Room Hire Agreement/Booking Form
The A B D Community Centre 
Burnley Road, Bacup. OL13 8AB
	Contact Details

	Name of person completing this form
	

	Name of group (if applicable)
	

	Address of group or person completing this form (including postcode)
	

	Telephone contact
	

	Email
	

	Invoice Name and Address
(if different from above)
	


	Room Requirements

	Date(s) required
– please include all dates your room is 
   required
	

	Name of session & Number of delegates/attendees

	

	Times from and to
(please remember to include setting up and taking down time)

	

	Room(s) required
(please tick all those required)
Community Centre

	· ROSE ROOM – Downstairs main hall
· ASH ROOM - Meeting / training (first floor)
· FERN ROOM - Meeting / training (first floor)
· BEECH ROOM - Office 1 (first floor)
· BIRCH ROOM - Office 2 (first floor)
· Other (please specify) ………………………………


	Room Layout
	[image: image1.png]



· Board Room
[image: image2.png]<
i




· Cinema/Theatre Style
[image: image3.png]



· U Shape (tables and chairs)
[image: image4.png]



· Horseshoe (chairs only)
[image: image5.png]



· Cabaret
· Other (please specify) ………………………………
…………………………………………………………


	Please note we will do our best to accommodate your room requirements, however, we do not always have the staff available to set out rooms – please feel free to arrange the room to your liking and please return furniture to the original position after your session

	Additional equipment required
– tick item(s) required
	· Projector
· TV
· DVD player
· Flip chart easel 
· PA / Microphone




	Refreshments

	Confirmation of delegate numbers will be required at least 2 working days prior to your booking.

	Do you intend to use the facilities for making tea/coffee?

	· Yes
(Please provide your own consumables and wash up/put away cups, etc. after your session)
· No


	Provision of refreshments by
The ABD Centre 

	· Tea and coffee @ 30p per person / serving
Time/s required ……………………………………
· Tea, coffee and biscuits @ 50p per person / serving
Time/s required ……………………………………


	Are you arranging for caterers to deliver food?
	· Yes

· No



	Please note: disability access
Via ramp to main side door  and level entrance at rear.
2 disabled parking bays at rear of building – please notify us if you need to use this space so we reserve the space and assist you if required.
Lift to first & second floor.



Please thoroughly read the terms and conditions provided and keep them for future reference.
Should you have any questions about your booking at The ABD Centre please contact 01706  874111 or 07447960045
Cancellation of room hire must be notified in writing via post (address below) or email at least 7 days before the day booked otherwise the full amount for room hire is payable.  
In the event of enforced closure all bookings are void and a new booking form will be required when the centre is able to re-open.
For block bookings cancellations 30 days’ notice in writing or email is required.
Please return the completed form to:
Bookings, The ABD Community Centre, Burnley Road, Bacup OL13 8AB or email , info@abdcentre.org.uk
Telephone:  01706 874111    
Agreement to Terms and Conditions
I have read and retained the Terms of Conditions of hire.  I agree to abide by the terms and conditions for the duration of my hire.
	Print Name
	

	Signed
	

	Position in Organisation (if applicable)
	

	Dated
	


Should a completed form be received and found not to be signed, the booking is not confirmed – staff will contact you.
You will receive written confirmation of your booking via email (or post if preferred – please let us know). 
Should you not receive confirmation in writing your booking has not been confirmed and you should contact the centre.

