General Information for Hirers
Badbury Park Community Hub
Thank you for choosing to book Badbury Park Community Hub.
The Community Centre is run for the benefit of the local community, please use it responsibly and safely. The following rules are to ensure that everyone can continue to enjoy its facilities for years to come:
General:
· You are responsible for the Health and Safety, supervision and insurance of all participants and of the centre during your booking. You must be available to allow your guests access and exit from the venue during the allocated Booked period.
· Any children at your booking must be supervised by a competent adult at all times.
· You must not exceed the capacity of the room you have booked.
· Read signs and signage and obey them please. They apply to you and your guests.
· It is the hirer’s responsibility to set up/down all of the equipment (including any hired equipment) and to ensure that the centre is left in a clean and tidy state at the end of their booking. All windows and doors should be closed at the end of a booking, and all heating and lights turned off including in the Toilets – and that there is nobody left in any of the rooms including the toilets.
· You have access to the building and the carpark only in the time you have booked. Please make sure you have booked enough time to allow you to set up and clear away. Entry codes will be forwarded separately if you have booked outside of normal working hours.
· It is your responsibility to make sure you have the correct licences, qualifications and legal checks for the activity you are doing where necessary (e.g. public liability insurance, alcohol licence, DBS checks and PRS license for playing music). We will need to have copies of all documents before your booking starts.
· A broom, dustpan and brush and mop and bucket can be found in the kitchen in the Community Hub. Please ensure all surfaces are wiped down (including tabletops, worktops and chairs etc), you will need to bring your own cloths and tea towels.
· The hirer should ensure that they bring their own bin bags and that all general rubbish is removed from the premises at the end of the booking. Please empty drinks containers of their contents before putting them in the bins or black bin liners.
· Please take used nappies home with you.
· If we need to complete extra cleaning or there is any damage, an additional charge will apply.
· When decorating the walls, doors & beams please only use branded blue or white tack as this is non marking. Cheap alternatives leave marks.
· Keep all Fire Exits closed and free from obstruction during your booking and only used in an emergency for the correct purpose. For your own safety, do not use or allow your guests to use, any emergency access points for entry or exit to the rooms. Use the official entry doors only.
· The Fire assembly point is on the pavement at the front of the building. Please familiarise yourself with this and the emergency evacuation procedure for the building. In the event of an evacuation, the hirer is responsible for the safe evacuation of the building.
· You are responsible for ensuring that any electrical equipment you bring onto the premises is safe and has a valid Portable Appliance Test certificate. 
· Deep Fat Fryers and Barbeques are Not permitted.
· There is no smoking either in the Community Hub or anywhere within the Grounds of the site.
· Toilets are located in the Community Hub. 
· All music must be turned off no later than 9pm on all days. Charges will apply if not adhered to.
· Please DO NOT stand on the chairs or stand/ sit on the tables – they are not strong enough to be used in this way.
· Please respect our neighbours and keep any outside noise to a minimum
· Alcohol is permitted within the centre if it is not being sold.
Kitchen: 
· You can use the Kitchen in the Community Centre at no extra cost. 
· The kitchen in the Community Centre comes with the following accessories: 
1. Oven – instructions can be found on the wall next to the oven.                           
2. Fridge (no freezer on site)             
3. Mugs and a plumbed in hot water urn are available for teas and coffees – please provide your own milk, tea bags, coffee and sugar. 
4. Cutlery and plates.
       •     Please be aware that the kitchen is a shared space with other users of the Centre. 
Parking: 
· There are a few parking spaces on site, which are shared with all users, therefore depending on activities, parking cannot be guaranteed. 
· Spaces are available on a first come first served basis. 
· Please park responsibly and leave plenty of room for emergency vehicles access.
· Please do not park in disabled parking bays unless you are a disabled badge holder and can display the permit on your dashboard. 
· For more information on local parking please see the below links: 
https://www.swindon.gov.uk/directory/16/car-parks

This is only a summary of the key information for Hirers documents. The full document was sent to you at the time of confirming your booking. Please read before your booking commences.
It is the hirer’s responsibility to ensure that attendees are aware of all the above points
