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Cultural and Community Development Service

Hiring Agreement


Community Centres (Evelyn, Leemore, Lethbridge, Sedgehill and Woodpecker)
One Off Users - Terms and Conditions of Hire
1. 
Purpose of terms and conditions of use 

1.1
Lewisham Council provides access to community centres as a resource to benefit the widest possible range of communities and residents.  The Council aims to provide an environment in which hirers of, and staff working in, community centres are:

· safe from harm

· free from discrimination 

· free from harassment

· able to make full use of the shared facilities of the premises

· fully aware of their rights and responsibilities with respect to each other 

1.2
These terms and conditions set out what is expected of hirers and Lewisham Council to ensure the above can be delivered.  Failure to comply with these terms and conditions of use may result in withdrawal of services or termination of the hire agreement. 

2. 
Applying to use the premises

2.1
Applications for hire of premises shall be made to the Cultural and Community Development Service (Resources Team) via telephone (020 8314 7858) or email (hallsforhire@lewisham.gov.uk). 

2.2
Lewisham Council reserves the right to refuse an application if the intended use contravenes Lewisham Council policies in operation at the time or exceeds the scope of the planning permission for the premises (e.g. trading activities and pay parties).

2.3
Lewisham Council reserves the right to cancel bookings when the premises are required for use as a polling station, rest centre in emergencies, public meetings or are unfit for the intended use.

2.4
Lewisham Council reserves the right to cancel a booking if it reasonably believes that these terms and conditions of hire will be broken by the hirer or by persons associated with the hirer.

2.5
Lewisham Council reserves the right to allow the use of other parts of the premises during the period of hire and to allow for use of all communal areas, by prior arrangement with the hirer.

2.6
Lewisham Council reserves the right to request additional information as it deems necessary and to make enquiries of external bodies so as to satisfy itself of compliance with the current terms and conditions.
3. 
Payments


3.1
The hirer shall pay the stated deposit and fee(s) on, or before, the date(s) shown on the Hiring Agreement and/or subsequent payment instructions.  


3.2
A deposit of £150.00 or £200.00 (depending on the venue hired) is payable.  It is initially held to secure the booking, then held against any loss, damage or issue which may arise from the booking and will only be refunded in full where there is no issue with the booking.


3.3
On confirming a booking, arrangements will be made for payment instructions to be issued to you.  Payment shall be made in the ways described in the instructions.


3.4
Its important that fees are paid on time and in accordance with the payment instruction terms. If you do not pay or fail to contact the Council to either discuss payment or to dispute the fee, then the Council will take action to recover the debt from you, and may terminate your hire agreement forthwith and your booking will be cancelled. 


4. 
Use of the premises

4.1
Hirers must be aged 18 or over.  Proof of age may be requested at any stage during the bookings process. 

4.2
The hirer shall be responsible for:

· the supervision of the premises, fabric and contents

· the care of persons and safety from damage of the premises

· behaviour of all persons using the premises.
4.3
The premises shall not be used, without prior agreement from the Council, for any other purpose or in any other manner than that stated in the hire agreement.  The hirer is expected to occupy the premises in accordance with the space that has been allocated and during the times specified in the hiring contract. 

4.4
The hirer shall not sub-let the premises or use them for any unlawful purpose.

5. 
Insurance 

5.1
The hirer should ensure that it has sufficient insurances and accept full responsibility for and must indemnify the Council against any third party costs, charges and claims or actions arising from their use of these premises. Hirers will be required to produce evidence to the Council that they hold Public Liability insurance with a minimum limit of indemnity of £1,000,000, which must be current for the entire duration of the hire.  Hirers must also ensure that all participants (e.g. entertainers, stallholders, etc) hold current Public Liability insurance in their own right.
 

5.2
Where the hirer is a private individual who might not otherwise hold Public Liability insurance, he/she can apply to the Council for details of cover which may be available at additional cost.  If any proposal for this insurance is accepted, the Policy will only cover the person shown on the Hiring Agreement. No other individual or group will be covered.

6. 
Hours of opening and use

6.1
The premises are generally available for use between the hours of 9am (09:00hrs) and 10.30pm (22:30hrs) Monday to Fridays, 11.30am (11:30hrs) and 11pm (23:00hrs) Saturdays and 1.30pm (13:30hrs) to 10.30pm (22:30hrs) on Sundays.  The times and availability may vary from venue to venue. The premises are not open to any user on bank/public holidays. 
6.2

Hirers are required to strictly observe the start and finish times stated on their hire agreements (which may differ to the hours of availability stated in 6.1); and ensure that all preparation and clearing up relating to an activity takes place within the hiring hours. 

