Stenness Community Association	Booking Form
	Hirer Details

	Name of person, group or organisation
	

	Address
	

	Email address
	

	Telephone number
	

	Contact name for the booking
	

	Details of who the invoice should be addressed to, if different from above (will be issued via email)
	



	Booking Details

	Event name
	

	Event type
	

	Rooms and/or facilities requested
(indicate which required from list)
	Hall / Community Room / Stage / Kitchen / Foyer / Crush / Joint Room

	Date requested 
(if a series of dates is required for a recurring hire, please list these on a separate page)
	

	Timing requested
	Start:
Finish:

	Anticipated number attending
	

	Any other information or requests:

	



	I confirm that I have read and understood the terms and conditions of hire and agree to abide by them.
I understand that if I cancel a confirmed booking with less than 24 hours’ notice, I may be liable for a cancellation fee.

	Name
	

	Date
	




	Completed booking forms should be emailed to scabookings@outlook.com

· No hires will be allowed to take place without the completed booking form being submitted in advance.
· Invoices will be issued for all bookings made and our preferred method of payment is BACS.
· Stenness Community Association reserves the right to refuse a booking request.


Stenness Community Association
Terms and Conditions of Hire
1. General Information
1.1. All requests for hire must be made in writing by completing the relevant Stenness Community Association (SCA) booking form. Acceptance of the request by SCA will be made to confirm that the booking may go ahead. The SCA committee reserves the right to refuse any booking which it considers unsuitable. An invoice will be issued to hirers for their booking and payment methods and terms detailed within that document.

1.2. SCA reserves the right to cancel any hire on giving 14 days’ notice in writing to the hirer and will refund all monies paid in respect of the hire, without incurring any other liability which the hirer may have incurred.

1.3. Smoking and vaping are not permitted in the premises.

1.4. The hirer shall ensure that the stated capacity of the hired area is not exceeded. SCA reserves the right to prevent persons entering the hired area or cancel the event/or move the event to another area if the maximum capacity is breached. 

1.5. For larger events, such as weddings/dances, the final number of delegates/guests attending the event will be confirmed to SCA no later than 3 days prior to the date of the event.

1.6. Sub-letting of any area is not permitted.

1.7. SCA may have several hirers using its facilities at the same time. Every effort will be made to observe the reasonable requirements of each hirer; however, SCA will not be responsible for any inconvenience caused by other hirers.

1.8. A designated key holder will be assigned for each hire and must remain on the premises while unlocked for the duration of the booking. The designated key holder may not be the hirer.

1.9. Keys issued to key holders can only be used by the designated key holders. Keys must not be shared, loaned, or copied under any circumstances. 

2. Indemnity and Insurance
2.1. The hirer shall not bring or permit to be brought into or onto the premises, any article which is or may become dangerous, offensive, combustible, inflammable, radioactive or explosive and no activity will take place in Stenness Community School and Hall which prejudices the SCA’s insurance arrangements.

2.2. The hirer shall be liable for and shall indemnify SCA and Orkney Islands Council against any expense, liability, loss, fine, claim or proceedings whatsoever, arising under any statute or common law in respect of personal injury to or the death of any person whomsoever arising out of or in the course of or caused by the hirer except to the extent that the same is due to any act or neglect of SCA, its employees or agents.

2.3. The hirer shall be liable for and shall indemnify SCA and Orkney Islands Council against any expense, liability, loss, fine, claim or proceedings in respect of any injury or damage whatsoever to any property in so far as such injury or damage arises out of or in the course of or by reason of the provision of the hirer.


2.4. It is the responsibility of the hirer to have in place public liability insurance and any other insurances required for the event for which they are responsible. SCA accept no responsibility for any hirer’s equipment, or any other property brought into or left on the premises, and all liability for loss or damage is hereby excluded.

2.5. The use of bouncy castles and other play inflatables will only be permitted where these are being supplied by an insured inflatables business.
3. Licencing
3.1. The hirer must comply with the statutory laws concerning licensing and entertainment provisions relevant to the event and is responsible for contacting Orkney Islands Council’s Legal Services team for advice and any applications for licences that may be required.

3.2. Orkney Islands Council has a licence for all community school halls to allow the public performance of published records, CDs and tapes, whether for educational or public performance purposes such as in class, in assembly, at an evening keep fit class, during the performance of a play, background music and so forth.
4. Health and Safety
4.1. SCA committee members always have access to the hired area. It is SCA’s responsibility, along with the hirer, to ensure compliance with all current Health and Safety regulations.

4.2. SCA will ensure all emergency exits and safety equipment are unobstructed, and the hirer shall ensure that they remain so. It is the responsibility of the hirer to carry out a risk assessment of their activities within the premises and make a copy of this available to the SCA committee on request.

4.3. If deemed necessary due to the nature of the hire, the hirer shall be required to provide a sufficient number of stewards to ensure proper conduct and control at the event. SCA reserves the right to provide or nominate a number of such stewards and attribute the costs occurred to the hirer.  

4.4. The hirer is responsible for the supervision of all attendees associated with the hire and must accept full responsibility for their actions.

4.5. In the event of an emergency the hirer shall comply immediately with the instructions given by the keyholder. SCA accepts no responsibility for any economic or financial loss incurred by such an instance.

4.6. Parents and guardians are responsible for their children at all times whilst on the premises.

4.7. Children are not permitted in the kitchen or on the stage unless directly supervised by a responsible adult. 
5. Damages and Accidents
5.1. In the case of loss or damage to the property, it shall be reported to SCA at the time of discovery, or as soon as possible thereafter using a Damage report form, which can be found in the premises Logbook located in the foyer kiosk.

5.2. Breakages or damage of a smaller nature (i.e. a crockery, table or chair leg, light not functioning) should be recorded on the Breakages and Faults log, which can be found in the premises Logbook located in the foyer kiosk.

5.3. All accidents involving injury to a member of the public must be recorded on an Incident Accident report form, which can be found in the premises Logbook located in the foyer kiosk.




6. Decorations and Displays
6.1. Affixing decorations, signs, notices, slogans, flags, banners, bunting, paintings, pictures or similar by whatever means to any part of the premises (be it external or internal) can only be done with the consent of the SCA committee and requests for this should be detailed in your booking request.

6.2. The use of free-standing screens and/or portable displays is permitted on the understanding that they must not block or conceal any exit or passageway.
7. End of Hire
7.1. The hirer shall leave the areas hired and any equipment used in a clean and orderly state and any property of the hirer shall be removed. If the hirer requires additional time to remove/collect equipment, then this needs to be agreed with and authorised by SCA. Furniture belonging to SCA must be returned to its original position.

7.2. Cleaning equipment and materials are available for use and refuse bags should be placed in the external bin. Any mess outside the premises must also be cleaned up.

7.3. If the hirer fails to leave the areas in a satisfactory clean and orderly condition SCA will make an additional charge to the hirer for the cleaning that was required.
8. General matters
8.1. SCA reserves the right to amend the conditions set out herein and to apply further conditions to any particular hire as it considers necessary and without prior notice.

8.2. Complaints arising out of the hire should be raised with SCA within 24 hours of the hire and confirmed in writing within 72 hours. This can be done by email to scabookings@outlook.com.
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