Ripley Arts Centre

CONDITIONS OF HIRE – Applicable to all bookings and forms an integral part of the Booking & Confirmation Form.

The following rules are listed to clarify the services available to and responsibilities of Hirers of Ripley Arts Centre:-
1
The Warden will request a Schedule of the requirements of users setting out the number of chairs and tables that may be needed by each Hirer. If any alterations are made concerning room layout or furniture requirements, please notify the Warden so that his Schedule may be updated. Please note that fire regulations limit the maximum number of persons who may be present at any one time in each of the rooms.
2
The time of entry and departure to and from the premises must adhere to the times booked.  The Warden will he available ten minutes before the starting time of a hiring period in order to set out additional furniture if required, and answer any queries that may arise. The Warden will be available at the end of a hiring period. Different arrangements are made for concerts, weddings and receptions: additional conditions of hire may apply.
3
Hiring time is taken from the time the first person arrives until the last person leaves the building. 

4
If the Kitchen has been booked, cups/saucers/plates and glasses will he found in the kitchen cupboards. Please record any breakages on the list inside the cupboard so that replacements can he purchased and the stock maintained. Charges relating to breakages are displayed in the cupboard.  With regard to tidiness and cleanliness, we ask that you leave the kitchen as found with all used items being washed and returned to cupboards.
5
We ask for your co-operation in leaving the rooms in a reasonable state of tidiness so that they can be prepared for the next user.  Please kindly pick up litter from the floors and store all rubbish in black plastic bags, placing them in the bins provided on the premises along with empty bottles. 

6
In order to maintain good relations between Bromley Arts Council and neighbouring premises, we ask you to park cars 'thoughtfully' and to leave the premises in a manner not to cause disturbance to our neighbours, particularly at night.

7
No smoking is allowed on the premises (except in the Garden).  Candles are not to he used in any rooms, except by prior agreement. Please do not place Sellotape or ‘Blu Tack’ or marking of any sort onto any wall or door.

8
Parents of children arriving at Ripley should ensure that the class teacher is at the Centre before departing. Hirers are reminded that they are responsible for the full-time supervision of any children attending their events until the last child has been collected or has left the premises. Please also be aware ball games are not permitted in the gardens. 
9
Please ensure that, out of consideration for the Warden, you vacate the premises at the end of the hiring period stated upon your booking confirmation form. In any event all persons must leave the premises by 10.45p.m. at the very latest.

10
No alcoholic drink is to be sold on the premises unless a Licence has been obtained by the Hirer. 

11
All accidents to persons are to be reported to the Administrator.

12
It is the responsibility of the Hirer to steward events to which the general public are invited.  Please ask the Administrator for a copy of the information note entitled ‘Management of Public Entertainments’.

13 Hirers who involve children in their activities must have drawn up and operate a Child Protection Policy.

14 Facilities for the disabled are available, but only on the ground floor at Ripley.  Please contact the Warden or the Office if you need these facilities.

15 Our Insurers advise that ‘organisations should also have their own public liability insurance to cover their activities and any damage they may negligently do to’ our ‘ building or other property.’ This is not at present a requirement, but you should be aware that our insurer might seek to recover from you costs incurred from a claim by us on our insurance policy; we have no control over this. 
16.  CANCELLATION CHARGES 

1. If a single booking or day conference is cancelled 

a. within thirty days of the hiring date, the hirer will be liable for the full charge; however, if the cancellation is due to illness or exceptional weather conditions, while the hirer will still be liable for the full charge, every effort will be made to accommodate a replacement booking of that session within that current period or term of bookings @ 25% off the normal charge.
b. One re-scheduling of a booking that  needs to be cancelled, for reasons other than the above,  within the 30 day notification period may be booked at a discretional discount providing the re-scheduled date falls within one month of the original booking date and subject to availability.  If this subsequent booking is cancelled the hirer is liable to pay the full discounted rate for that subsequent booking.  



2. If a series or part of a series of bookings is cancelled 

a. giving less than thirty days’ notice, the hirer will be liable for the full charge for the first cancelled date only; however, if the cancellation is due to illness or exceptional weather conditions, while the hirer will still be liable for 
the full charge for the relevant date, every effort will be made to arrange a replacement booking of that session within that current period or term of bookings @ 25% off the normal charge.
 

b. One re-scheduling of a booking that needs to be cancelled, for reasons other than the above,  within the 30 day notification period may be booked at a discretional discount   subject to availability, providing the re-scheduled date falls within two months of the original booking.  If this subsequent booking is cancelled the hirer is liable to pay the full discounted rate for that subsequent booking.  


3. If a wedding or function booking is cancelled the deposit will always be forfeited; additionally, if the cancellation is 
 

a. less than two months but more than two weeks in advance, 50%;

b. less than two weeks in advance the hirer will be liable for the full charge.
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THANK YOU FOR YOUR CO-OPERATION, WHICH IS MUCH APPRECIATED AND WILL HELP US TO

            ENSURE THE SMOOTH RUNNING OF RIPLEY ARTS CENTRE FOR THE BENEFIT OF ALL.
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