7. 
Maximum capacity

7.1
the maximum for each venue shall not be exceeded. This number is to include the hirer and all of their agents/personnel.  ON NO ACCOUNT SHALL THIS MAXIMUM NUMBER BE EXCEEDED AT ANY ONE TIME.
.

8. 
Facilities 

8.1
Communal/shared areas: All users are expected to respect the fact that in multi-use centres some facilities (e.g. entrances, kitchen, garden, toilets etc) and equipment supplied by the Council (e.g. tables, chairs, cooker, fridge, water boilers etc) are shared and as such must not be used in ways which prevents other users from making full and proper use of those facilities.

8.2
Parking: Where parking facilities are provided vehicles shall not be parked so as to cause any obstruction to exits of the centre or other vehicles. 

8.3
Kitchens: Special considerations should be made to the use of the kitchen which must be treated as a shared or communal space. All users are expected to ensure that the kitchens are used to prepare food and refreshments only and should be left in a clean state.  Special guidance that is issued through the environmental health department concerning the use of kitchens will be issued to all user groups when accessing this area.  Failure to comply with this requirement will result in proceedings to terminate the hire contract.

8.4
Toilet areas: Good hygiene and sanitation in these areas is crucial to public health.  Each hirer must ensure that all toilet areas are used appropriately.  Any damage must be reported to the Council.  Standing on toilet seats, unsanitary use of wash basins and other inappropriate use of the toilet areas is not allowed. 

8.5
Equipment: Centre equipment has been designated for the use of all authorised users of the building.  Each centre user should be given proper instruction prior to use. The hirer shall not alter, remove or tamper with any electrical equipment without the prior consent of the Council.  Use of the premises and its facilities is subject to the hirers accepting responsibility for returning furniture and equipment to their positions.  Items should not be left in areas that could cause harm.  Tables and chairs must be returned to the designated storage areas after each session and should be stacked in ways that do not create a risk of them falling on other centre users or Council staff 

9. 
Use of hirer’s equipment

9.1
The permission of the Council must be obtained before hirer's goods or equipment are left or stored on the premises. 

9.2
All equipment used (especially electrical) must be inspected and tested (where applicable) for safety.  No item of equipment or material must be left in such as way as to cause danger to a centre user, Council employee, contractor or agent. 

9.3
The hirer shall not bring onto the premises anything which may endanger the premises, their users, or any insurance policies relating to the premises. Any items of equipment or article that directly causes an offence to another organisation must be removed and an investigation will be launched.

10. 
Security

10.1
It is a requirement for all hirers to assess risk and take appropriate measures to control admittance to the premises for the duration of the function.

11. 
Health and Safety

11.1
All conditions and regulations imposed by Fire, Police or other relevant authorities in relation to the premises shall be strictly observed.  Nothing shall be done which will endanger the users of the premises or compromise the policies of insurance relating to it or its contents.
11.2
The hirer must act in accordance with current health and safety regulations and all relevant obligations provided by the Health and Safety at Work etc Act 1974, as amended, when carrying out its activity.  If the hirer is an employer they have a duty of care to protect the health, safety and welfare of their employees; as well as anyone who may be affected by the business’s activity when using the premises.  All safety information, instructions, guidance and notices issued by Lewisham Council must be followed at all times.  Additional risk assessments may be requested by the Council as deemed necessary.

11.3
The hirer shall ensure that all food handling, preparation and serving is carried out in line with food hygiene regulations, in a clean and hygienic environment. The kitchen provision is maintained and regularly cleaned in accordance with section 13.2 and the Council cannot accept responsibility for any illnesses or other difficulties relating to food consumption on our premises.

11.4
All users should respect the building by observing good housekeeping and by reporting any defects to the premises (internal or external) to the designated caretaker or reporting it to the Council.  No attempt should be made to repair any feature of the building without expressed permission from the Council. 

12. 
Fire Safety 

12.1
Hirers must take measures to reduce and mitigate the risk and spread of fire on the premises. 

12.2
Obstructions must not be placed in passages leading to fire exits and fire exit routes and all means of escape must be used safely.  Internal fire doors must be kept closed at all times.  Hirers are to ensure that all fire escape routes and fire exits are kept clear at all times and accessible. 

12.3
Fire-fighting appliances shall be kept in their proper places and only used for their proper purposes.
12.4 The means for detecting or warning of fire such as emergency lighting supply, fire alarms and smoke detectors must not be damaged in any way.

