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Terms of Hire, Use and Expectations for using the Made Forever Centre (Centre)


A
GENERAL VALUES

The Centre is operated by kingsmeadow@madeforever (Kingsmeadow). It is a multi-use building designed for safe use by organisations and individuals who intend on using it for community, leisure and business purposes. As such, Kingsmeadow requires all users to accept this and have respect for each other’s environment and right to use and enjoy the Centre’s facilities.

This means that all users comply with certain rules for the use of the Centre and where the opportunity allows provide a positive contribution to the use of the Centre by others and the community as a whole.

This approach will be the guiding principle for the management and operation of the Centre as an inclusive, safe and high standard facility when it comes to regulating the respective uses of the Centre, both at the time of use and when accepting bookings or arrangements for use in the future. 

The Centre will be managed by or on behalf of Kingsmeadow by a Centre Management Team (CMT). The CMT contact details will be on display at the Centre and also set out on the booking form which is available at the Centre or from MfEbookings and available as a downloadable form from www.kingsmeadowflat.org.uk
B
GENERAL RULES

1. Making Bookings

All applications for the hire or the use the Centre must include completing a Booking Form which is available at the Centre or from MfEbookings
All bookings must be made with the Centre admin with the completed Booking Form.   The Centre Manager will make the final decision on bookings and the appropriate hire Rate and inform the applicant when confirming the booking. 

The Contact Person named on the Booking Form must inform the Centre Manager of any changes to the contact person for bookings. The named or subsequently nominated Contact Person must pass on these conditions of hire and booking arrangements to those who will be on site. 

2. Rates

Rates of hire charges may be increased with 28 days’ notice.  This usually happens with effect from 1 July each year. If there is no other contractual arrangement for use in place, regular hirers will be invoiced 10 working days in arrears, except for one off business / public/ community bookings which will be payable in advance. Charges are made per hour from the time access is required to set up to the time the area is cleared after use.

To promote fair access to those who want to use the Centre, there is a scale of charges dependant on the user in question. These are: 

Business Rate – where bookings or hire is by a private company or for a private social event 

Public Benefit Rate – for bookings or hire is by an organisation whose booking is principally for charitable, social or public benefit  

Local Community Rate – where residents of King’s Chase or New Cheltenham wards provide services or activities for the residents within their area   

3. Block Bookings

Enquiries for regular use of the Centre are encouraged to ensure service continuity – Block bookings in line with Kingsmeadow’s priorities for the local community will receive priority. 

4. Booking Times 

The times approved for access and vacation of spaces hired must be strictly adhered to. Organisations or individuals making bookings must allow sufficient time for setting up and cleaning after each session. Post-booking changes to approved hours must be made with the Centre Manager.   

5. Cancellation Charges 

Except in genuine emergencies, charges will be made for the full cost of the booking unless 7 days’ notice of cancellation, in writing, is given to the Centre Manager. For cancellation of a block booking 28 days’ notice must be given in writing to the Centre Manager and the charge will be for the next booking occurring during the block of bookings in question. Other exceptional circumstances can be discussed with the Centre Manager. 

Occasionally, Kingsmeadow may cancel a booking for a specific event or to undertake maintenance work. Kingsmeadow will try to give 14 days’ written notice and accommodate bookings in a different room wherever possible.  The Centre Manager reserves the right to cancel bookings without notice if health and safety issues arise.  

C.
SPECIFIC RULES, REGULATIONS AND CONDITIONS OF USE/HIRE

1. Health and Safety

Particular attention is drawn to the need to observe health and safety regulations.  

Those making bookings and/or facilitating hireage must:

· Read and observe the safety notices in or around the Centre (or notified to the by the Centre Manager)

· Not block or lock any fire exits

· Be familiar and comply with the evacuation procedures of the Centre

· Be familiar and comply with the location of fire appliances and exits (fire drills will be undertaken from time to time and the Centre must be evacuated whenever the alarm sounds). 

New bookings - New groups will be given an induction to the Centre but these can be requested at any time. 

Additional requirements - People with disabilities or those responsible for the relevant booking of the Centre are required to complete the special requirements section of the Booking Form to let Kingsmeadow know of anyone attending the activity that may need assistance in the event of an evacuation, or has any other particular needs. 

First Aid - First aid and body fluid cleaning kits are available on site at the Centre. Please ask a member of staff or the Centre Manager for assistance. No charge is made for this service. 

Accidents - All accidents must be reported to the Centre Manager or staff on duty immediately and an accident form must be completed. 

Smoking - The Centre is a non-smoking building. Smoking is not permitted at the access points to the Centre or in adjoining outdoor areas. This also applies to vapour and e-cigarettes. 

Electrical Appliances - All electrical appliances at the Centre are checked annually.  If hirers wish to use their own equipment please note the requirements set out below and/or otherwise contact the CMT. 