Terms and Conditions of Hire
Please retain these Terms and Conditions for your reference
General Information
The person responsible for booking the Centre as a venue and organising the event, hereinafter referred to as ‘the hirer’ shall ensure that the rules governing the use of the Centre as detailed below are complied with.
The hirer shall be responsible for ensuring that the premises are used only for the purpose stated on the room hire agreement and shall not sublet or use the premises for any unlawful purpose or in any unlawful way, nor do anything or bring on to the premises anything which may endanger the premises, their users, or any insurance policies relating thereto.  Arrangements may be made in advance for the premises to be inspected prior to use to ensure suitability for the purpose for which they are hired.
The hirer shall be responsible for making arrangements to insure against any third party claims against his/her organisation whilst using the Centre.
The hirer shall ensure that the Centre’s Health & Safety and building security policies & procedures are respected and adhered to, and that door codes are kept confidential.  The hirer shall be responsible for ensuring that: 1) they sign for any keys borrowed and return them as agreed within the timescale agreed following completion of the hire period, and 2) the building is properly secured, (i.e. all windows, doors and gate are locked) before leaving the premises.
The hirer shall be responsible for the supervision of the premises and also the behaviour of all persons in their group using the premises during the hire period.
The hirer should be aware of and show due consideration to the needs of other groups who may be using the building at the same time as their group (i.e. playing music, children running about, exercise classes in progress, etc). 
Centre staff reserves the right to request a person to leave the premises should that person’s behaviour become unacceptable.  If an event is cancelled as a result of such action then Centre staff regret that no refund of hire charges will be given.
The hirer shall be responsible for ensuring that the noise level of the function will not interfere with other users of or activities within the building, nor cause nuisance or inconvenience to resident organisations or occupiers of neighbouring properties.
The hirer shall remove all their property at the end of the hire period, unless a specific arrangement is in place.  The Centre does not encourage people to leave property/equipment at the premises between hire sessions due to lack of secure storage space and will accept no responsibility for any hirer’s, delegate’s or visitor’s property left in the Centre after the hire period.
Hirers may be ask to provide number of attendees. Hirers are responsible to manage their own attendance register to comply with fire regulations. If the booking is outside of times when staff are in the building, it is advisable that all hirers undertake an induction to familiarise themselves with the building layout prior to commencing the booking.
Fire Safety
A fire drill is on Thursday mornings at 11:45am – the hirer will be informed should a fire drill be arranged during their session.
The hirer shall be responsible for ensuring that:
1)  all attendees ‘sign-in’ for fire safety purposes
2)  all attendees are informed about the Centre’s Fire Safety arrangements and Fire Emergency Evacuation Procedure as per the notices displayed on the wall near to the door in each room of the Centres
3)  any fire-fighting equipment on the premises is not removed or tampered with
4)  emergency exits from the premises are not blocked or allowed to be blocked during the period of hire.
Accidents
The hirer shall be responsible for the provision of proper precautions for the prevention of accidents to any persons on the premises during the period of hire and for informing all delegates about the Centre’s Accident Procedure as per the notices, which are displayed on the wall near to the door in each room in the Centre.
Housekeeping
The hirer may request preferred layout of the hire room at the time of booking.  Should the hirer be laying out the room him/herself they must allow time to set out the room/s as required within the times booked – please refer to the manual handling information posters on display.
The hirer must ensure all tables and chairs are returned to their original positions after their session.
Refreshments - the hirer should provide their own tea, coffee, milk, sugar etc and wash-up and put away cups, etc after use unless refreshments are provided at The ABD Centre.
The hirer should inform Centre staff of arrangements with outside caterers – Centre staffs do not take responsibility for non-delivery.
· All groups using the kitchen for cooking food must be registered with the Environmental Health and Licensing Dept.  Hygiene regulations apply to all activities carried out in the kitchen, which must be supervised by a person with a Level 2 Certificate in Food Safety.
· Due to hygiene regulations, the kitchen may not be used for the preparation of food.
· The hirer must ensure that no alcohol is consumed on the premises during the period of hire without prior consent, applied for in writing, of the ABD Centre Development Manager.
Smoking (including E-cigarettes) is not allowed in the Centres – please use an area at the rear building, avoiding the entrance to the buildings – please use the receptacle provided for cigarette ends.
The hirer shall be responsible for ensuring that the event finishes by the end-time stated at the time of booking.  It may be possible that the event can be allowed to run over time, but this would be subject to the hirer checking with staff prior to the end-time and there not being another event booked in the same room directly afterwards.  NB meetings that overrun may be subject to extra charges.
The hirer is responsible for leaving the premises clean and tidy by the time of completion of the hire period (including washing up etc), otherwise extra charges will apply.  The Centres will provide waste bins - hirers should ensure that all rubbish is placed in these.
Any electrical equipment must be within date of their most recent PAT test.  Staff will make checks on the day of the session.
Evening sessions:  The hirer shall be responsible for ensuring that if the hire period is to start or end later than the Centre hours of opening, arrangements are made prior to the session for access to and securing the building.  Either the hirer or another nominated person will open or secure the building (following appropriate training) or wait at the premises until the caretaker arrives to open/secure the building.
The ABD Community Centre is not responsible for 
any loss or damage to any property (including attendees’ vehicles), 
nor for any loss, damage or injury which may be incurred by, or done to, 
or happen to any person or persons that arises during the hire period 
as a result of the hirer’s activities or negligence.
Block bookings


Block bookings should not exceed a 3 month period. You may block book as many sessions as you like within the 3 month period. If you wish to roll bookings forward, at the end of month 2 please submit a new booking form again for up to 3 months.





If a continuation request (new booking form) is not received around 30 days before the end of the block booking, rooms will be available to other customers.





Please note:  Failure to submit a new booking form for a continuation of the booking may result in losing the room required.





The ABD Centre reserve the right to cancel any booking with no less than 30 days written (or via email) notice.
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