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APPLICATION/CONTRACT FOR FACILITY HIRE

Before signing please read this document carefully, taking special note of item ‘K’ on page 3. 
Application to hire the facility can only be confirmed after completion of this form, and signed by you and us. 
Provisional booking may be made by telephone; however no agreement shall exist until: 

(i) A fully executed application form and deposit have been received

(ii) Confirmation of the booking and a receipt for the deposit has been issued

(iii) Full payment is received at least ONE WEEK before the date booked.
Applications by persons under the age of 21 shall not be accepted.

The Hirer will not be permitted to use the facility for any purposes other than those described on the application form and shall not sub-hire or allow the facility to be used for any unlawful purpose nor do anything or allow onto the premises anything or item that may endanger the same.

The Hirer will not be allowed to use any other rooms or spaces in the building to conduct their event unless this was requested and paid for at the time of booking.

The Management reserves the right to refuse any application for hire if it is the opinion of the Trustees/ Company Secretary that either the Hirer or the purpose of the hire is unsuitable.  

HEALTH & SAFETY

(1)
In the interest of health & safety the Hirer shall not be permitted to trespass in parts of the building not engaged by the Hirer, nor congregate on the front lobby area or in the area immediately outside the front of the building.  

(2)
It is the responsibility of the Hirer to familiarize him/herself with the premises including the location of all entrances and exits to and from the premises including all fire and emergency exits and the location of any fire fighting equipment.  The Hirer shall ensure that all entrances and exits are free of obstruction and can be safely used and that there are no obvious fire hazards on the premises.

(3)
It is the responsibility of the Hirer to ensure that admission is restricted to their guests/invitees only. 

(4)
The Hirer shall not permit onto the premises any articles or substances of an inflammable, explosive, dangerous, noxious or offensive nature. 

(5)
No heating or lighting appliances shall be permitted onto the premises without authorisation or written consent. 
(6)
The Hirer shall: unless otherwise advised by management; provide in addition to themselves a minimum of one competent attendant on duty at the entrance to the facility to assist people entering and leaving.  All persons on such duty must be over eighteen years of age, and should be instructed of the essential duties and responsibilities in the event of an emergency, including attention to disabled persons, the location and use of the fire fighting equipment available, the evacuation procedures and how to contact the emergency services. 

A. This application form should be fully completed and returned to the Administration office promptly. An invoice will be issued to the Hirer together with a copy of this contract as confirmation.

B. The period of hire commences at the time requested by the Hirer to prepare the facility for the purpose of the activity or event and to finish when the Hirer vacates the building.  All tidying, cleaning and clearing away at the facility must be completed before the Hirer vacates the building and must be carried out during the period of hire.  The Hirer shall agree to keep and leave the premises in a clean and tidy condition and to vacate the facility at the end of the period of hire.  

C. Failure by the Hirer to comply with the terms of hire may result in the hire being liable to incur additional expenses as a consequence.

D.
There will be a charge for hiring the following rooms: Gallery & Dance Studio; Meeting Room; Kitchen; Bar and Serving Area; and a deposit is held against any damages, losses, or failure to tidy up, clean and clear away.  Extra hours not included in the charge.

E.
The current *rates are:-

(i)
Refundable deposit:  Gallery & Dance Studio £100.00
(ii)
Hire charge per hour: Gallery & Dance Studio £50.00
(iii)    
Hire charge per hour: Meeting Room £25.00
(iv)
Hire charge flat rate: Kitchen Bar and Serving Area £55.00
F.
The deposit must be paid to Hibiscus Caribbean Elderly Association.  The deposit will be refunded after 3 work days following your event, however if there are any disputes regarding the condition of the facility i.e. if it has been left in an unsuitable dirty condition, which renders it unsuitable for a further rental etc, then your deposit will be withheld.  You can tell us how you wish to have your deposit returned to you, at the time of hiring.
G.
Payments can be made:

 


Electronically: Sort Code: 60:08:28 Account Number 19936974 
By cheque:  Please make cheque payable to Hibiscus Caribbean Elderly Association
By cash: at the facility.
H.
The hire charge and all other charges must be paid no later than twenty eight days before the date of letting.  Your booking is not confirmed and automatically cancelled if you do not meet this requirement.

I.
An admin fee of 20% of the hire charge will be deducted for all cancellations.

Any cancellation must be made in writing and should reach us at least seven days before date of hire.  Failure to do so will lead to forfeiture of deposit/hire charge paid.