12.5 Items of equipment, highly flammable substances and combustible materials must be stored safely and away from sources of ignition, kept to a minimum with unwanted items disposed of periodically.

12.6
Hirers must be aware and follow all emergency procedures concerning ’action to be taken in the event of fire’ on the premises.  The hirer will be made aware of evacuation procedures, the fire assembly point for the premises and be expected to take part in fire evacuation drills where required.
12.7
No unauthorised heating appliances shall be used on the premises.

12.8
No smoking is allowed on the premises.  The hirer accepts responsibility of ensuring that all users of the premises connected with the named activity shall abide by the smoking ban.  Failure to comply with the law will be treated as a criminal offence and as a result of breaking the law on the spot penalties and fines may be imposed. 

13. 
Cleaning and good housekeeping 

13.1
Use of the premises and its facilities is subject to the hirers accepting responsibility for keeping the premises in good order at all times whilst carrying out its function/event/activity. 


13.2
All users shall leave the premises in a clean and tidy condition, which includes the removal of rubbish, sweeping floors, wiping kitchen surfaces and dealing with spillages used during the hirer’s activities.  All other cleaning will be carried out by staff of Lewisham Council (or its contractors).

14. 
Noise and nuisance

14.1
The activity of users shall not generate a level of noise (on arrival or at departure) likely to cause persistent discomfort to nearby residents.
14.2 All noise (including noise perpetuated by any type of music or amplified music) should be kept within the level set by the local authority’s environmental health department.
14.3 Music or amplified sound should not be played on the premises after 10.30pm (22:30hrs) Monday to Friday, 11pm (23:00hrs) Saturday and 10.30pm (22:30hrs) on Sundays.


14.4
Users shall not park their vehicles in a way likely to cause noise nuisance to local residents.

14.5
No litter shall be left on or about the premises that is likely to cause an environmental concern and nuisance to local residents or other premises users.

14.6
No animals shall be permitted on the premises, other than trained assistance dogs. 

15. 
Licenses and entertainment 

15.1
The hirer shall be responsible for obtaining any licences necessary in connection with the booking other than those already held by the Council.

15.2
No musical entertainment (involving charging entrance fees) shall be carried out on the premises.

16. 
Alcohol and tobacco

16.1
No excisable liquors (e.g. beers, wines and spirits) or cigarettes or tobacco may be sold or offered for sale on these premises.

17. 
Betting, gaming and lotteries
17.1
Nothing shall be done on, or in relation to, the premises in contravention of the law as it relates to betting, gaming and lotteries. Persons responsible for activities held on these premises shall ensure that such laws are strictly observed.  


18. 
Acceptable communication
18.1
No publicity, advertisement, tickets or token/vouchers shall be made of the proposed function until the application is accepted and hirers shall not advertise, or permit fly posting, their use of the premises in any way other than by personal invitation unless express permission is obtained from an authorised officer of Lewisham Council.

19. 
Loss or damage to property

19.1
Lewisham Council cannot accept responsibility for damage, loss or theft of the users' and/or hirer’s property occurring during the hire.

19.2
The hirer shall pay the cost of making good any damage to the premises and to furnishings and contents in addition to the obtained deposit, resulting from or arising out of the use of the premises by the hirer.  The Council reserves the right to have any such damage repaired in the way it deems most fitting.

20. 
Equality and Diversity

20.1
No activity shall be carried out on the premises which, in the opinion of Lewisham council, contravenes (directly or indirectly) the Equality Act 2010 (as may be amended from time to time) or any other issue identified by Lewisham Council’s Equality Objectives:

· tackle victimisation, discrimination and harassment

· improve access to services

· close the gap in outcomes for citizens

· increase mutual understanding and respect between communities

· increase participation and engagement


20.2
This will include ensuring equal access to people falling under the protected characteristics identified within the Equality Act 2010:

· age

· disability

· gender reassignment

· marriage and civil partnership

· pregnancy and maternity

· race

· religion of belief

· gender

· sexual orientation

20.3
All user groups are expected to promote equality and diversity by not discriminating unlawfully against any person and by treating each other with respect.
20.4
The hirer must accept that the Council will operate the centre on a secular basis wherein all user organisations are welcome to celebrate and practice their cultures on the premises provided doing so does not mean denying other users similar opportunities, or breach the terms and conditions of use as set out in this document. 

20.5
The hirer shall, when requested, provide the Council with information necessary for it to assess the degree to which premises are serving a diverse range of local people, including details of the equality profile of users. 

