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The Beehive, Voluntary & Community Resource Centre, West Street, Grays, Essex RM17 6XP

Terms and Conditions of Hire
Thurrock CVS is responsible for the management of The Resource Centre and has the right to amend or add to these rules as and when considered necessary.  Whilst Thurrock CVS will endeavour to ensure that the activities which take place within the building are appropriate for a community centre, we cannot accept responsibility for the views and behaviour of individuals.

Use of the Resource Centre and its facilities is subject to the following rules and all users of The Centre are expected to comply with them.  Failure to do so at any time may result in Thurrock CVS taking action to stop activities and/or refusing bookings.

Equal Opportunities
The Resource Centre shall be open to all members of the community regardless of race, nationality, gender, sexual orientation, age, disability, and marital status, religious or political belief.  Users of the centre must be prepared to follow the Thurrock CVS Equal Opportunities & Diversity Policy (copy available on request).

Hours of Opening
The centre is normally open to the public between 9am and 5pm Monday to Friday.  Facilities are available for use during these hours.  They may also be available during the evenings and at weekends on request, subject to availability of the Caretaker.  In the absence of the Caretaker, two members of CVS staff must be available.

Safety Requirements
All conditions relating to the granting of the Centre’s Premises licence or other licences shall be strictly observed. Nothing shall be done which will endanger the users of the building and the policies of insurance relating to it and its contents. In particular:

· Obstructions must not be placed in gangways or exits, nor in front of emergency exits, which must be immediately available for free public egress.
· Nothing should be placed over emergency exit signs Fire fighting apparatus shall be kept in its proper place and only used for its intended purpose.
· The Fire Brigade shall be called to any outbreak of fire, however slight, and details of the occurrence shall be given to Facilities Manager.
· No activities involving danger to members of the public are permitted.
· No highly flammable substances shall be brought onto the premises.
· No internal decorations of a combustible nature (e.g. polystyrene, cotton, etc) shall be undertaken or erected without the consent of Thurrock CVS.

· No unauthorised heating equipment should be used on the premises.
· The Facilities Manager shall be notified of any accident or injury               occurring in the building.

· All electrical equipment shall comply with the Electricity at Work regulations 1989. Thurrock CVS disclaims responsibility for all claims and costs arising out of any such equipment that does not comply, or non- standard equipment.
· First Aid boxes shall be readily available to all users of the building – there is one located in the ground floor Kitchen and one in the CVS office on the 1st floor. The person taking responsibility for the booking, especially out of hours, should ensure that these are not tampered with at any time and are returned after use
· YOU MUST NOT EXCEED THE MAXIMUM CAPACITY FOR THE BUILDING AND ALL HIRERS MUST READ THE FIRE EVACUATION PROCEDURE
Community Hall

- 100 people   or

-   80 people + tables

Half Community Hall



-   30 people   or

-   20 people + tables 

Training Room


-   30 people  or

-   25 people + tables

Interview Room 

-     6 people

Small Meeting Room


-  15 people   or

-  10 people + tables

Bookings & Cancellations
Bookings are provisional until confirmed by replying (via email or in writing) to our confirmation email agreeing to abide by our Cancellation Policy and Terms & Conditions of hire.
Hirers must confirm that the information on the Booking Confirmation is correct at the time of issue and any alterations should be made as soon as possible.

Cancellation policy: 
If written notice is received 15 days or more prior to the room hire there will be no charge after that the following charges apply,
· 14-8 days prior to date of hire 50% invoice due, 
· After 8 days the full invoice amount will be due.    
· Where users cancel at very short notice or participants do not turn up, CVS will expect full payment 

Cancellation can be made by telephone (01375 389885) but must be confirmed by fax (01375 389886), by e-mail (bookings@thurrockcvs.org.uk) or in writing.

Where cancellation is because of circumstances outside the control of users, e.g. very bad weather, CVS may be prepared to waive payment.

Thurrock CVS reserves the right to cancel bookings in circumstances outside our reasonable control or when bookings are rendered unfit for the intended use.

Where possible we try to re-book rooms in whole or part to negate any cancellation charges.

