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                  West Green Learning Centre @ Park View Academy Hire Form


    Total 

  Office Use only:-


       
       Deposit Received
Balance outstanding                                                                                  
Security  deposit  paid (returned (
Comments:-
STANDARD CONDITIONS OF HIRE 

AT THE WEST GREEN LEARNING CENTRE @ PARK VIEW ACADEMY

Subject to the acceptance, observance and performance of these conditions, the WEST GREEN LEARNING CENTRE hereby licences and authorises the Hirer (his agents and all persons duly authorised by them) to enter upon and use such parts of the WEST GREEN LEARNING CENTRE as are described in the Application for Hire Facilities Form for the purposes mentioned and for the period specified therein.

1. ENTRY/ACCESS TO PREMISES

The Hirer shall use only those means of access and egress to the premises as are, or may be, designated on the date of hire.  The management and security staff at the WEST GREEN LEARNING CENTRE shall be responsible for providing entry to the premises.  Keys to the premises shall not be provided.

2. APPLICATION FOR HIRE

Applications shall not be accepted from persons acting on behalf of third parties unless declared at the time of the application.  The Hirer shall not use the premises for any purpose other than that described on the application form and shall not sub-hire or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or bring on to the premises anything which may endanger the same or any insurance policies in respect thereof.  The WEST GREEN LEARNING CENTRE reserves the right to refuse any application for hire if it is of the opinion that either the hirer or the purpose of hire is unsuitable. 

3. DAMAGE TO, OR LOSS OF PROPERTY

The WEST GREEN LEARNING CENTRE shall not accept any responsibility or liability in respect of any loss, theft or damage of any goods or property of the Hirer or any other person left, deposited or brought on the premises.

4. INSTRUCTIONS

The Hirer shall comply with all reasonable instructions of the Management of the WEST GREEN LEARNING CENTRE relating to the use of the premises and conduct therein including any instructions which may from time to time be published by notice on the premises or otherwise.  It shall be the duty of the Hirer to ensure that himself/herself/themselves, his agents, and all persons duly authorised by him sign in the reception of the West Green Learning Centre on entry and sign out on exit. 

5. DAMAGE TO WEST GREEN LEARNING CENTRE PROPERTY

The Hirer shall pay to the WEST GREEN LEARNING CENTRE on demand an amount for any damage (fair wear and tear excepted) done or occasioned to the premises or to any property thereon by the Hirer, their agents, or by any persons under their care and control or supervision.

6. VACATION OF THE PREMISES

At the end of the period of hire the Hirer shall forthwith vacate the premises and remove all of their property.  The Hirer shall leave the premises and surrounds in a clean and tidy condition, properly locked and secured unless directed otherwise, switching off all lights and leaving the premises via the main exit only (except in the case of fire where the fire exit should be used.  It shall be the responsibility of the Hirer to familiarise himself/herself/themselves with the fire exits and evacuation procedures. 

7. INDEMINITY
7.1. The Hirer shall indemnify and keep indemnified the WEST GREEN LEARNING CENTRE from and against all claims, demands, action or proceedings in respect of any loss, damage, death or injury caused to any person or persons or bodies corporate arising from the hire of the premises, otherwise than as a result of the negligence of the WEST GREEN LEARNING CENTRE or its agents.  

7.2. The Hirer shall indemnify and keep indemnified the WEST GREEN LEARNING CENTRE from and against all claims, demands, actions or proceedings in respect of any infringement of copyright material at or upon the premises.  It shall be the responsibility of the Hirer to obtain at their own expense any licences or permits or other permissions required for the use and/or performance of such copyright material.

CANCELLATION

8.1 The WEST GREEN LEARNING CENTRE reserves the right to cancel any booking or to vary the details of the booking where circumstances so warrant.   All monies paid in respect of a booking cancelled under this condition shall be refunded to the Hirer but the WEST GREEN LEARNING CENTRE shall not be liable for any other expenditure incurred or loss sustained directly or indirectly by the Hirer as a result of such cancellation or variation.

