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Lockleaze Neighbourhood Trust

The Cameron Centre, Cameron Walk, Lockleaze, Bristol, BS7 9XB

Tel: 0117 9141129
e-mail: info@lockleazent.co.uk 
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The Cameron Centre Booking Form

	Contact Name


	

	Organisation


	

	Address


	


Post Code:

	Telephone 
	

	Email address
	


Please tick which best describes your organisation:

Private hire
 

Statutory/commercial 
    
Community/voluntary/charity
Will you be organising catering for the event (please circle):
 Yes / No 

	Event details

	Date(s)
	Time(s)
	Purpose of hiring
	Which room(s) (see page 3)
	Cost 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total balance to be invoiced
	£

	Bristol City Council order number/order ref number (where applicable)
	

	Would you like to use the Flip Chart (please circle)
   Yes / No


Would you like to use the Projector (please circle)          Yes / No
Approximate Numbers attending:  …………………..……………

	Desired frequency of payment (for regular bookings only) – please circle

Annually / Six monthly / Quarterly / Monthly

	Are there any other details you feel we should know:




I have read and I accept the ‘Terms and Conditions of Premises Hire’ outlined in the rest of this document:
Signed………………….................................………Printed……………………………………………...

On behalf of (organisation):………………………………………………  ………………..Date…………………………..

(Booking confirmation will be issued in the form of an invoice)
THE LOCKLEAZE NEIGHBOURHOOD TRUST

Terms and Conditions of Premises Hire

The Cameron Centre is under overall management of the Trustees of the Lockleaze Neighbourhood Trust (hereafter known as the ‘Trust’).  The Trustees reserve the right to make, amend or withdraw rules regarding the hire of the premises.  The use of these buildings is subject to the following terms and conditions:
1. Applying to use the Premises
(a) Application for the use of the premises shall be made to the Administrator or Centre Manager using the attached booking form.
(b) The right to refuse any application for the use of the premises is reserved to the Executive who shall report their action to the next full meeting of the Trust.

(c) All arrangements for the use of the premises are subject to the Trust reserving the right to cancel bookings (for example when the premises are required for use as a polling station) or are rendered unfit for the intended use.

(d) Members of the Trust shall have priority use of the premises.  That being stated, all arrangements to hire the premises made with outside bodies and individuals shall be honoured by the Trust, except as provided for in (c) above.

(e) The premises should not be sub-let or used for any unlawful purpose.  

2. Your responsibilities as the hirer

You shall, during the period of hiring, be responsible for:
· the supervision of the premises (for more information see point 8, below)
· protection of the fabric and contents
· safety from damage, however slight, or change of any sort.  
· the behaviour of all persons using the premises whatever their capacity
· proper supervision of car parking arrangements so as to avoid obstruction of the highway.
Any damage to the premises or equipment must be reported immediately.  If damage is sustained and/or the premises are left in an untidy state the Trustees reserve the right to hold you responsible for the cost of repair or replacement of any items as well as to invoice you for the staff time taken to clear up.   For more information see points 7 to 15, below.
Emergency contact number: 0754 645 1888 (Dominic Hubbuck, Centre Manager). 
3. Insurance

The Trust insurance does not cover your own contents and property whilst on the premises. Please note that you bring food and drink onto the premises at your own risk. The Trust cannot be held liable for any activity resulting from your food and drink.

4.
Payment of fees

You should pay the balance of fees at least one week before the booking.  The fees should be made payable to Lockleaze Neighbourhood Trust and given to the Administrator or Centre Manager at The Cameron Centre, Cameron Walk, Lockleaze BS7 9XB.  

If you wish to cancel the booking you will incur the following charges:

Cancellation up to 7 days before the event:
50%

In the event of the Trust cancelling the booking all hire fees paid by you, the hirer, shall be refunded.

If you do not pay the full balance of the booking within 28 days of invoice, the Trust retains the right to charge interest at 4% above the bank base rate, at its own discretion.
5.
Hours of opening for premises hire

The Cameron Centre (CC) premises are available for hiring between 9am and 9pm (Monday-Sunday).  These times may be extended on application to the Trust.  The following rates apply:

Private hire – this covers any event not open to the public e.g. children’s parties

	
	Mon-Fri
	Fri eve/weekends

	Hall
	£14.00
	£18.50

	Small meeting room
	£9.50
	£12.50

	Hall + small meeting room
	£20.00
	£25.00


Flat rate for hall only  £90 for 5-7 hours – this only applies to private hires. 
Community events – this covers any event generally open to everyone e.g. classes, training sessions, religious meetings

	
	Mon-Fri
	Fri eve/weekends

	
	Statutory/

Commercial
	Community/

Charity/vol
	Statutory/

Commercial
	Community/

Charity/vol

	Hall
	£19.50
	£9.50
	£24.00
	£12.50

	Small meeting room
	£13.00
	£6.50
	£16.50
	£9.00

	Hall + small meeting room
	£26.00
	£13.00
	£33.00
	£18.00


If you are not sure which charge your event falls under, please contact us to confirm.