Bookings:
The premises are available for use in their existing state and condition.  Thurrock CVS cannot warrant or represent that it is safe and suitable for the holding of specific events or activities.  Hirers shall not publish or say anything to lead any person to believe otherwise.  

· There is a 2 hour minimum booking on all our rooms except the interview room. If rooms are required for less than 2 hours, a minimum donation for the cost of 2 hours will still apply.
· The interview room is available for bookings of 1 hour. 
· Where use of the Hall is required during an evening or weekend, bookings can only be accepted for the whole Hall.  
· Start and finish times requested must include time for setting up and clearing away.  Thurrock CVS reserves the right to charge for any overrun of time at a higher rate than the prearranged fee. Thurrock CVS may refuse entry to rooms prior to the start time and to ask users to vacate rooms promptly at the finish time stated.

· Hirers shall have exclusive occupation of and responsibility for the room(s) that have been booked throughout the period of their booking.  Activities must not be extended to other areas or rooms without the agreement of Thurrock CVS. 
· Hirers must lock rooms after use or when left unattended.

Hirers will indemnify and keep indemnified Thurrock CVS Management Board, staff and volunteers from and against all claims and liability in respect of such injury, loss or damage and all claims, actions, proceedings, costs, damages and expenses in regard thereto and also from and against all other liability claims, demands, costs, damages and expenses in respect of injury to persons whomsoever (including that resulting in death) and damage to or loss of property whatsoever which may arise out of or in consequence of the purpose of hiring (except as aforesaid).

Thurrock CVS will not be liable for any injury (including one that results in death), damage to, or the loss or theft of, centre user’s property unless such injury, damage or loss occurs because of neglect by Thurrock CVS. 
Hirers consent to the contact details above being held on the Thurrock CVS Database.

Where possible Thurrock CVS staff will set up the room(s) to the specification of the hirer. However, this may not always be possible especially for evening and weekend bookings, and hirers must allow for sufficient set up time when making a booking. If no instruction is received from the hirer then rooms will not be set up.
Supervision
The hirer or person in charge must be over 18 and shall be on the        premises for the entire period of hire or duration of activity and until their last    guest has vacated. The person in charge should not be engaged in any activity that prevents them from exercising effective supervision. When the premises or any part of them are used for the purpose of public entertainment or community events there shall be a minimum of two persons, neither of them less than 18 years of age, in attendance. Where the majority of those present are less than 16 years of age and when people with disabilities are expected to attend, the numbers of adult supervisors required will need to be increased.  
All persons in charge or on duty shall have been informed of the procedure for evacuation in case of emergency, and are expected to ensure that all those present follow them. The person(s) in charge must also ensure they familiarise themselves with the exits and the fire fighting equipment available.

Safety of Children/Vulnerable People

No activities or groups involving children, young people or vulnerable adults will be permitted on the premises without the permission of Thurrock CVS.

Thurrock CVS will require that any planned activities comply with legislation operating at the time, and reserves the right to exclude from the premises any group that fails to comply.

it is the responsibility of the organisers of activities to ensure compliance with legislation and requirements so that only fit and proper persons have access to children, young people and vulnerable adults, and that such persons shall at all times be in attendance on the premises for the activities concerned 

Thurrock CVS expects groups to have policies in place for working with or organising activities for children, young people and vulnerable adults and may request sight of these before giving permission to use the premises (if you do not have these, Thurrock CVS will support you to put them in place)

 Intoxicating Liquor
No intoxicating liquors are permitted to be bought or sold on any part of the premises without the express permission of Thurrock CVS whose consent must be obtained prior to seeking any Occasional Licence or permission for the sale of alcoholic liquor.

 Betting, Gaming & Lotteries
Nothing shall be done in relation to the premises in contravention to the law relating to betting, gaming and lotteries, and the persons responsible for functions held in The Centre shall ensure that the requirements of the relevant legislation are strictly observed.

Recorded Music Licence

The premises shall not be used for cinematography exhibitions, public dancing, singing music, live bands, boxing, wrestling, the performance of plays or other public entertainment for which a statutory licence is required under any Act of Parliament, unless such licence has been so granted in respect of the premises and for the date(s) in question.
Persons responsible for such activities must ensure that they obtain said licence and that all the requirements laid down in the licence are strictly observed and obeyed.
The premises are licensed with the Performing Rights Society for the performance of copyright music. Hirers should advise Thurrock CVS if music is to be played or performed during their activities and ensure that only original music is used, e.g. no copied CDs.

