
 
 
Booking Terms and Conditions 
Please note that the Westbury Community Project operates a NO SMOKING/VAPING and NO NAKED FLAME policy. 
The individual or organisation named on the Booking Form ("you"/"the hirer") shall be responsible for ensuring that these conditions are met in ALL respects. If you are not present at the event, you must ensure that a named representative reads and understands these Terms and Conditions. 
Payment of Fees 
One-Off Bookings - all hire charges need to be paid in full at the time of booking to ensure the space is held for your use by BACS, cheque or cash. An invoice with details of how to pay is attached to the booking form. 
For regular bookings we require that this is either at time of booking or paid at the end of each calendar month and will invoice you accordingly. 
Cancellations 
Regular Sessions – we operate a 48-hour cancellation policy. That is, if we are notified within 48 hours fees will be repaid. Within 48 hours 50% of fees will be retained. To cancel a session please contact
Keys 
You will be met at the “project” on your first visit and inducted. For regular bookings a key may be allocated.
Damages 
You will be held personally responsible for any damage caused to the premises and the costs for any such repairs will be charged in full to the hirer in question. 
Your Booking 
All hirers must not arrive before their booked time, they must leave by the end of the booked period and only use the room that has been allocated. 
The Project closes at 22.30, as we are in a residential area. Tidying and cleaning up is to be completed by this time.  
Permitted Use 
You are responsible for your users during your period of hire and must take proper and reasonable steps to ensure that:  
· only those invited to attend gain access to the premises and its facilities and that there is no intrusion or hindrance to any other WCP user;  
· all users leave WCP following the event; 
· all users leave the premises in the same condition as they were found;  
· all users take reasonable steps to limit noise when arriving and departing from WCP so as not to cause nuisance or inconvenience to residents in neighbouring properties and other users of the centre; 
· You have read and understood our Safeguarding policy and taken any action necessary to ensure that you are compliant with its contents. 
PLEASE DO NOT AT ANY TIME PUT THE DOOR ON THE LATCH at any time. This poses a breach of our insurance and a safety/security hazard to the building and other centre users.  All members of your group or organisation must be greeted at the door to reduce any risk to the other WCP users.  
Safeguarding  
WCP takes safeguarding seriously, please review our separate safeguarding policy 
Any new hirer of children’s or vulnerable adult’s activities must supply us with a copy of an up to date safeguarding policy. This will be kept on file and issued upon request to anyone who asks for it.  
Documentation 
WCP requires to see proof of DBS check and relevant qualifications where relevant before a booking can be accepted. Also evidence of your public liability insurance.
Lone Working 
All users must be aware of their responsibilities when working one-to-one at WCP and the need to protect themselves and their users, at all times. We would specifically remind all users that there may be times when they have sole use of the building, they must ensure a policy that reflects this is in place and a copy given to ETNA to keep on file.  
Housekeeping 
Cleaning/Refuse 
Unless you have booked our own cleaning services via our booking form please ensure that the premises are left clean and tidy. Please ensure you adhere to recycling and limit the amount of single-use plastic.  
 
It is the responsibility of you as the hirer to ensure the kitchen is left clean and tidy and all crockery/cutlery is washed and put away. 
 
Alcohol 
The premises are not licensed for the sale of alcohol, but event licences can be obtained. You are responsible for making sure that any event licences for the sale of alcohol are obtained and that proof of such licence is provided to WCP at least 7 days prior to the event taking place. There is no restriction on serving alcohol responsibly at a private function. 
Wi-Fi 
Free Wi-Fi is available at WCP discretion. WCP does not accept any liability for illegal downloads or misuse. 
Parking 
Parking is available at the front of the WCP, please note this is on a first come first served basis.  If required surplus parking is available on the field, but this needs to be notified at the booking stage.
Music  
You will need to organise a copyright licence for the use of music at private bookings.   
You must also ensure that noise levels during an event are kept within accepted levels as set out by the Environmental Health Authority.  
Fire Regulations 
The Fire Assembly Point is on the pavement in front of the Infant school. 
Each room has a fire evacuation plan, please ensure your groups/clients are aware of the exit routes. 
All users must ensure that the fire apparatus on the premises is not interfered with in any way.  
You must ensure that NO emergency exits are LOCKED, OBSTRUCTED, OR LEFT OPEN.  
You must ensure that all persons using the premises are fully aware of the FIRE PROCEDURES and FIRE EXITS  
 NO NAKED FLAMES – candles, incense etc. 
First aid box location - Ground Floor foyer area
[bookmark: _GoBack]Accident book - Ground Floor Kitchen foyer area
Please remove any rubbish from the Centre that will not fit in the waste bins to prevent hazards. 

Privacy Policy 
WCP takes your privacy seriously and are committed to protecting your personal information. 
 
We will not share your contact details with any other organisation unless we have your permission, or under special circumstances, such as when we believe the law requires it. If you are advertising a group or activity through our website, then you have given us permission to share your details.  
 
Please see our separate Data Protection Policy for further details: 
 
Review of this Policy 
We keep this Policy under regular review. It will be officially updated every three years. This Policy was last updated in June 2020. 
 
Westbury Community Project:  
WILL NOT be responsible for any loss or damage to any personal property of the hirer or users of the premises.  
RESERVES THE RIGHT to refuse or cancel a booking without giving a reason, but especially where they consider that the use may cause damage or nuisance to others, or that there may be an activity incongruous with our primary function of Community Development.  
RESERVES THE RIGHT to cancel a confirmed booking in exceptional circumstances.  Should these arise, as much notice as possible will be given, it is WCP’s liability to return the booking fee.  
BY ACCEPTING TO THESE TERMS, YOU HAVE AGREED THAT YOU HAVE READ AND UNDERSTOOD OUR TERMS AND CONDITIONS, DATA PROTECTION AND SAFEGUARDING POLICIES. 
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