21. 
Safeguarding and protecting children and vulnerable adults 

21.1
Child protection is a major priority for Lewisham Council and each organisation working with children at the Centre has a legal responsibility to protect children.  It is the responsibility of the hirer to provide evidence of a safeguarding policy and procedures to protect children and young people, which outlines key responsibilities with regard to good practice, the protection of children, staff checks, handling allegations, training and registration if applicable (e.g. OFSTED and DBS checks).  The specific procedures and arrangements for implementing child protection at the Centre must be negotiated with the Council in the first instance.

21.2
The Council respects the rights of vulnerable adults, and organisations working with vulnerable adults must adopt a policy and implement adequate procedures.  This safeguarding policy and procedures to protect vulnerable adults should be kept on file and made available for inspection on request.  The specific procedures and arrangements for implementing protection of vulnerable adults at the Centre must be negotiated with the Council in the first instance.

21.3
The Council reserves the right to request evidence of nationally recognised accreditations for carrying out activities indicated in the hire agreement.

22. 
Appropriate conduct

22.1
No activity shall be carried out on the premises which, in the opinion of Lewisham Council, could be regarded as obscene, cause offence, compromise the safeguarding of children/young people and vulnerable adults, or cause disruption to other persons using the premises, or is potentially unlawful.
22.2
Users of the centre must not engage in activities or conduct which could reasonably be regarded as bringing the Council into disrepute.  The discovery of evidence of such conduct or activities may cause the hiring agreement to be terminated.

22.3
All communication between users, the Council and the Council’s representatives shall be polite and respectful. 

23. 
Violence, aggression, harassment, victimisation and bullying

23.1
The Council promises to “seek to provide you with the highest standard of customer service.  We will treat you with respect and courtesy and we expect the same from you in return.  Abusive behaviour will not be tolerated.  Any verbal or physical abuse, including sexist, racist or homophobic behaviour, will be challenged and services provided by the Council may be withdrawn and the Hire Agreement terminated forthwith.”

23.2
The hirer is expected to contribute to a welcoming and peaceful atmosphere at the premises by respecting other users, Council staff and its representatives and displaying appropriate behaviour. 

23.3
Individuals, either as hirers or representatives of hirer organisations must not, under any circumstances, oppress other individuals or organisations by reference to their religion, race, sexuality, disability, age, health, educational background, political belief, or other grounds.  This extends to attempting to physically prevent access to the centre or to a shared facility within it and to deliberately damaging or removing another organisation’s property or purposely failing to leave facilities in the condition they were in at the start of a session of use.
23.4
The Council will not accommodate persons with violent, aggressive or bullying tendencies.  Where this has been discovered, the Council will actively identify the problem, take action to prevent escalation and offer support to all parties in resolving issues.  All users must co-operate with finding solutions to difficulties that arise. 

23.5
Lewisham Council will not tolerate violence or aggression perpetrated against its staff, by its staff or between users of the Centre.  This includes the following behaviours:

· physical force

· verbal abuse or threats (with or without weapon)

· rude gestures/innuendoes

· minor/serious/fatal assaults or injuries

· harassment and/or bullying.
23.6
The Council’s aim is to promote a positive, helpful and safe environment for its employees.  Any violent or aggressive behaviour towards employees is taken very seriously.  The Health & Safety Executive definition of work-related violence is “any incident, in which a person is abused, threatened or assaulted in circumstances relating to their work”.  The Council will undertake an investigation of all reported incidents and take appropriate action against the perpetrators.  Violence against employees is a crime, and the Council will work with the police to prevent it.  The Council is determined to bring perpetrators to justice and is fully committed to pursuing legal action where appropriate.  The Council’s “Preventing and managing violence and aggression” procedure (or its successors) will be used in guiding managers to deal with incidents. 

23.7
Where alleged violent or aggressive behaviour against a Council employee, its representative or another user is reported, the Council shall take whatever action it deems reasonable at the time. 

24. 
Confidentiality and Data Collection

24.1
The Council will observe confidentiality in respect of any discussions or disclosures concerning other users or individuals about issues arising from their conduct at the centre except where there is an overriding concern for the users of that organisation. Hirers must be aware of the need to be compliant with the provisions of the Data Protection Act 1998 where relevant.

24.2
The Council reserves the right to obtain additional information about the hirer through marketing, surveys and updating hirer records which the hirer may be under a statutory obligation to disclose, in connection to the Freedom of Information Act 2000 (“FOI”).  Failure to comply may result in the Council cancelling the hire agreement.

