         Norley Hall Community Centre 

	Contact 
Person
	

	Organisation 
Name
	

	Address
	

	
	

	Email 
	

	Telephone
	

	Please advise if this is not the address
 for invoices to be sent to

	Purchase Order No. if applicable


	Course/group
name 
	

	Date Required
	

	Time from
	

	Time To
	

	Any Special Requirements
	

	No of Tables
	

	No of Chairs
	

	Layout
	

	Wifi
	

	


ROOM HIRE BOOKING FORM
	ROOM
	ACTIVITY
TIME
	SETUP
CLEARUP TIME
	TOTAL
HIRE TIME
	 RATE PER HOUR
	TOTAL COST

	Main Hall

	
	
	
	
	

	Creche Room/Back 
Room

	
	
	
	
	

	Office/Meeting Room

	
	
	
	
	

	Kitchen

	
	
	
	
	

	Use of Oven
	
	
	
	
	

	Use of Internet
	
	
	
	
	

	
	
	
	
	TOTAL AMOUNT PAYABLE 
	

	
	
	
	


Please read overleaf and sign before returning to the address  below. Norley Hall Community Centre is managed by :
Boxing for Better CIC, c/o Norley Hall Community Centre
Tel: 07710 412028 email: norleyhallcommunitycentre@gmail.com
1. Please remember to include time for setting up and clearing away within your hire time and total cost calculations, as it will not be possible to access hired rooms until the agreed time unless previously negotiated.  In addition, rooms must be vacated at the agreed time so that they are available for the next user.  A charge will be levied for any time used over and above that previously booked.
2. Hirers are responsible for removing all rubbish from the premises, washing up, leaving the kitchen and other rooms used clean and tidy.
3. If the booking is a late afternoon/evening finish when staff are not around, hirers/group leaders are responsible for ensuring that all members of the group are off the premises (especially minors) and that windows and doors in the room(s) you are hiring are closed before leaving the premises.

4. Hirers are responsible for the cost of any damage to the grounds, buildings, fixtures, fittings and contents incurred by their group members.

5. Boxing for Better is covered by Public Liability Insurance, no liability is accepted by the management for personal accident or injury sustained by another person.  HIRERS ARE REQUIRED TO CARRY THEIR OWN PUBLIC LIABILTY INSURANCE. Ad hoc bookings are not required to do this.
6. A risk assessment should be undertaken for each new booking [see page 3] If help is needed completing this form please speak to staff who will happy to assist.
7. If any session is cancelled at less than 14 days notice, and the facility is not re-let, the hirer maybe liable to pay the full charge.
8. Publicity Material to promote your event(s) at the Centre must have approval of  Management before being distributed.

9. Norley Hall CC is designated as a non-smoking area.  The hirer is to ensure that those who smoke do so away from the grounds of the Centre and using the public bins.
10. It is the responsibility of hirers to ensure arrangements in respect of first aid are available during the period of hire.
11. In accordance with Health & Safety Regulations Group Leaders are asked to keep a daily/weekly register of those attending activities so that, in the event of a fire, this register can be checked.  Boxing for Better may also ask users to let us know the number of people attending activities, to monitor footfall at the Centre.

12. In accordance with local fire regulations, no naked flames or smoke generating equipment should be used on the premises.

13. Hirers are reminded that they and their group should be fully conversant with the procedures to be followed in the event of an emergency.  At the sound of the fire bell Hirers/Groups should immediately vacate the building by the nearest safest fire exit and assemble in the car park.  A member of DVC or the Fire Brigade will inform groups when it is safe to return to the building.  Group leaders should assist all members of their group to vacate the building bringing their attendance registers for head counts.
14. The main entrance door should be kept shut at all times.  It can be an inconvenience, but it is for the safety of all who use the building.  This is strictly limited to genuine authorised users.  We ask that you do not take responsibility for other groups, please avoid admittance to anyone who is not a member of your group/activity, if they belong to another group that group will allow entry.
15. There is parking on site plus on street parking in the vicinity.
16. Boxing for Better reserves the right to cancel this agreement if the centre is closed for official or electoral purposes or staff training.  Additionally, Boxing for Better reserves the right to cancel this agreement at the manager’s discretion.
	NAME
	SIGNED 
	DATE 

	Group/organisation 

	
	

	
	
	


	RISK ASSESSMENT
(to be completed with room booking form and returned before  booking commences)


	Hirer’s Organisation
	     
	Tel:         

	Risk Assessor’s name
	     

	Room/Area in Centre
	     

	Task/Activity
	     

	Number of adults
	     
	Number of Children
	
	Age Range of children
	     

	Date of booking
	     
	Date Risk Assessment completed
	     

	Terms of hire noted: 

	YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

	Evacuation procedures noted: 
 YES  FORMCHECKBOX 
 NO

	1. Are any electrical appliances being brought into the building





	YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 


	If yes, please give description /PAT Testing Date:      


	2. Will a First Aider be present?


	YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 


	3. Description of Activity / any hazards associated:

     


	Consequence of Hazard 

Minor injury    FORMCHECKBOX 
  Major Injury    FORMCHECKBOX 
     Disability or Death   FORMCHECKBOX 
     



	Persons at Risk:

     


	Current Control Measures:

     


	Please mark appropriate number (1 = very low, 5 = very high) and Risk Priority Rating

	Risk Likelihood :1  FORMCHECKBOX 
  2  FORMCHECKBOX 
  3  FORMCHECKBOX 
 4  FORMCHECKBOX 
 5  FORMCHECKBOX 

	Risk Severity :1  FORMCHECKBOX 
 2  FORMCHECKBOX 
 3  FORMCHECKBOX 
 4  FORMCHECKBOX 
 5  FORMCHECKBOX 


	Risk (Likelihood x Severity) =
	     

	Risk Priority Rating
	 FORMCHECKBOX 
 High (16 – 25)  FORMCHECKBOX 
 Medium (9 – 15)  FORMCHECKBOX 
 Low (1 – 8)

	Recommended Control Measures

     


	Revised Risk Priority Rating

(L)  x      (S) =
	 FORMCHECKBOX 
 High (16 – 25)   FORMCHECKBOX 
 Medium (9 – 15)  FORMCHECKBOX 
 Low (1 – 8)

	Signature of Assessor
	

	Date
	


� As per Hire Terms on Page 2 of Norley Hall Community Centre Booking Form


� As per Hire Terms on Page 2 of Norley Hall Community Centre Booking Form and as displayed in room hired
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