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Terms and Conditions of Booking

The Elsie Normington Foundation will not be liable for any damage to, or loss of, property brought to, or left in, the premises.

1. General Responsibilities
The Booker is responsible for:
· The proper conduct of their let.
· Any injury to any person arising from their let, or during the course of their let.
· Any damage caused to the premises, furnishings, fittings or anything else in the Haven Centre occurring as a result of their activities.
· Reporting any damages found prior to their let to ENF.
· Appointing a “Responsible Person” in respect of the let.
· Using the premises solely for the purposes stated in the let.
· Leaving the premise in a clean, neat and tidy condition.
· Keeping the main door closed and secure once your group has arrived.
· Paying the booking fee and any costs of damages to the Haven Centre.

2. Cancellation Policy
Should the hirer wish to cancel a booking, the Elsie Normington Foundation reserves the right to apply a cancellation fee. A £15 fee will be applied if less than 7 days’ notice is given. If less than 24 hours’ notice is given, the full charge will be applied. 

3. Child/Vulnerable Adult Protection Policy
If your booking includes children or vulnerable adults, you must have a Child Protection/Vulnerable Adults policy in place based on the guidelines issued by The Highland Council.  You must also have a designated Child Protection Officer appointed for your group.

4. Insurance
ENF strongly recommends that you have Public Liability Insurance in place for your group to cover potential personal injury and property damage to third parties.
The recommended level of cover is £5million.  If you do not hold insurance, it is at your own risk.










5. Fire Precautions
You should make sure that you know what the Haven Centre arrangements are for fire safety.  
You must make a list of all those attending your session so that all can be accounted for if there is a fire evacuation during your session.
Do not block fire exits or corridors and make sure that all users have a straight line of access to the fire exits.  Do not lock any of the doors leading to the escapes.
Do not move any of the fire extinguishers or blankets provided in the Haven Centre.

6. Risk Assessments
You should have a risk assessment in place for your planned activities.  Please send this to ENF the week before your session.

7. Food Hygiene and Control of Infection
If you are providing or making food, you must follow the practices and procedures contained in The System of Food Safety Assurance.
If you need advice on this, contact the Environmental Health Office (01463 703968) or visit the website www.food.gov.uk.

8. Cleaning
Before you leave the Haven Centre, please make sure that all rooms are left in the condition in which you received them.
Remove all rubbish and return all items and equipment to the original locations.
ENF will clean the Haven Centre after use, but if extraordinary cleaning is required, the booker will be charged the additional cost.
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