8.2 In the event of a cancellation by the Hirer the WEST GREEN LEARNING CENTRE shall be entitled to retain or be paid as a cancellation fee such monies as have been paid or are due to be paid as follows.  If a cancellation is received more than two weeks prior to the booking, no cancellation fee will be charged.  If a cancellation is received between two weeks and one week of the booking, 50% of the booking fee will be charged.  

9. TERMINATION

In the event of the Hirer failing to observe and perform any of the conditions herein, the WEST GREEN LEARNING CENTRE   may, after giving notice to the Hirer of breaches of any conditions and without prejudice to any right of action which it may have against the Hirer, forthwith terminate this agreement and in this event payments made and any payments due to be made shall be paid and the Hirer shall have no claim against the WEST GREEN LEARNING CENTRE for any damage or loss sustained in consequence of such termination.  

10. VOLUNTARY & CHARITABLE STATUS

Where the hirer of the West Green Learning Centre is a voluntary or charitable organisation the centre will require evidence to be provided upon confirmation of any bookings.

11. HEALTH & SAFETY 

The WEST GREEN LEARNING CENTRE accepts responsibility to provide a safe and healthy environment for all its users and visitors. Our Policy is to ensure that all efforts are made to safeguard our clients, visitors and persons using the Centre. It is our policy to comply to the best of our ability with both the intent and the details of the Health and Safety at Work Act 1974 and its associated regulations.

12. INVOICING AND PAYMENT METHODS

12.1 Completed hire forms should be returned together with a deposit of at least 50% of the total hire fee.  An invoice for the remainder will be sent  
12.2 Cheques are to be made payable to  “West Green Community  Learning Centre”, details can be found on your invoice.

I/We wish to apply to hire the Auditorium /Conference/Class Room at the West Green Learning Centre as detailed below:





Booking Reference Number        �
WGLC�
Contact Name�
�
�
Purpose of Hire                                                                   �
�
Date Booked�
�
�



Address


�
Telephone No�
�
�
�
Fax No�
�
�
�
e-mail�
�
�



Date of Hire                                                                      �
�
Any other requirements�
�
Start Time�
�
�
�
End Time                                                                         �
�
�
�
Approx no of delegates �
�
�
�
The centre does not provide refreshments; please arrange your own catering. �
�






Auditorium -  153 seats�
£60.00 per hour�
�
�
�
Auditorium + Projector, PC�
£70.00 per hour�
�
�
�
First Floor Foyer Area�
£45.00 per hour�
�
�
�
Reception Area/Foyer Area  �
£25.00 per hour �
�
�
�
Classroom  (LF04,LF05,LF06)�
£25.00 per hour�
   �
�
�
Training Room (ICT) 25 computers�
£40.00 per hour�
�
�
�
Training Room (ICT) 15 computers �
£35.00 per hour �
�
�
�
Charitable & Voluntary Organisations  minus 15% discount �
Sub - Total�
�
�
�
Number of Flipcharts / display boards�
   at £5.00 each =�
�
�
�
DVD/VHS/TV/Interactive Whiteboard�
   at £10.00 each = �
�
�
�
Computerised Projector – (Cinema Screen)�
£60.00 per day�
�
   �
�
Overhead Projector�
£20.00 per day�
�
     �
�
IT Technician�
£30.00 per hour�
�
�
�
Porterage Charge (room Layout)�
£25.00 per hour �
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�









You will be sent an invoice via West Green Learning Centre after the event has taken place.





Final settlement of accounts must be made within 30 days of all completed bookings, late payments will incur a 10% charge on the total bill. 





 I/We agree to be bound by the attached Standard Conditions of Hire.


Signed on behalf of the applicant/hirer





Signature ……………………………   Print Name………………………….….   Date……………….                  �
�
































































































