft. Any incidents must be reported to a member of staff or the caretaker before leaving.
23. Cancellations If you cancel your party with more than 11 working days, we will return your deposit less a 10% admin charge. If you cancel with 10 working days or less you will lose your deposit.
24. Nappies. No used nappies must be left in normal bins but should be put in the nappy bin in the disabled toilet. £10 of the deposit will be lost for each nappy found in a bin after a function.

25. The centre has a data protection policy and all personal data given to us at the time of booking will be treated in accordance with this policy. A copy is on the notice board.
26. The centre has CCTV for the prevention of crime and disorder and to ensure that bookings are on time. A full copy of our usage policy is on the notice board.
27. The Association takes no responsibility for any damage to or loss from cars parked in the public car parks.

28. THE ASSOCIATION RESERVES THE RIGHT TO CANCEL ANY BOOKING
