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CARSTAIRS COMMUNITY CENTRE SCIO
TERMS AND CONDITIONS OF LET

       Agreeing to a hall booking binds you to a number of conditions of let which are necessary to ensure that your activity is carried out safely and responsibly.  Your cooperation in this is essential.  Please read the following conditions carefully.  Failure to comply with conditions of hire may result in surcharges, forfeit of bond or cancellation of further lets.

1. Booking:  The centre should be used for the purpose stated and no other purpose.  The lessee may not sublet the hall to another body without permission.  When making a booking please ensure that sufficient time is allowed to set up before and clear up after the let.  An additional charge applies if set-up and clear-up is required.  Exceeding the time stated on the booking form will result in a surcharge being levied.
2. Cancellation:  In the event of a hirer having to cancel their booking, charges may still apply – see separate Booking/Payment Conditions. The Board reserves the right to cancel lets at short notice without compensation, for reasons of election, major event, safety, repairs, essential maintenance or civil emergency.
3. Supervision:  The lessee should be 21 years or over and be responsible on behalf of their organisation, for the centre, its contents and those attending during the let.  The lessee must ensure adequate stewarding and adherence to all safety requirements.  In particular the lessee must follow instructions relating to fire exits, fire procedures and alarms, location of fire-fighting equipment, first aid kits.  Before the let takes place, the lessee must ensure that he/she is fully aware of the safety features of the hall, including information displayed on notices posted therein.  All accidents or dangerous occurrences must be reported to the Board.  Special conditions apply to discos, dances, concerts and other events to which the public is admitted.   
4. Loss injury or damage:  The lessee is responsible for any damage to the community centre or its contents arising from their let, or for theft or loss of any contents.  The lessee will pay for the replacement or repair.  Some lets may require a refundable deposit paid in advance as a guarantee against loss or damage.  The Board will be responsible neither for property brought into or stored in the hall by the lessee nor injury to any person attending a let.
5. Insurance:  The lessee is advised to take out insurance cover for loss, theft or damage to property belonging to both users of the centre and the Board.  When the event is open to the public, the lessee is advised to have public liability cover and the let is accepted on the basis that this has been done. If bouncy castles are hired in, additional information is required to ensure the supplying company has the correct insurance.
6. Cleaning:  In order to provide a service in a realistic and cost effective manner, lessees are expected to leave the building in a reasonable state of cleanliness.  Centre floors and tables should be left clean and tidy after events. It is expected that the centre to be left as it was found at the beginning of the hire period.  Failure to comply with this condition will result in a surcharge being levied, a monetary deposit required on future bookings or future centre bookings refused.
7. Storage:  Storage space in the centre is limited and lessees must recognize that the Board is not obliged to provide this facility.  The lessee must ensure that equipment is stored safely and tidily so that it does not present a hazard to others.  The Board reserves the right to remove badly stored, disused or hazardous equipment from the centre.  The lessee should not store large items of equipment without seeking permission from the Board. Once the booking is concluded, the lessee has 28 days to remove all belongings from the centre. After this time, the centre reserve the right to remove and discard all items as they see fit.
8. Preparation:  For all events the lessee is responsible for the setting out and putting away of tables, chairs and other equipment.  The Board can arrange these tasks for some social events at a charge.
9. House Rules:  The lessee must ensure that the following centre rules are followed during the let:  No alcohol to be consumed (unless permission has been granted), no defacing of walls, no vulgar, obscene, improper or disorderly behaviour.  All safety signs including “No Smoking” signs must be strictly obeyed and no items of large equipment are to be used or installed without the permission of the Board.  Do not use any powders, chemicals or others on centre floors.  No Glitter or confetti to be used. Any additional cleaning may incur charges as a result. Stage lights, curtains and other equipment can only be used under instruction by a member of the Board or by an approved competent person following guidance as may be issued by the Board from time to time.  All electrical equipment brought into the centre should be in good condition and should have been tested in accordance with statutory electrical regulations currently in force.  Nails or screws must not be driven into any part of the centre structure or furnishings.  Further rules are contained within the Management Rules which are on display in the centre.
10. No Smoking, No Vaping: The Board has a no-smoking and no vaping policy which applies at all times.
11. Use of kitchens:  For safety reasons, no children under the age of five can be admitted to centre kitchens.  All other children must be accompanied by an adult.  Perishable food items should not be stored anywhere in the centre unless refrigeration equipment is available.  If used, kitchens must be left in a clean and tidy condition by the end of the booking session.
12. PRS Fee (Performing Rights Society):  The hirer is responsible for ensuring they have a PRS licence if required or for ensuring that any professional entertainment company, on site during their hire, have the correct PRS licence in place. 
13. Raised platforms:  Any planned use of raised structures such as catwalks, stage extensions, ramps and platforms must be agreed prior to their use by the Board.  In certain circumstances it is a legal requirement to obtain a licence from South Lanarkshire Council’s Building Control Service.  Further details can be obtained from the Board.
14. Safety/maximum attendance:  The maximum attendance for the type of function taking place in any part of the hall must not be exceeded.  Layout of tables and chairs must conform to current fire safety precautions.  Fire exits or corridors should never be obstructed.  In the event of an emergency the instructions of the emergency services and the centre’s fire precaution policy should be followed. 
15. Payments:  All social lets should be paid in advance. The Board reserves the right to require lessees to pay a non-refundable deposit or for the entire cost to be met in advance.  Accounts must be paid within 14 days of issue.  Failure to pay within the required timescale will result in the cancellation of lets and possible future legal action. See separate booking/payment conditions.
16. Vetting/accreditation:  The Board reserves the right to make bookings for children’s or vulnerable adult’s activities subject to a vetting/accreditation procedure.


BOOKING AND PAYMENT CONDITIONS

1. GENERAL
1.1. These conditions should be read in conjunction with CCCMG’s Terms and Conditions of Let 
1.2. All hirers must be 21 years of age or over.	
1.3. The hirer may not sub-let the accommodation to a third party.
1.4. The hirer is responsible for any loss or damage that arises from the let. 
1.5. CCMG reserves the right to grant or refuse any application for room hire.

2. BOOKING/PAYMENT
2.1. At least five working days’ notice should be given when making a booking.
2.2. Bookings will be only be confirmed once the full fee has been received by CCMG. 
2.3. For social events CCMG reserves the right to require a cash bond to be lodged with CCMG in advance of the date of let.  This bond is refundable in part or in full after the event once confirmation has been received regarding compliance with conditions of let in relation to the event. 
2.4. The balance of payments for social events must be made at least 14 days before the date of the event.
2.5. One off commercial lets must be paid in full at the time of booking. 

3. CANCELLATION
3.1. If the hirer wishes to cancel a booking they should do so via the booking platform or by e-mail.
3.2. All deposits taken for room hire are non-refundable in the event of cancellation.
3.3. The following charges apply in the event of cancellation:
30-60 days’ notice	50% of the outstanding balance
14-29 days’ notice	75% of the outstanding balance
Less than 14 days’ notice	100% of the outstanding balance
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Community Centre

"Your Hall, For our growing community"




