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CRAMLINGTON WARM SPACE BOOKING REQUEST FORM
	NAME
	



	GROUP NAME
	



	CONTACT NO.
	



	CONTACT EMAIL
	



	DATE AND TIIME OF HIRE

	


	PURPOSE OF HIRE
	










Public Liability Insurance
If you have no public liability insurance a hire fee of £1 is payable to cover you for insurance purposes
	Do you have public liability insurance
	Y/N



I confirm that we will adhere to the terms and conditions of the hub attached.
	SIGNED
	DATED

	

	



For office use only
	Hub hire confirmed
	 YES / NO

	Payment received for room hire
	 YES / NO / N/A

	Date
	


	Signed
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CRAMLINGTON WARM SPACE

Terms and Conditions for Cramlington Warm Space Hire
Conditions of Hire Agreement
Access
To access the unit you will need to go to security, which is located next to Newcastle Building Society (Opposite Wilko’s).  Go up the stairs or take the lift and there is a reception window where you can ask them to open the unit.
At the end of the session you will need to ring security on 01670 735023 to lock up or there maybe a security guard nearby you can ask.
Our unit is on the right hand side as you walk towards Sainsburys end of the shopping centre and is between Bettinis Café and a mobile phone shop (opposite Ramsdens).

We accept your booking for our community hub when you agree to our conditions of hire set out below:
· The purpose of your booking is to promote your services only and engage the community.  
· The hub must be used for community purposes, free weekly groups, establishing a new group, promoting your services and providing a service to the local community.
· The person making the booking is the person who will be held responsible for the conduct of the guests and condition of the hub.
· Access must be obtained from Manor Walks Security.
· The hub will be opened and closed by the person / company who have booked it (unless agreed otherwise).
· All visitors must sign in and out of the hub.
· All lights and emergency lighting (at the back exit) must be turned off when leaving.
· All plugs must be turned off.
· The Cramlington Warm Space must be left clean and tidy as when you arrived.
· Never leave the space vacant at any time 
· All users must have public liability insurance.  Where they haven’t the space must be rented for a fee of £1.

Warm space usage/hirer conduct:
When exiting and entering the venue, attendees should behave in a quiet and orderly manner. 
The hirer is responsible for the conduct of all the function’s attendees – this relates to:
· Reporting any damages caused during the event/function is the hirer’s responsibility, the hirer will be held responsible if the damage has occurred during the period of hire, which will incur damage costs.
· Any accidents or concerns should be reported to the venue host as soon as possible.
· Ensuring that rubbish is disposed of using the bins provided.  Excess rubbish must be disposed of by yourself.
· Leaving the premises clean and tidy including furniture, which should be put back where it was found.
· Arriving and leaving at the times specified on the booking form.
· Ensuring that alcohol and goods are not sold or used on the premises.
· Ensuring that attendees have left the building by the end of the hire period.
· Ensuring children are always supervised.
· Smoking within the building or directly in front/behind of the premises entrance/exit is prohibited.
Health & Safety:
· Users who are violent or show aggression will be investigated and will be banned from bookings in the future.
· Only electrical equipment which is PAT tested can be used in the hub and you will be responsible for any damage.
· You are responsible for the safety and wellbeing of your attendees and ask that you are particularly careful where children are involved.
· No candles allowed for fire safety purposes.
· All accidents or injuries must be reported in the accident book.
· All accidents or injuries must be reported to us within 48 hours on 01670 707994 (key holders).
· We will draw your attention to fire safety procedures including the assembly point and please take note of how to evacuate in the event of a fire. You will need to assign a buddy for anyone with disability that would need help in case of emergence to escape. You are responsible for H&S of your guests.
· Hiring organisations must have public liability insurance and we will ask to see this where relevant. (There will be a nominal fee if not)
· You must not exceed the person limit agreed for your booking/activities.


COVID measures to ensure safe use (after 19th July 2021):
· Users and hirers have responsibility for managing risks arising from their own activities when they have control of premises and should take account of any guidance relevant to their specific activity or sector.  Users and guests are not to attend if they have any symptoms of Covid-19. · Users to check the Gov website for the latest guidance before your booking takes place and follow these accordingly. 
· Wash your hands or sanitise regularly and avoid touching your face
· Consider continuing to practice social distancing and face covering if that feels right for you and your guests
· Asking users to take a lateral flow test before attending especially if they are not fully vaccinated.

I can confirm that I agree to the terms and conditions.

Signed _______________________________   Date _______________
Contact 01670 353623 or email info@cvabv.org.uk
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