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Yetton Together welcomes all to our building.  We ask that users respect the hard work volunteers have undertaken to provide our facilities. To ensure that we can provide a professional and cost effective service to the whole community we ask you to follow a few simple rules for the use of our buildings and abide by these Conditions of Hire. 
1. I/We agree to make ourselves aware of all access and lock-up arrangements prior to the booking and to inform our administrator on 07399 758 295 or admin@yettontogether.org of any changes at least 48 hours before the booking period. See cancellation policy.
2. I/We agree to take responsibility for all accidents and injuries that occur in and around the building during the period of hire and to follow procedures for accidents and emergencies as follows: 
a. To brief all members of people attending on appropriate Emergency Evacuation procedures. [See notice board at entrance for emergency procedures and contact numbers]
b. To ensure that if anyone has an accident or incident (not necessarily needing first aid) it should be recorded in the Accident Book. The First Aid box and accident book is kept in the corridor on top of the green cupboard.
3	I/We agree that if using the kitchen, I/we will follow the code of practice and hygiene regulations as displayed. All utensils will be washed up and put away and equipment and surfaces cleaned before leaving.
4      I/We agree to respect the Centre and to report any damages or maintenance issues that we become aware of and record in FYI book[kept in the corridor on top of the green cupboard]
5	I/We agree to set up the room for our needs and to replace the furniture in its original place at the end of the session.
6. I/we agree to be responsible for all damage incurred during the booked period.
7.	I/We agree to conserve energy wherever possible within the building: 
a. To turn off all lights and appliances on leaving and not to leave lights or electrical appliances on when not in use.
b. To respect the level of heating set and follow instructions as posted by the controls. 
8 	I/We confirm that we have considered any risks and completed a Risk Assessment Form for the  booked activity/event (Risk Assessment proforma is available on request from the administrator). 
9.	I/We agree to the following conditions:
		a. Key collection - arrangements must be made with our Administrator at
      admin@yettontogether.org or 07399 758295 (in an emergency you may call 07732273612)                                                    
b. On entering, set the automatic door position to ’AUTO’.
c. Leaving - Please use shutdown procedure check list and set the automatic door position ‘OFF’ before locking up.
d. Rooms must be cleaned and tidied, furniture returned to its original place [see layout plans in the venues] and premises vacated within the period of hire. All external doors and windows to be checked and locked (including the fire door) 
e. Safeguarding - All work with children and vulnerable adults must comply with best practice and current legal requirements. 
f. Any electrical appliances used at the event will be either less than 12 months old or PAT tested.
g. Smoking and vaping - smoking in public buildings is illegal and along with vaping is not allowed anywhere within the building or in the near vicinity.
h. Alcohol - alcohol may be brought onto, and consumed on the premises, within the restrictions of the Licensing laws. Alcohol may only be sold upon a full licence is being obtained from Kirklees Council which must be displayed at the event and archived as a record after the event.
i. Toilets - should be left in a clean condition.
j. Please put all rubbish in the bins outside. If these are full please take away any excess. 
k. Occasional users are asked to provide a £50 deposit, which will be returned in full providing further cleaning is not required and no damage is done.  If however, any additional cleaning is required as a result of the state of the building after the period of hire, or any damage, any extra costs incurred will be deducted from the deposit. 
[bookmark: _GoBack]l. Please note that users are allowed an additional 15 minutes before and after the paid slot for setting up and clearing away. Any extra time required is at the Centre’s discretion and should be requested at the time of booking and maybe subject to an additional charge.
10. If a regular hirer wishes to store equipment in the centre between hires it is with the agreement of the Community Centre Management committee, but the hirer is responsible for insuring their property while at the centre.
11. CANCELLATION POLICY
A fee of 50% of the cost of the room hire will be charged for cancellation within 48 hours of the proposed booking.
Please address any queries to our Administrator at admin@yettontogether.org or 07399 758 295. 
Our Office Hours are Tuesdays 08:00 – 14:00 and Wednesdays 8:00 – 12:00 but can change at short notice
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