Set Up/Take Down - Normally hirers are responsible for setting up and taking down the chairs and tables and any other equipment. However, if for any reason of infirmity or disability, you require help please advise us and we will endeavour to make other arrangements. 
2. Use of the Centre

Room Use / Equipment - Furniture, equipment and layout requirements must be arranged in advance with the Centre Management Team. Rooms, furniture and equipment used must be taken care of and left clean, tidy and in a suitable state for future use. The Centre Management Team reserves the right to charge a group for cleaning and caretaking services where rooms are left in a state that requires the service.

All portable electrical equipment brought into the Centre that is over one year old, must be certified as safe by a qualified electrician. An official sticker to confirm this should be affixed to the appliance.  

Storage - There are limited storage facilities on site which will be allocated by the CMT. Kingsmeadow cannot be held responsible for any loss or damage to equipment left at the Centre. Such items or equipment will be at the hirer’s own risk. 

Damage - Any damage discovered or caused by any hirer or user must be reported to the Centre Manager or staff on duty immediately.  Hirers may be charged for repair or replacement. 

Notice Boards - To ensure the suitability of material displayed at the Centre, please give all posters or advertising material to the Centre Manager who will display material at their discretion in appropriate locations. 

Car Parking – Car Parking is unreserved for visitors to or users of the Centre who may also use the nearby public parking areas. Please leave the car park quietly as the Centre is situated in a residential area and adhere to the speed limits. Users of the car park do so at their own risk and it is advisable not to leave possessions on view.  

Disturbance - Local residents have the right to contact the Centre if the noise level is unreasonably high and the hirer/user must reduce the noise level if requested to do so by Kingsmeadow staff or the Centre Manager. 

Temporary Events Notice - For events where music is played, either live or a disco, a Temporary Events Notice (TEN) must be obtained from South Gloucestershire Council, at least 10 days before the event and a copy given to the Centre Manager. All music must stop by 10pm and the Centre vacated by 10:30pm.   

Alcohol - Alcohol is only permitted on the premises if the arrangement has been discussed with the Centre Manager in advance and the appropriate arrangements are in place.  

Complaints and Compliments - Customer feedback is highly valued to help Kingsmeadow provide the best possible services.  Please send comments regarding the use of the Centre to the CMT.  We would like to know what improvements can be made if standards are lower than expected and if any aspects of the service are particularly high or valuable. 

Animals - With the exception of guide dogs for the blind and listening dogs, no animals may be admitted to the Centre.
3. Rights

Kingsmeadow reserves the right to:  

· refuse any booking

· end the booking without notice, and without incurring any liability to the hirer, in the event of the hirer breaching any of the conditions of hire

· end the booking at any time by giving not less than 14 days’ notice to the hirer.  

If Kingsmeadow ends the booking under this provision it will refund any hire charge already paid in respect of any period following the end of the booking. 

D. INSURANCE

All hirers must have insurance to cover their activity for up to £10million. An hourly charge for Hirer’s liability insurance will be added to invoices to cover this, unless a current, adequate certificate is submitted with the Booking Form. 

This service is not available for commercial hirers and some groups that should be required to have their own insurance via affiliated bodies. 

E. SAFEGUARDING CHILDREN AND ADULTS AT RISK 

Safeguarding is everyone’s responsibility. Kingsmeadow is committed to safeguarding and promoting the welfare of children, young people and adults. We take our responsibilities seriously and expect all people using the Centre to share this commitment and comply with all Laws and directions of Kingsmeadow in this respect. 

Bookings that are for activities for children or adults at risk will require an assessment to ensure the hirer has fully considered their safeguarding responsibilities and implemented appropriate policies and procedures. This could include: 

· having a safeguarding and lone working policy and risk assessments 

· implementing and monitoring safeguarding procedures

· undertaking DBS checks

· ensuring staff and volunteers have safeguarding training and are well supervised 

F.  EQUALITY AND DIVERSITY 

Kingsmeadow believes in the dignity of all people and their right to respect and equality of opportunity.  Kingsmeadow values the strength that comes with difference and the positive contribution that diversity brings to the community. 

Kingsmeadow aims to eliminate prejudice and discrimination, and to promote good relations between different groups enabling our services, buildings and information to be fully accessible, recognising that certain individuals and groups of people can experience significant disadvantage in society, including

· Black and Minority Ethnic communities

· Women (including pregnant women and nursing mothers)

· Disabled people

· Lesbian, gay, bisexual and transgendered people

· Older people, children and young people 

· Religious and belief groups 

G. INDEMNITY

The hirer shall indemnify Kingsmeadow against all claims, demands, actions or proceedings in respect of the default or injury caused by or to any person which shall occur whilst the person is at the Centre or arise from an accident whilst at or using the Centre (or in consequence of any hireage), or in respect of any loss or damage suffered or sustained by any person. 

H. AGREEMENT

The hirer accepts these terms and conditions on the basis that he/she as named will be held fully responsibility during the hire period. 

Signature

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

Full Name and Position 

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

Date

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