Thurrock CVS reserves the right to refuse permission for musical activities if this is likely to cause disruption to other users of the building or to local residents. 
Thurrock CVS may request sight of any required licence before confirming the event booking. 
If spotlights or stage lighting are to be used, this must be agreed at the time of booking.  The operation of such equipment must be carried out by a competent person.
No person shall give any exhibition, demonstration or performance of hypnotism on any living person at or in connection with entertainment on the premises to which the public are admitted, whether on payment or otherwise.
Copyright & Performing Right

Users of the centre shall not infringe any subsisting copyright or performing right.  Should users infringe said rights, any permission previously granted by Thurrock CVS for use of the premises shall be immediately cancelled and any fees, charges or other payments referred to in these conditions will need to be recovered from users.

Betting, Gaming, Raffles & Lotteries

Nothing shall be done on or in relation to the premises in contravention of the law relating to betting, gaming, raffles and lotteries.  Persons responsible for events and activities in the centre shall ensure that the requirements of the relevant legislation are strictly observed.

Storage

· No equipment or materials may be stored on the premises prior to or after the hire period without permission from Thurrock CVS.

· Thurrock CVS may be willing to allow overnight storage for goods and equipment brought to the centre for a particular event or function – this must be agreed in advance

· the centre has no capacity for regular storage of equipment and property inside the building but limited storage may be possible in an external unit for regular users of the centre – this must be negotiated in advance with the Facilities Manager

· Items left inside the centre without the prior consent of Thurrock CVS will be labelled and, if not removed within 14 days, will be disposed of and any proceeds, if applicable, retained for charitable purposes

· At no time does Thurrock CVS accept responsibility for loss or damage to equipment and property in the external storage or left in the building. All items are left at the sole risk of the owners.
 Nuisance
· Litter shall not be left in or about the Centre premises.
· Publicity and posters should not be fly posted or displayed on lampposts around the neighbourhood.
· Except in the case of trained guide-dogs or other working animals used to assist disabled people, animals shall only be permitted on the premises by permission of Thurrock CVS.
· Hirers and organisers of events are responsible for ensuring that the noise level of their functions is not such as to interfere with other activities within the building nor to cause inconvenience for the occupiers of nearby houses and property. 
Smoking
Smoking is not permitted inside the centre. There is a designated smoking area and cigarette disposal bin outside the back doors.  

Supply of Food and Drink

Catering is not currently available in the centre.  The community hall kitchen can be made available for own catering, subject to availability and with prior agreement of Thurrock CVS.  

At least one person preparing food must have the necessary food hygiene certificate and everyone is expected to comply with health and safety guidelines. 

Thurrock CVS has the right to request sight of certificates and/or the signing of a waiver if food is being prepared for consumption by members of the public. 

Organisations and individuals preparing and supplying food must have their own insurance arrangements in place and ensure that they provide an adequate level of cover. At no time will Thurrock CVS accept responsibility for illness or death caused by such food consumption or for death or injury sustained during its preparation.

Specialist caterers may be allowed with prior agreement of Thurrock CVS. A list of approved caterers is available.

Persons taking responsibility for activities must ensure that all food and drink is cleared away and either removed from the premises or disposed of appropriately.  No perishable goods shall be left in the centre at the end of activities – any such items will be disposed of by Thurrock CVS.

Weekend Bookings

It is the responsibility of the hirer not to leave the venue unattended. Persons using the Centre must ensure that the caretaker has returned to secure the premises before vacating.
Thurrock CVS cannot be held responsible for any loss, damage or theft of property and effects of persons using the Centre.

Staff telephone numbers are provided for emergency use only and we reserve the right to charge a £25.00 call-out fee in the event that you are deemed responsible for a key holder having to attend the building. If you call any number then we will endeavour to sort out minor problems over the phone, however, please remember that staff are being called outside their normal working hours and do not provide a general customer service line.
Caretaker: 07548 373029

Facilities Manager: 07540 837277
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