Terms and Conditions of Booking and Hire

Chamber & Meeting Rooms

January 2017

If the hirer is in any doubt as to the meaning of the following, the Chief Executive of Bishops Stortford Town Council should be consulted immediately.
1. Public liability Insurance: Please note that BSTC insurance does not cover liabilities which may be incurred by HIRERS as a result of the use of the Centre, and therefore the HIRER will need to provide their own insurance, as follows: -


  The HIRER, if an organisation or acting on behalf of an organisation, shall produce a copy of that organisation’s Public Liability Insurance Certificate for our records, prior to hiring and continue to provide a valid copy of this for future hire.


  The only exception shall be if the HIRER is hiring the hall for a private event, and shall therefore ensure that Public Liability Insurance is covered within their home insurance policy. If Public Liability Insurance is not covered within the home insurance policy, it is the HIRER’S responsibility to ensure that they purchase adequate cover.

2. THE HIRER shall, during the period of the hiring, be responsible for the supervision of the premises, the fabric and the contents, their care, safety from damage however slight or change of any sort and the behaviour of all persons using the premises, whatever their capacity. In the event of the discovery of any damage to the building or its contents, the hirer shall immediately notify the Chief Executive, irrespective of whether the damage occurred prior to or during the hiring period. 

3. THE HIRER shall not use the premises for any purpose other than that described in the hiring agreement. The premises shall not be sub-hired, used for any unlawful purpose of in any unlawful way. No materials shall be brought onto the premises which may endanger the building, the users of any insurance policies in respect thereof. The consumption of alcoholic liquor thereon without written permission is strictly forbidden.

4. THE HIRER shall, subject to obtaining the prior written consent of the Chief Executive, be responsible for obtaining such licenses as may be needed whether for the sale or supply of intoxicating liquor. 

5. THE HIRER will pay to the Trust a key/damage deposit £300 cash. Any such deposit will be repaid within 30 days following the period of hire. In the event of any key loss or damage caused to the premises including the curtilage thereof, during the period of the hiring, the Hirer shall indemnify the Trust for the cost of repair or any damage caused to any part of the property, or contents of the building.
6. 7 days notice is required if the HIRER wishes to cancel their booking, if less than 7 days notice is received and the Trust is unable to conclude a replacement booking, the question of the payment or repayment of the fee shall be at the discretion of the Trustees.  
7. The Trustees reserve the right to cancel any booking(s) including any regular block bookings at their discretion, should they have reason to do so, and give 7 days of cancellation to the hirer.  BSTC and/or The Trust will not be held responsible for any loss of earnings/monies due to the cancellation of these bookings.
8. THE HIRER, should book set up and clean down time within their hire, and are not permitted to enter the venue before their start time.  Following clean down the HIRER should depart on time.  Failure to comply may result in inconveniencing additional charges being made.
9. BSTC does not have a TV licence, therefore the HIRER is not permitted to watch/record live TV, watch programmes from On Demand TV, or record live TV, or use any online TV services such as BBC iPlayer.  This applies to any device and any provider used.  Failure to comply with the above may result in additional charges being made, plus a prosecution and fine of up to £1000 from the TV Licensing Agency.    
10. It is the Hirers responsibility to ascertain if they require a music licence for their event.  For further information, please contact PPL phone 020 7534 1070 web www.ppluk.com. In some cases a PRS licence is also required.

11. THE HIRER shall comply with all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority, the Local Magistrates Court or otherwise, particularly in connection with any event which includes public dancing or music or other similar public entertainment or stage plays. 

12. The HIRER should familiarise themselves with the nearest fire exits, take note of where the fire extinguishers and fire assembly points are located.  The Fire Assembly point is The Old Monastery Gardens, opposite the Churches Centre.
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13. AT THE END of the hiring, the Hirer shall be responsible for leaving the premises and surrounds in a clean and tidy condition, properly locked and secured including the closing of windows and doors.  Any contents used or temporarily removed from their positions should be properly cleaned and replaced to its original position, otherwise the Council shall be at liberty to make an additional charge. The black entrance gate must also be locked at the end of hire.
14. THE TRUSTEES reserve the right to cancel the hiring in the event of the Hall being required (i) for any meeting, activity or event sanctioned by the Trustees, (ii) for the use as a Polling Station for a Parliamentary or Local Government election or by-election or (iii) in the event of unplanned maintenance work being required.
15. Aggressive, violent or other unacceptable behaviour towards our staff or other users of the Centre will not be tolerated, and instigators will be barred from using the Centre and other community centres managed by Bishop’s Stortford Town Council any remaining booking(s) will be cancelled without refund.
16. IN THE EVENT of the venue or any part there of being rendered unfit for the use for which it has been hired, the Town Council shall not be liable for the Hirer for any resulting loss or damage whatsoever. 

17. THE HIRER shall ensure that the General Rules Governing the use of the venue as supplied are complied with. 

18. THE HIRER shall, if selling goods on the venue comply with Fair Trading Laws and any local code of practice issued in connection with such sales.

19. INCREASE OF FEES: The Council reserve the right to vary the hiring fees from time to time on notice being given.
20. SMOKING REGULATIONS: There shall be no smoking at any time in any enclosed area of the venue. Smoking in outdoor areas is permitted 
21. DISCO SMOKE/FOG MACHINE: Under no circumstances must these be used in the venue as they seriously affect the fire alarm system.

22. FLY POSTING: As a condition of hire no fly posting in association with the hire will be allowed. 

23. ELECTRICAL APPLIANCES. Hirers are responsible for the safety of electrical appliances brought into the venue by them. It is recommended that any electrical equipment supplied by hirers, for their own use in the Community Centre, is to be Portable Appliance Tested (PAT) by them.
24. THE HIRER shall vacate the premises no later than 11:30pm

The Council reserves the right to change these hiring conditions from time to time.
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