J.
All terms and conditions specified in the appendices form part of this Hire Contract.

K.
THE FINISHING TIME OF EVERY HIRE AGREEMENT IS COMPULSORY AND NOT NEGOTIABLE BY ANY CIRCUMSTANCES.
L.
The Management reserves the right to end any function that is in breach of the stated contract.
DETAILS OF APPLICANT:

1.
Name of Applicant: Mr./Mrs./Miss/Ms............………………...……………….......................…….........

2. Name of Group or Organisation  ........................................................………..................……..........

3.
Address of Hirer or Chair of Organisation (This person must be present throughout the letting).


......................................................................................................…..……………………….…………


Email: ……………………………………………  Telephone No: ............................…………………..


( Please tick if you would like to be informed of events by email.

4. Ethnic origin: Please state…………………………………………………………
5.
Date required  ................................................................…………...............…

6.
Type of function ...............................................................…………..…......…

7.
Accommodation required e.g. Gallery & Dance Studio, Kitchen,  Bar & Serving area etc. 

Please state.....................................….………..…

8.
Duration of function From:- .................... AM/PM     To  .................. AM/PM


(One hour preparation time will be given free of charge for functions of four hours duration or longer).

9. Number of Persons expected to attend  ................................ (MAX: 150)

	Age range
	Numbers expected

	0 - 5
	……….

	6 - -12
	……….

	13 – 18
	……….

	19 – 25
	……….

	26 – 35
	……….

	36 – 50
	……….

	50 +
	……….


10.
Will there be Children? YES/NO.            If so please state ages above

            (Children brought into the Centre are the Hirer's responsibility and should be supervised at all times) 

See appendix 
1.8

11.
THE MANAGEMENT PROHIBITS THE SALE OF ALL DRINKS BY THE USERS IN ANY PART OF THE CENTRE.
12.
Will there be music?  YES / NO        LIVE MUSIC / RECORDED MUSIC.


Will you be bringing any special equipment with you?  If so, please give details below.

	Equipment
	Type                                             
	Use


	
	
	



(N.B:  HEAVY EQUIPMENT MUST BE CARRIED TO AVOID DAMAGE TO THE BUILDING)

13.
Caterers can be recommended should you require this service. 
Is it required for your function?  YES/NO

14.
Will it be a Private or Public function?  ..................................

15.
Public Functions /Fund Raising:


If public, will there be an admission charge?           YES/NO


If yes how much?   ................................


..............................................................................................


..............................................................................................

PUBLICITY & ADVERTISEMENTS (please read carefully)

The displaying of promotional information relating to events being held at the centre must be done with the relevant consent(s).  It is an offence under the Town & Country Planning Act (Control of Advertisements) Regulations 1990 and Section 43/44 of the Anti Social Behaviour Act 2003.  Such displays may contravene regulations 5 and 27 under section 224 of the Town and Country Planning Act (Control of Advertisements) regulations 1990, and section 10 of the London Authorities Act 1995 and constitutes an offence contrary to section 224(3) of the Town & Planning Act 1990.

Illegal display of advertisements affixed to street furniture and property adjoining the public highway within any Borough is an offence.  Hirers are advised that the unlawful display of advertisements is an offence and constitutes a fixed penalty notice.  Non-payment of a fixed penalty notice can result in prosecution for which the penalty upon summary conviction is a fine to a maximum of £2500.

Unlawful displaying of advertising in any public area is a public order offence.  Individuals, users, affiliated organisation and agencies hiring the facility are advised not to engage in such practices.  Soliciting of advertisements displaying or listing the HCEA as the promoting or benefiting agent will not be tolerated.  If such a breach occurs, the organisation by way of protecting its interest will have no option but to surrender the details of the Hirer to the relevant authorities.  It is in the interest of the agent hiring the venue to ensure that the promotion of the activity/event including the advertisements and displays of material is conducted within the confinements of the Law.
DECLARATION:
I/WE AGREE TO ABIDE BY THE RULES REGARDING THE HIRING OF THE FACILITY AND AGREE TO PAY THE HIRE CHARGE AT LEAST ONE WEEK BEFORE THE DATE BOOKED AND ABIDE AND CONFORM IN EVERY RESPECT WITH ALL CONDITIONS OF LETTING.  I AM/ WE ARE NOT UNDER 18 YEARS OF AGE.

SIGNED BY HIRER .........................................................………

DATE......................................

SIGNED BY HCEA OFFICER ...................................................                     DATE ......................................

FOR OFFICE USE ONLY:

VER/INI: ..............................................   REF:  .....................................

DATE:  ..................................................................

                HCEA  NOTICE  

                   APPENDIX 1

The Management welcomes all users and visitors.

