[image: intact1, Picture]	

Intact Venue Hire Booking Agreement

	Name of Organisation


	

	Type of Organisation


	Voluntary or Non-Profit / 
Public, Private or Corporate

	Name of Event


	

	Dates and times of hire 
(You will need to include times for setting up the room and tidying after the event)
	


(attach schedule if necessary)

	Expected number of attendees


	

	Rooms booked, e.g. Multi-Use Studio (downstairs), Training Room (upstairs), Treatment Room, Quiet Room
	

	Please let us know how you heard about us

	



I have read and understood this agreement and the general rules governing usage and agree to abide by this hire agreement.


Signed		…………………………………….. (Hirer)


Name		…………………………………………………………………………


Address	………………………………………………………………………………………………


Email		……………………………………………………………… (for invoicing purposes)


Telephone	…………………………………………………………………………………………


General Data Protection Regulations

The information you provide is used solely for dealing with the hire agreement, arrangements, invoicing, and for emergency contact in case of loss of facilities. Data will only be retained while the hire agreement is current. 

Please tick this box to give your consent for us to contact you in the above circumstances. c

Rules and Guidelines of Booking

1. It is the Hirer’s responsibility to view the facilities prior to booking in order to assess suitability for the planned event, and to inform Intact in advance of any requirements as to the provision of facilities. Appointments to view the facilities must be arranged in advance.

2. Provisional bookings made without payment of a deposit are only guaranteed for 5 working days, after which Intact reserves the right to accept a booking with another customer. We need a copy of your personal liability insurance and a risk assessment if you are booking for the first time. This will help to indemnify Intact against any loss or damage.

3. The room booking only covers the start and end times paid for, and access may not be possible before and after those times. If you set up the room ahead of the time of your booking, the items may be moved or taken down if there is another prior booking that day, and you will be charged for the extra time using the room. The booking does not include the use of other rooms unless paid for as an addition. Intact will be closed for cleaning on Sundays, and not available for hire. All activities should begin no earlier than 9am, and should cease at 9 pm. Bookings are charged at an hourly rate, which increases for bookings after 5pm.

4. The Hirer will pay a deposit of £50 in advance. This will be refundable if the booking is cancelled a week before the event. After the first month, regular users will not be charged if they give 24 hours' notice of cancellations, and there are no more than four cancellations in a year.

5. The Hirer will be informed in advance if the room is no longer available on any of the planned dates. This may be on account of maintenance problems, weather conditions, closure of the Centre, or specific planned events in the Centre which must take priority.  If a suitable alternative can be offered, Intact will suggest it to the Hirer. The Hirer will not be charged for the event.

6. Tables and chairs are available, but the Hirer is responsible for setting them up and putting them away again. Free Wi-Fi is available, and there are notices with the Guest password around the centre. The Wi-Fi should not be used for any harmful or criminal purposes. The Multi-Use Room and Training Room have a screen, but the Hirer will need to bring their own laptop to set it up. Intact has a Motion Picture Licence, allowing the showing of films or TV shows in public spaces or events. You are responsible for ensuring that screenings abide by age classification ratings.

7. Toilets are available on the Ground Floor (Reception area, including disabled and baby-change, and in the corridor by the Multi-Use Room), and on the First Floor (end of the corridor, suitable for disabled access).

8. Kitchen facilities are available. The Hirer will need to bring their own refreshments. The kitchen space should be kept clean, and any items that are used should be washed. Do not use the kitchen sink for disposing of waste. During opening hours, the site has an on-site café. A First Aid box will be located in the kitchen for any emergencies.

9. Car parking is permitted on both sides of the road, but be mindful that there are two schools on either side of Intact. Parking should cause no obstruction to entrance and exit from Intact, or to motorists and pedestrians in the surrounding area.

10. There will be staff in the building between the hours of 9 am and 4 pm between Monday and Friday. If you wish to book the space outside those hours, there will be no staff. If there is an emergency out of hours, you can ring 07874 383036.

11. If you are using the property outside of Intact hours, you will be issued with a key to the 49 entrance and side gate, and instructions for entering the building. You should collect keys within the week before the event takes place. Keys must be returned after the event within 48 hours. Lost keys will incur a £25 replacement charge.

12. During office hours, guests must evacuate the building if the fire alarm sounds. The evacuation Assembly Point is outside Ingol Primary School. The lift should not be used, and anyone unable to evacuate the building should wait in the refuge area at the side of the lift (1st Floor only). We will inform you if we are carrying out our weekly fire alarm test.

