Birch Park Community Hub
PARTY HIRE & EVENTS
Managed by Birch Park Community Hub (Registered Charity No. 1201537)
83 Birchover Road. Bilborough. Nottingham NG8 4BW
 07736 589821    Email: info@birchparkch.org                              



TERMS & CONDITIONS OF HIRE
1. The completion or acceptance of this booking form does not constitute a contract. Birch Park Community Hub will endeavour to honour the times/dates of your booking. 

2. The hirer will allow time within their booking time for set-up and clearing away. The hirer will ensure rooms hired are vacated promptly at their “end of hire time”. 

3. Birch Park Community Hub staff or nominated representative may cancel the booking without notice where there has been a serious breach of these terms and conditions.

4. The hirer will inform Birch Park Community Hub if there are any changes to the details contained in the booking form, including if there is a change in the purpose of the original hire.

5. The hirer will comply with health and safety and fire precautions and procedures at all times (See page 2 below)

6. Except in the case of an emergency all persons entering or leaving the Centre must do so via the designated main entrance. The emergency exits must not be used for this purpose. The Hirer must familiarise themselves with regard to the position of the emergency exits and any evacuation procedures. It is the Hirer's responsibility to ensure that all emergency exits in the room hired remain clear and accessible during hire. 


7. The hirer will keep areas hired clean and tidy after use.

8. Birch Park Community Hub is a Nottingham City Council building, therefore smoking is NOT permitted in the building or car park. The use of vapours is not permitted in the building. 


9. The hirer will ensure that they are on the premises during the period of hire or to nominate a deputy whose details have been registered with Birch Park Community Hub.


10. No electrical items are permitted to be used without prior notification to Birch Park Community Hub.

11.  Activities will be risk assessed by the hirer.

12. Birch Park Community Hub has a good rapport with the local community. The hirer will ensure that visitors will limit noise when exiting the building.

13. Birch Park Community Hub hold the right to charge a cleaning fee of £35 where the building is not left clean and tidy. Chairs/tables/equipment used must be returned to storage by the hirer.

14. The premises are not registered for gambling or licenced for the consumption of alcohol. Please inform Birch Park Community Hub of any fundraising activities.


15. Please ensure any chairs/tables or equipment do not scratch the wooden flooring. Arts and crafts activities (Messy activities – Please consult with a member of staff).

16. Gas canisters/compressed gas or combustible liquids may not be stored on the premises. Please consult with a member of staff.

17. Failure to provide sufficient notice of any cancelled sessions will result will result in the hirer being charged.

18. The hours booked will include set-up and clearing away time. In some circumstances we have back-to-back bookings, ( the hirer will be informed beforehand) please ensure your session finishes on time and visitors exit the building. Any overtime will be charged at the prevailing hire times.

19. BPCH will not be held  liable for any accidents or mishaps that occur in the playground area of the park. Any complaints or accidents must be reported to Nottingham City Council Parks and Recreation

20. BPCH will not be held responsible for any damage, lose of property or any other incident when parking their car in the carpark.

21. Helium filled balloons are not permitted into the building.

22. No Alcohol maybe consumed or permitted onto the premises or around the building perimeter.
	
23. No naked flames are permitted within the building.

24.The setting up of a barbeque is not permitted  around the building or within Birchover Park.
	
25. No types of bicycles with Lithium batteries are permitted inside the building.
	
26. The letting off of fireworks is prohibited around the permitter of the centre and within Birchover Park


EMERGENCY ACTION PLAN
Birch Park Community Hub

ASSEMMBLY POINT

· Grounds by main car entrance

ACTION TO BE TAKEN ON DISCOVERING A FIRE

· Sound the alarm at the nearest break-glass call point.
· Leave the building by the nearest FIRE EXIT.
· DO NOT re-enter the building (do not stop to collect any personal items).
· Report to the fire assembly point.
· Only attempt to tackle a fire if your exit is blocked or it is a small fire and safe to do so.
· DO NOT PUT YOURSELF AT RISK.

ACTTION TO BE TAKEN ON HEARING THE FIRE ALARM

· Leave the building at the nearest fire exit
· DO NOT re-enter the building.
· Report to the assembly point.

GROUP HIRERS

· Ensure you have a register of all member’s attending your session
· On hearing the fire alarm, ensure all of your group exit the building using the nearest fire exit.
· Report to the fire assembly point and take a roll call of all persons present.  A staff member will meet you there. Inform the staff member of any missing persons.
· Do not re-enter the building unless given the “ALL CLEAR” by the fire & rescue service or a staff member.

BIRCH PARK COMMUNITY HUB STAFF
· Check the fire panel, dial 999 and call the fire & rescue service
· Do a sweep of the building (If safe to do so). 
· Report to the Assembly Point and ascertain if any individuals are unaccounted for.
· Meet Fire & Rescue service, state the location of the fire and reporting any unaccounted individuals. Show a site plan of the building.


DECLARATION:

By ticking the box on the booking system, You agree to comply with the Terms and Conditions of Hire and the Fire Safety procedures.
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