It is our intention where reasonable, to give satisfaction to all our patrons.

To enable us to effectively achieve our objective, we need your co-operation in observing and keeping to these basic rules.

AVOID OFFENDING BEHAVIOUR
1.
By verbal or physical abuse.
2.
Trafficking, handling and using of illicit drugs are strictly prohibited.
3.
Willful damage to the premises.
4.
Obstructing fire exits and security/caretakers in their duties.
5.
Leaving the facility in a loud and disorderly manner at the end of the event.

NB: The Management has the right to refuse entry to these premises, but sincerely hopes that with
       your co-operation, we will never have the need to exercise that right. 

                                      RULES 


   APPENDIX 2 
TO ALL USERS OF HIBISCUS GALLERY & DANCE STUDIO
The Management has a duty to honour its legal obligations.  Therefore users of the facility are requested to read carefully the conditions of hire as specified in the application form and all covering letters and information sheets to avoid any misunderstanding at any time for the duration of any event between the management and the Hirer.

1.
To comply with fire and safety regulations, the main door leading to the Gallery & Dance Studio must be closed at all times whilst it is in use.

2.
All corridors must be clear of any stationary person or equipment.

3.
Any decorations, equipment or mountings to walls or ceiling must have the approval of the management referring firstly to the main office or security staff.

4.
The kitchen can be used for serving food only.  (See Note 5 under heading Health & Safety 

             Page 2).
5.
At the end of a function, all areas used must be left in the same standard of cleanliness as they were at the start of the event. Failure to comply will result in forfeiture of your deposit.

7.
Sale or charge for drinks/liquors by users is strictly prohibited at any time, in any part of the centre.

8
In the interest of security, children brought to the centre should be strictly under the supervision of their parents or guardian.

9.
Maximum number of persons allowed is 150.
11.
All publicity materials in respect of any function at the centre must have prior approval of HCEA before distribution to the public.

12.
Hirers of the facility who breach or contravene planning regulations or who indulge in activities that lead to anti social behaviour will have their details surrendered to the relevant authorities.

13.
The Hirer and all persons attending an event are prohibited from carrying out any actions that may invalidate HCEA,s insurance cover.

14.
It is the responsibility of the Hirer that all rules and regulations are adhered to by all persons attending this event.

15.
All persons must leave the centre in a quiet and orderly manner after functions. 

 N.B.
The management reserves the right to vary the terms and conditions of hire without prior   

             Notification. 

PLEASE NOTE

Please note the rate for Bank Holidays, and Religious holidays hire is subject to a 50% levy above the standard rate.  
	HCEA
ITEMS AVAILABLE FOR HIRE 

	UTENSILS
	£ PER 100

	
	

	DINNER PLATES
	27.00

	STARTER PLATES
	26.00

	SIDE PLATES (SMALL)
	24.00

	CUTLERY SET
	28.00

	WINE GLASSES
	24.00

	SHERRY GLASSES
	21.00

	DRINKING GLASSES
	24.00

	CUP + SAUCERS
	28.00

	SOUP BOWLS
	24.00

	DESSERT DISHES

HOT WATER URN                                                             
	25.00

8.00

	
	--------



	
	

	SERVING DISHE
TABLE CLOTH
	£19.00 PER DOZEN
£8.50 EACH

	
	

	CATERING
	

	CONFERENCE / WORKSHOPS / SEMINARS-  
	

	TEA/COFFEE/FRUIT/BISCUITS
	£5.00 (PER HEAD)

	                              BUFFETS 
	£8.00 (PER HEAD)

	ALSO AVAILABLE
	

	FLIP CHART STAND
	£12.00 (EACH)

	SLIDE PROJECTOR
	£27.00 (PER DAY)

	WI-FI INTERNET AVAILABLE
	Please ask at office 



Note: Prices correct at time of printing and may be subject to change without
          prior notice.
HIRE AGREEMENT 
ADDITIONAL INFORMATION
1.
The Kitchen is not available for receptions (funeral) before 3.00 pm on Tuesdays & Thursdays. 

2.
All functions should finish by the agreed time.
3.
We do not provide cleaning materials, eg washing up liquid, bin bags.
4.
The Hirer should apply to Newham Council for a parking permit, to park in

            adjacent areas when a function is held during the day. 

Hibiscus Gallery & Dance Studio
Hibiscus Community Centre Buckingham Road E15 1SP

This facility is managed by Hibiscus Caribbean Elderly Association. 
A Private Company & Registered Charity Company Number: 3100194. Charity Registration Number: 1050342.
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