13. Out of office hours, the Hirer must call the Fire Service to any outbreaks of fire, however slight, and details of the incident must be reported to Intact. The Hirer should check the location of fire extinguishers and fire exits. The Hirer should not block fire exits while using the building..

14. The Hirer shall, during the period of hiring, be responsible for the supervision of the premises, fabric and contents, safety from damage, however slight, or change of any sort, and the behaviour of all persons using the premises. The Hirer should not be a person under 18 years of age. All damage should be reported to Intact as soon as possible. Significant damage may result in immediate termination of the booking, and no further bookings will be permitted.

15. The Hirer is responsible for leaving the premises and surrounding area in a clean and tidy condition, properly locked and secured unless directed otherwise, with items returned to their original place, and rubbish correctly disposed of and removed from the Centre. 

16. The Hirer is responsible for ensuring that noise levels do not interfere with other activities in the building or disturb nearby residents. Care should be taken to avoid excessive consumption of alcohol, and to remove guests behaving in a disorderly way. No illegal drugs may be brought on the premises. Any activity requiring police intervention may result in immediate termination of the booking, and no further bookings will be permitted. Intact is not responsible for any claims, losses, damages or costs incurred as a result of nuisance or harm caused to a third party as a result of your use.

17. The Hirer shall not use the premises for any purpose other than that which has been agreed, or sub-hire the premises, or use the premises for any unlawful purpose or in any unlawful way, or bring onto the premises anything which many endanger the premises or individuals, or render invalid any insurance policies.

18. The Hirer shall ensure that nothing is done on the premises that is in contravention of the laws of gaming, betting and lotteries. If the Hirer is selling goods on the premises, they must comply with Fair Trading Laws.

19. The Hirer shall ensure that any events involving children comply with childcare and safeguarding legislation, and only fit and proper persons who have passed the appropriate DBS checks should have access to the children. This applies to events involving vulnerable adults.

20. Intact reserves the right to refuse or cancel any bookings involving activities, equipment or entertainment which is not permitted in the Centre or is in any way contrary to this agreement, or which is considered to be contrary to Intact’s values. Intact reserves the right to refuse admission to individuals causing a nuisance, or to ask them to leave the premises. 

21. Smoking and vaping are prohibited inside the Centre. The Hirer should ensure that guests leave the premises and use the designated smoking areas at the front of the building. 

22. If preparing, serving or selling food, the Hirer shall observe all relevant food health and hygiene legislation and regulations. Items should not be cooked on the premises. Waste food should be deposited in the bins provided, or the Hirer should bring in waste bags and remove the items from the premises.

23. The Hirer should ensure that any electrical appliances brought to the premises are PAT tested, safe, and in good working order. Highly flammable substances or equipment must not be brought into the premises. Internal decorations should not be erected without the consent of Intact and kept away from light fittings or heaters. 

24. No animals should be brought into the premises unless this has been agreed with Intact. 

25. No alterations or additions may be made to the premises without the approval of Intact, including fixtures, placards or decorations.

26. Intact accepts no responsibility for the loss or damage of any property owned by guests. Unfortunately, no items may be stored in the Centre between sessions, as there is no space available.

27. Any failure of equipment belonging to Intact must be reported as soon as possible. The Hirer should report all accidents involving injury to the public, so that Intact’s Accident Book can be completed. 

28. After the event, the deposit will be refunded provided the following conditions are met: The booking has been paid by the Hirer; The room and Sensory Garden are left as they were found, with items put away in the right place, and the venue left as clean as on arrival; Lights and heating have been switched off, all windows and doors fully closed, and alarm set (if using during weekends or evenings); Large amounts of waste are correctly disposed of, and removed from the premises; No illegal or unethical activities have been carried out on the premises; Property has not been damaged or stolen, including fixtures, fittings or contents (Hirer will incur full costs for any repairs or replacements).

29. Invoices will be emailed to the Hirer. They should be paid within 28 days. They can be paid by BACS, cheque, cash, or through Intact’s till. A late payment charge equivalent to one hour’s hire will be levied on the next invoice where payment is not received during this period.

       Bank details for a deposit, and to make payments are as follows :-
      
       Unity Trust Bank
         Account Number: 
         20525170 
 
         Sort code: 
         60-83-01

30. Complaints or concerns can be sent to the info@intact-preston.org.uk address.
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