[bookmark: _Hlk534823699]TERMS AND CONDITIONS OF HIRE. 
By signing your hire agreement, you agree to adhere to the conditions stated in this document. 
Your hire agreement must be read, signed and returned no later than 28 days prior to your hire date. 

Payment - a link to an online invoice has been sent to you separately. Payment of your booking deposit (minimum £30 or 50% total hire cost, whichever is greater) is due within 10 days of the date on your invoice. If you do not make a payment within 10 days of the date on your hire agreement, and have not contacted us, we may cancel your booking without notice.
Setting up a direct debit will not automatically pay your booking deposit. This must be done manually. 
We accept BACS/Electronic Banking or PayPal. Remember to include your booking reference number with any payment made. 
Payment of the full amount can be made at any time. The balance of hire must not be later than 28 days prior to your hire date. 
Paying by PayPal - if you are paying the full hire amount then please use the PayPal link on the invoice. If you are only paying part of the invoice, please ensure that billing@jpca.org.uk is used as the payment address. 

Security Deposit - a security deposit is payable for this hiring. The value will be on your invoice. 
Your security deposit is refundable within 28 days after the hire providing that terms and conditions of hire have been adhered to. 
Your security deposit (or part of) will be retained in the event that damage is caused to premises, overrunning of hire, premises not left clean and tidy, incivility to volunteers, etc. You will be advised in writing if this happens and be advised of our appeals/complaints procedure. 
A 'schedule of costs' is included with your hire agreement and provides an indication of charges that may be levied. 
Your security deposit is payable no less than 28 days prior to your hire date and can be made by BACS/Electronic Banking payment or PayPal. 

Cancellation Policy – should you need to cancel your booking the following policy will apply ; 
a.       If more than 28 days’ notice is given, and the Association is able to conclude a replacement booking, the hirer will be entitled to a refund of 100% of all monies paid.
b.      If more than 28 days’ notice is given, but the Association is unable to conclude a replacement booking, the hirer will forfeit their booking deposit they have already paid AND are liable to pay the balance of 50% of the total hire charge (not including security deposit). Any additional monies paid will be refunded. 
c.       If less than 28 days’ notice is given, regardless of whether or not a replacement booking is arranged, the hirer will forfeit the booking deposit they have already paid AND are liable to pay the balance of the total hire charge (not including security deposit).
In all the above circumstances the question of the payment or the repayment of the fee shall be at the discretion of the Association.

Waste / refuse policy - hirers are responsible for removing all their own rubbish from the Community Centre at the conclusion of their hire period. Rubbish bins must be emptied and bags removed from the building. Any bags left at the Centre for disposal by volunteers and/or Community Association will be charged at £5 per bag – this will be deducted from the security deposit. Rubbish bags may only be left with the permission of a representative of the Community Association. 

Cleaning after event - at the end of your hire period you must leave the Community Centre in a condition that is suitable for rehire otherwise risk losing your security deposit (or part thereof). If anything is spilt on the floor in the Main Hall then it must be cleaned up immediately. Shared use areas (toilets/kitchen/entrance hall) must also be checked. 
No confetti and blu-tac/sellotape on the walls. We must be notified of any damages. 

Entertainment - You must provide your entertainers public liability insurance and portable appliance (PAT) test documents at least 14 days prior to your event. If we do not receive these documents 14 days prior, we cannot allow your hire to go ahead.
The local authority requires us to ensure that all electrical equipment used in the building to have been portable appliance (PAT) tested. For more information on testing please visit www.hse.gov.uk/electricity/faq-portable-appliance-testing.htm. 
Any music or entertainment must stop by 10:00pm. If music is played, the rear doors and all windows must stay closed from 9pm. We cannot allow smoke machines. 
As the named hirer, you are responsible for your guests. Guests must be considerate to local residents when outside of the building. 
Your entertainment must be clear of the premises by the end of your hire time.

Selling/Consuming Alcohol - Hirers must declare if alcohol will be consumed during their hire. If selling alcohol, hirers must write a letter seeking permission from the Jennett’s Park Management Committee to host a licensed event. Once the Committee has given permission then a TENS can be applied for. A copy needs to be provided to the Management Committee at least 28 days in advance of the event. 

Facilities – Chairs, tables and shared access to the kitchen are included in the hire price. You will need to bring your own bin bags. Please be aware, we do not provide tea towels. 

Equipment Hire – We have various items available for hire, at an additional cost, and subject to availability. They must be requested at the time of booking so the items can be added to the invoice. If a hirer damages the hire equipment, they will be invoiced the value of the replacement. 
· Set of disco lights 
· Speaker
· Popcorn Machine 
· Slushie Machine 

CCTV – the building and immediate outside area are covered by CCTV. This can be viewed in real time and remotely as necessary.

Smoking – smoking (including ecigs and vaping) is not permitted in the building or in the immediate vicinity of doors and windows. All cigarette butts must be disposed of appropriately. 

Fire Exits – the fire exits must be clear from obstruction throughout your hire. Fire exits are alarmed and must not be opened unless in the event of a fire. 
 
What happens next? We ask hirers to attend a meeting 15 minutes prior to their hire commencing. Please be aware this is not additional set up time. Only the hirer will be allowed to enter the building at this time. No one else (including entertainment) will be permitted to enter the building earlier than the times stated on your hire agreement. 
During your meeting, our volunteer will complete a hirers check list with you which covers actions in the event of a fire and reiterates our conditions of hire. It is a requirement of our lease to ensure all hirers have been through this process. 
At the end of your hire time a volunteer will meet you to lock up the premises. Please ensure all cleaning is complete and any entertainment you have hired have left the building by the end of your hire time. 

Failure to comply with these Terms and Conditions will result in the security deposit being withheld. 
If you have any further enquiries, please do not hesitate to contact us. Email is our preferred method of communication, bookings@jpca.org.uk 
Bookings Coordinator - Jennett’s Park Community Association (JPCA) 
