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Robin Redmond Resource Centre
440 Seven Sisters Road

London N4 2RD

Tel:  020 8802 7580

Fax: 020 8356 1792
Terms and Conditions of Hire 
Robin Redmond Resource Centre 
2009 - 2010
Aims

The aim of the Robin Redmond Resource Centre is to provide facilities that promote participation in social, recreational and educational activities to reduce isolation, poverty and to generally enhance the quality of life for people living in and around the Manor House and Stamford Hill area.
Use of the Centre

The use of the RRRC on a regular basis by a voluntary, community, or statutory organisation or an individual is subject to the following rules.

1. Application for regular use of the Centre

a) The application form requesting use of the Centre should be completed and provided to the Centre Administrator.

b) The Centre Manager reserves the right to refuse an application where the Centre cannot accommodate the requirements or the individual/organisation or the individual/group’s planned activities are considered a risk to public order or the individual/group’s use would risk alienating the Centre’s existing users or the local communities.

c) Groups using the Centre on a regular basis will be reviewed by the Centre Manager, whom reserves the right to stop bookings with 1 months notice where either the terms and conditions have been broken or the activities of the group no longer relate to the aims and priorities of the Centre.  Full reasons for the decision will be provided to the group and the group will have the opportunity to appeal the decision to the Head of Community Development Woodberry Down.

d) The Centre will be made available for the reasonable use of Tenant and Residents Associations, Estate Committees and other Council related Tenant and Resident committees at no charge provided this can be accommodated with bookings already in place at the time of the request

2. Bookings & Payments

a) In signing this agreement regular users undertake to pay for all bookings made by them or on behalf of their organisation / group at the Centre.
b) 48 hours notice of the cancellation of a regular booking is required, otherwise usual hire charges will apply.  

c) Booking times exceeded by more than 15 minutes will incur an additional half-hour charge.  Bookings that exceed the 11pm closing time by more than 15 minutes will incur a double hourly charge. Groups unable to access the Centre 15 minutes after the booked time will receive a half-hour charge credit.

d) The Manager reserves the right to cancel bookings when the Centre is required for use as a Polling Station or for health & safety considerations (e.g. building unfit for use or building maintenance works are taking place).

e) For first three months payment must be made one month in advance.  Thereafter invoices will be sent out monthly in arrears.
f) Invoices should be paid within 14 days.  Hackney Homes will cancel a group’s further use of the Centre and take legal action if invoices are not paid within the timescales given.

3.  Hours of opening

a) The Centre will normally be available between 9am and 11pm weekdays and 9am and 3pm on Saturdays and Sundays. 

b) Between 3pm and 10pm on Saturdays and Sundays the Centre will normally only be available for private hire bookings.  Other bookings may be accepted on request to the Centre Administrator.

c) The Centre will be closed on Christmas Day and New Year’s Day.  Use of the Centre on all other public Bank Holidays is at the discretion of the Centre Manager and increased hire charges will apply. 

4.  Maximum capacity

The Centre has a maximum capacity of 100 people and on no account must this be exceeded.

5.  Security

The Centre must not be left unattended before the Hallkeeper arrives to lock-up. The Hallkeeper should be contacted if your group wants to leave more than half-an hour before its booked time.  Locking-up earlier than the booked time is at the Hallkeeper’s discretion.

Regular users should be aware that a Close Circuit Television (CCTV) system operates in the Centre building and the immediate outside area.  Further details on the CCTV system, how it is used and obtaining copies of information held are available from the Centre Manager.
6.  Safety requirements

All Group leaders must follow the Health & Safety rules given on the “Health & Safety and Fire Procedures at the Robin Redmond Resource Centre: Regular Groups” sheet.  Groups will sign the RRRC risk assessment also Groups will provide a risk assessment for their activities.  Group leaders are responsible for ensuring people within their groups are aware of and follow these rules.

7.  Insurance

Groups/individual hirers must have their own insurance cover.  A copy of the Insurance Certificate must be provided to the Centre Administator. Insurance should cover the specific nature of the activities of the group/individual (e.g. exercise classes, giving advice) and also to cover costs of loss or damage to the Centre, equipment or furniture arising from the use or actions of the group.

8.  Safety of Children, Young People and Vulnerable Adults
a) Groups wanting to use the Centre for work with children, young people must provide evidence of the leaders and supervisors suitability to work with children / young people (a copy of up to date CRB or similar check).
b) Groups/Individuals working with children/young people are asked to ensure they have appropriate child protection and safety policies for their work in the Centre.  
Children will not be able to use the centre without supervision.
An information sheet is available from the Centre Administrator on establishing these policies.
9.  Supervision

a) The group leader/individual hirer must be 18 years or over and must be on the premises for the entire period of the activity / event.

b) The group/individual should gain prior approval of the Centre Manager if they wish to use the Centre for a public entertainment event.  This is to ensure that appropriate licences and supervision arrangements are in place.

10.  Food and Drink

a) Groups may store small amounts of dry goods in the kitchen cupboards in arrangement with the Centre Administrator.  This is all at their own risk.
b) Groups must provide their own refreshments (tea, coffee, milk etc)

c) Groups or individuals providing food for members of the public from the kitchen must have a Foundation Certificate in Food Hygiene.

d) Groups may provide alcohol to people over 18 years for free at their events but alcohol must NOT be sold on the premises without the written permission of the Centre Manager (a copy of the appropriate licence will be needed).  
11.  Music
e) Music and noise must be kept to an acceptable level.  Please have consideration for residents living behind the Centre and keep noise at an acceptable level outside the building.  Persistently noisey groups will have their booking terminated.  

f) Group leaders/individuals hirers are responsible for ensuring that they have any necessary performance licensees in respect to the use of recorded or live music.

12.  Betting, Gaming and Lotteries

Groups/individual hirers must ensure that they have the appropriate permissions and licences for any betting, gaming or lottery activities they wish to carry out in the Centre.  
13.  Storage

The Centre is not able to store large amounts of equipment.  The permission of the Centre Administrator must be sought before storing any goods or equipment in the Centre.  If requested to remove stored items this must be done as is practicable but at least within 2 weeks

14.  Loss or damage of property

g) The Centre cannot accept responsibility for the loss damage of groups or individuals property.

h) Loss or damage to the Centre, its equipment or furniture caused by the group/individual hirer must be paid for by the group concerned.

15.  Centre Management

Groups will receive information outlining the Centre’s Management Structure and are encourages to participate in the Users Consultation Group. 

16.   Complaints

Complaints should be addressed to the Centre Manager in the first instance and the Centre Manager will provide a response outlining any actions that will be taken within 1 week.  If the group/individual is not satisfied with the response action taken these should be put in writing and will be taken to the Head of Community Development Woodberry Down.  If the group/individual is not satisfied with the response to their complaint from the Head of Community Development Woodberry Down then the complainant should refer to the Hackney Homes complaint process.
I have read and confirm my acceptance of the Terms & Conditions of Hire given in this document.
Name

___________________________________________

Group

___________________________________________

Signature
___________________________________________

Date

___________________________________________ 

A copy of this information has been provided to me (please tick)
□

The following needs to be provided so that hire can be arranged:

· Completed Application Form

· Police checks / Criminal Record Bureau check if dealing with children or young people if parents are not required to be present

· A copy of the groups insurance cover/certificate

· Contact details for 2 people to act as references for groups who have been running for longer than 3months
· Risk Assessment
On completion of the above:

· The Centre Administrator will send a letter confirming the hire period and charges.
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