25. 
Roles and responsibilities of Lewisham Council

25.1
The Council endeavours to ensure that the centre is a resource for the benefit of as wide a range of local interests as possible within the limitations of space and finance. The Council undertakes to:

· carry out appropriate orientation to the building

· identify any problems that do arise, taking appropriate action including offering support and guidance to resolve matters as quickly as possible

· respond promptly to any matter of concern raised by a hirer or Council employee of the centre

· keep the premises clean and tidy 

· keep the premises safe

· keep the premises adequately maintained

· ensure that the building is welcoming to all users

· ensure (as far as is practically possible) that all users comply with the requirements of these terms and conditions of use when using the centre.
25.2
Any Council employee experiencing concern or dissatisfaction with a hirer or individual has the right to report this to management.  In cases where the employee believes her/himself to be at personal risk, they can report this to management and pursue the matter through the Council’s “preventing and managing violence and aggression” procedure. 

26. 
Reporting of accidents, incidents and disputes 

26.1
The hirer should take appropriate measures to prevent accidents to any persons during the period of hire.

26.2
The hirer shall record all incidents and accidents and is expected to cooperate fully with any further investigation. 

26.3
All hirers should report matters to the Community Premises Officer (via the Community Resources office) in the first instance.  Matters involving the police must be reported immediately.  Your matter will be logged according to the nature of the query and dealt with accordingly.
26.4
Accidents, incidents and near misses should be reported through the caretaker or Community Resources office and the Council must be notified of all such instances.

27. 
Cancellation of hiring agreement

27.1
The Council reserves the right to cancel this Agreement should its financial position make it unable to operate the facilities to which these Rules relate, any deposit and fees already paid for that booking shall be refunded.

27.2
The Council reserves the right to cancel bookings when the premises are required for use as a Polling Station, Rest Centre or Public Meeting or are unfit for the intended use.

27.3
The Council reserves the right to cancel a booking if it reasonably believes that these Rules or the Conditions of Hire will be broken by the hirer or by persons associated with the hirer.

27.4 In the event that the hirer wishes to cancel a booking, a minimum of twenty eight (28)   days notice, in writing, is required.  If a cancellation is received with less than twenty eight (28) days notice then 50% of the deposit will be withheld, if less than fourteen (14) days notice is given then all of the deposit will be withheld. 

28. 
Breach of terms and conditions of use 

28.1
In the event that the hirer breaches any of the terms and conditions and particularly if they breach any safety regulations, then the Council shall be entitled to terminate the whole of the Agreement, with immediate effect.

28.2
In the event that the Council serves such a notice then the hirer shall be entitled to either the return of the hiring fees paid in advance of any cancelled use or such part of these fees as the Council considers reasonable bearing in mind the particular reasons for cancelling the agreement.  This may, in what the Council considers to be serious cases, lead to the withholding of fees by the Council, following the termination of the Agreement.

28.3
Any hirer who is dissatisfied with the cancellation of the Agreement, save for those provisions where it is expressly noted that the decision of the Council shall be final and conclusive, may appeal in writing, within 10 working days of service of the notice to the Community Resources Manager. 
29. 
Comments, complaints, compliments

29.1
Feedback helps the Council to improve the way we do things and learn from where things have gone wrong.  Hirers are encouraged to make suggestions and offer ideas concerning our services, which the Council will take on board where possible.  If you are unhappy with something the Council has done you can complain.  The Council wants to provide a good quality service.  If things go wrong we need to know so that we can put them right.  Equally, we would want you to tell us when you think a Council employee or service has done well.

29.2
In all cases, you can contact The Community Resources team in the first instance and this can be done 

· in person; 

· by telephone: 020 8314 7858;

· in writing to: Community Premises Team, 2nd floor Laurence House, Lewisham Council, Catford Road, London, SE6 4RU; 

· by email to: hallsforhire@lewisham.gov.uk 

· or online through Lewisham council’s website:  https://feedback.lewisham.gov.uk/cus/servlet/auth.Login
29.3
The Council’s complaints procedure outlines the steps to take should you not be happy with the response you receive.  The procedure can be found at http://www.lewisham.gov.uk/mayorandcouncil/Complaints-and-feedback/Pages/default.aspx or by telephoning 020 8314 8974. 

30. 
Variations and additional terms of use

30.1
The Council reserves the right to amend these terms and conditions of hire at any time without prior notice.  All variations should be agreed in writing by the hirer, wilful refusal to agree with Council variations will result in the cancellation of the agreement.
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