ThegX®y]  AGREEMENT FOR USE OF The Key

TERMS AND CONDITIONS FOR HIRE

1. This agreement is between the Manager acting on behalf of the Managing Trustees of
Bethesda Community Charitable Trust (hereinafter called BCCT) and the person signing to
this document acting on behalf of the Hirer.

2. Requests for bookings shall be made in writing on the attached form and signed by a
representative of the Hirer.

3. Hours of booking must allow for preparation time and cleaning up time after the event.
Seating capacity for meals is 80 people; for other events, 120 people.

4. The deposit of 50% of the Hire Fee MUST be paid when sending in the completed booking
form.

The full hire charge must be paid at least 7 days before the event.
If the hire includes the use of the Kitchen the Hirer shall:

(a) ensure that a person holding the appropriate Food Hygiene Certificate is in
attendance at all times and that the current Health, Safety and Hygiene
Regulations are strictly observed.

(b) ensure that they visit the premises at least a week prior to the hire to be
instructed in the use of the equipment, and to sign to the effect that they have
received this instruction.

Under no circumstances is the Kitchen to be used without prior notice.
Smoking is not permitted on the premises or in the Car Park.

‘The Key’ incorporates an alcohol-free bar which may be hired with a barman. On no
account is alcohol allowed anywhere on the premises or in the Car Park.

10. The premises must be vacated by 10.30 pm. Please bear in mind noise levels, at all times,
giving special regard to the flats over The Key which are occupied.

11. The Hirer shall have a duty before the event to become familiar with the fire precautions
and action to be taken in the case of fire. It is the Hirer's responsibility to seek this
information from the Manager and know the location of escape routes, fire alarm actuators
and fire extinguishers. Should a fire occur the Hirer must

(1) Take action to ensure no life is endangered.
(2) Call the Fire Brigade
(3) Call one of The Key keyholders.

12. The premises shall only be used for the purpose and hours agreed at the time of booking.

13. The hirer confirms that nothing will be taught which would be contrary to the objects of
BCCT.

14. The Hirer, must notify The Key of any damage or breakage, and agrees to indemnify BCCT
against the cost of all repairs made necessary by the activities of the Hirer or their guests.

15. The Hirer shall leave the premises in a clean and tidy condition after each and every use.

16. The Hirer confirms that they are familiar with the Home Office Code of Practice “Safe from
Harm”, have an understanding of it and undertake to follow the said code of practice in
relation to work with children and young people under the age of sixteen years.
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APPLICATION FORM FOR HIRE OF The T(Py

Name of OrganiSation ........ ..o
A S . .
.................................................................. Post Code....................
Telephone NO .......cccooiiiiiiinnan. E-mail ..o
Name of Authorised Representitive ........ ..o e
Address for COrreSPONAENCE .........ouiniini i e
.................................................................. Post Code....................
Contact’s daytime telephone no ...,
Date(s) of hire required ...........ccooiiiiiiiiiiiiiin,
Time of hire required from ..................... tO
Number of people to attend (maximum) ...
PUIPOSE Of NI o e
Hire requested (tick boxes) Main Hall ..... Side Room ..... Coffee Shop .....
Kitchen ..... Lounge ..... Quiet Room .....
Does the person using the kitchen have a Food Hygiene Certificate? .......
Do you require use of tables and cutlery for meals? .......
If so, how many covers are required? ........
Do you require use of the Sound System? ...........
Do you require the use of the Lighting Effects System? ..........
| accept fully the Terms and Conditions of Hire
Signed ..o Date .......ccceennnnis
HireFee ... Invoice posted ...................lL
Depositpaid ........ccooeiiiiiin. Full amount paid ...............

Please make cheques payable to BCCT Thank you
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