6.
Maximum Capacity

On no account shall the maximum capacity (CC main hall 100 people; CC small meeting room 15 people) of the premises be exceeded.
7. Safety requirements

Nothing shall be done on the premises which will endanger the users of the building, and the policies of insurance relating to it and to its contents.  In particular:

(a) Obstructions must not be placed in gangways or exits, nor in front of emergency exits, which must be immediately available for free public exit.

(b) Any emergency lighting supply must be turned on during the whole time the premises are occupied and must illuminate all exit signs and routes.

(c) Fire-fighting apparatus shall be kept in its proper place and only used for its intended purpose.

(d) The Fire Brigade shall be called to any outbreak of fire and details of the occurrence shall be given to the Trust.

(e) Activities involving danger to the public shall not be engaged in.

(f) Highly flammable substances shall not be brought into, or used, in any part of the premises.  No internal decorations of a combustible nature shall be undertaken or erected without the consent of the Trust.  Lockleaze Neighbourhood Trust maintains a strict ‘no smoking’ policy in all its premises.
(g) No unauthorised heating appliances shall be used on the premises.

(h) The First Aid box shall be readily available to all users of the premises.  It is located in the kitchen on the wall and/or on the wall in the crèche.  The Trust shall be informed of any accident or injury occurring on the premises.

(i) All electrical equipment brought into the building shall comply with the Electricity at Work Regulations 1989.  The Trust disclaims all responsibility for all claims and costs, arising out of any such equipment that does not so comply.

(j) You are responsible for all regulations appertaining to the premises stipulated by the Licensing Justices, the Fire Authority, the Local Authority or otherwise.
8. Supervision

The hirer or person in charge of the activity shall not be under 18 years of age and shall be on the premises for the entire period of hire, or duration of activity.  The person in charge shall not be engaged in any duties which prevent him/her from exercising general supervision.

All persons in charge or on duty shall have been informed of the procedure for evacuation of the premises and shall be familiar with the fire-fighting equipment available.

9. Catering and alcohol

If you are providing hot food this should be served in the kitchen or through the hatch into the main hall.  Do not use the tables as they burn and blister when they get excessively hot.

No intoxicating liquors are to be bought, sold or consumed on any part of the premises, without the express permission of the Trust, whose consent must also be obtained prior to seeking any Occasional Licence or Permission for the sale of alcoholic liquor.

10. Recorded Music Licence and other licences
As the hirer, you shall be responsible for obtaining any licences necessary in connection with the booking, other than those already held by the Trust.

It is the responsibility of any independent user group which uses recorded music in its activities, to check if it requires a licence from Phonographic Performances Ltd (PPL) and, if so, to obtain one.

11. Selling goods

If selling goods on the premises you must comply with Fair Trading Laws and any local code of practice issued in connection with such sales.  In particular, you should ensure that the total prices of all goods and services are prominently displayed, as is the organiser’s name and address and that any discounts offered are based only on manufacturer’s recommended retail prices.

12. Loss of Property

The Trust cannot accept responsibility for damage to, or the loss or theft of users’ property and effects.

13. Car Parking

Cars shall not be parked so as to cause an obstruction at the entrance to, or exits from, the premises.  Where parking accommodation is provided and available, this must be used, and in any case users of the premises should avoid undue noise on arrival and departure.

14. Nuisance

(a) Litter shall not be left in or about the premises.

(b) Except in the case of trained guide dogs for the blind or deaf, dogs shall not be permitted on the premises.

(c) Hirers of the premises are responsible for ensuring that the noise level of their function is not such as to interfere with other activities within the building, nor to cause inconvenience for the occupiers of nearby houses and property.

15. Cleaning and Security

All use of Trust premises and facilities is subject to the users or hirers accepting responsibility for returning furniture and equipment (including cutlery and crockery after washing and wiping up) to their original position, and for securing doors and windows of the premises as directed by the caretaker/keyholder giving access to the premises.  All users should also leave the premises and surrounds in a clean and tidy condition (i.e. sweep up and wipe down tables).












For office use only:





Booking Ref No……………………………………
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