

	
	COMMUNITY HALL
HIRE AGREEMENT
	


	Date of Event: 
	
	
	

	
	
	
	
	
	

	Agreement 

This Agreement is made on the date above and between Westminster City Council named at (1) (“the Council”) and the Hirer named at (2) (“the Hirer”) whereby is consideration of the sum(s) mentioned at (3) the City Council agrees to permit the Hirer to use the Premises described at (4) for the purpose described at (5) and for the periods at (6) and the Hirer agrees to observe and perform the provisions contained in the “Standard Conditions of Hire” for the time being in force and annexed to this Agreement (an understanding of which the Hirer acknowledges) together with the Special Conditions set out in the Schedule below



	
	
	
	
	
	

	
	
	
	

	(1)  
	WESTMINSTER CITY COUNCIL
	
	

	
	

	

	
	
	
	
	
	

	Address:

	The Greenside Community Centre

24 Lilestone Street
London

NW8 8SR
	
	

	Telephone No:
	0207 245 2861

	
	

	
	
	
	
	
	


	(2) The Hirer
	
	
	

	Surname:
	
	Home Tel No:
	
	

	Forename(s):
	
	
	
	
	

	Address:
	
	Work Tel No:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	

	Name of organisation:
	
	

	
	
	
	
	
	
	


	(3) The Hire Charge 
	
	
	

	Deposit Taken:   £200 
	
	
	

	Hire Charge:    
	Rate £
	
	£
	

	Additional Services:
	
	
	
	£
	

	Total Cost: 
	
	
	£
	

	
	
	
	
	


	(4) The Premises
	
	
	

	including:
	

	
	
	
	
	


	(5) Purpose of Hire
	
	
	

	
	
	

	
	
	
	
	


	(6)  Hire Period and Hours
	
	
	

	
	Day
	Month
	   Year
	
	
	

	Occasional letting:
	
	
	
	
	
	
	From: 
	am/pm
	To:
	am/pm
	

	
	
	
	
	

	Regular letting:
	Every: 
	
	From:
	am/pm
	 To: 
	am/pm
	

	
	
	
	
	
	

	Starting From: 
	
	
	
	
	
	
	TO: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Schedule of Special Conditions

	
	
	
	
	

	The number of people on the Premises shall not exceed [           ]. The hirer is personally responsible for ensuring the number of people on the premises does not exceed capacity during their booking.


	
	
	
	
	


	

	Signed by the Hirer:…………………………………………………………………………



	 Signed by the Authorised Representative 
of the City Council:..………………………………………………………………………….



	
	
	
	
	


STANDARD CONDITIONS OF HIRE
(In these Conditions defined terms have the meanings ascribed to them in the Hire Agreement to which these Conditions are attached).

1. The Hirer shall supply the City Council’s Authorised Representative with full details of the Hiring organisation, the individuals who will occupy the Premises on behalf of the hiring organisation, sponsors (if any) and the purpose for which the Premises will be used.  If at any time it comes to the attention of the City Council’s Authorised Representative that any information given under this condition was or has become incorrect, then the City Council may forthwith terminate the Hire Agreement whereupon the Hirer shall vacate the Premises forthwith.

2. The Hirer shall have non-exclusive use of the Premises and shall have access to the toilet and kitchen facilities. The Hirer is not permitted access to any other parts of Premises save those specified in (4) of the Hire Agreement. 
3. The Hirer will during the period of hiring be responsible for 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; including proper supervision of car parking arrangements to avoid obstruction of the highway.

4. The Hirer or person in charge of the activity on the Premises shall not be under 18 years of age and shall be on the Premises for the entire period of hire or duration of the activity. The person in charge shall not be engaged in any activities which prevents him/her from exercising general supervision.

5. The Hirer shall not permit any other party to use the Premises without first seeking permission.

6. The Hirer shall not trade or allow trading to take place from the Premises.

7. The Hirer shall pay the Hire Charge in (3) of the Hire Agreement in advance and the Hire Charge shall include electricity usage.             
8. The Hirer shall pay to the City Council the cost of repair or replacement resulting from any loss or damage arising from its use and occupation of the Premises however caused or of whatever nature and all equipment and property thereon (whether provided by the City Council or any other body or person). 

9. The Hirer must report all accidents involving injury to the public to the City Council’s Authorised Representative as soon as possible. Any failure of equipment either belonging to the Premises or brought in by the Hirer must also be reported as soon as possible. 

10. (a)
The Hirer may sometimes allow intoxicating liquor to be consumed at private functions, however at all times such functions must be supervised by the Hirer, who will have responsibility to control any excessive drinking by its guests.

(b)
The Hirer shall be responsible for obtaining such licences as may be needed from the Performing Rights Society, from Photographic Performance Limited or otherwise and for the observance of the same.

11. The Hirer shall ensure that the hall is vacated by no later than the agreed time period on the Hire Agreement. Failure to do so will result in the loss of deposit.
12. The Hirer shall ensure that nothing is done on or in relation to the Premises in contravention of the law relating to gaming, betting and lotteries.

13. The Hirer shall not apply or permit to be applied any preparation to the floor of the Premises.

14. The Hirer shall not allow any food to be prepared or consumed on the Premises unless previously approved by the Hirer and subject to such terms and conditions the Hirer may impose in relation to such preparation or consumption and in any event the Hirer shall, if preparing, serving or selling food observe all relevant food health and hygiene legislation and regulations.

15. The Hirer shall ensure that any electrical appliances brought by him to the Premises and used there shall be safe and in good working order and used in a safe manner. Where a residual circuit breaker is provided under terms of PEL or CPL the Hirer must make use of it in the interests of public safety.

16. The Hirer shall make his own arrangements for any additional chairs, tables or other equipment required for the period of use of the Premises and for removing them at the end of the Hire Period.

17. The Hirer shall ensure that any activities for children under eight years of age comply with the provisions of the Children's Act 1989 and that only fit and proper persons have access to the children.

18. The Hirer shall not allow smoking on the Premises or the consumption of drugs or any other illegal substances.

19. 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 and the Hirer must not obstruct or allow to be obstructed the access to any fire equipment or the means of escape from the Premises or lock any of the fire doors while the Premises is being used.

20. The Hirer shall not obstruct or allow the obstruction of any entrances, accessways, communal areas roads or footpaths on the estate (which shall include for the avoidance of doubt the parking of any motor vehicle) and must not hinder or interfere with the use of them by any person or persons lawfully entitled to use them.

21. The Hirer shall not bring or permit to be brought any animals (except guide dogs) onto the Premises or other parts of the estate.

22. The Hirer shall not cause or permit to be caused any nuisance to other occupiers of the Premises or any adjoining premises or other occupiers of the estate.
23. The Hirer shall not affix or display or permit to be affixed or displayed any advertisement to the Premises except in relation to the use of the Premises and such advertisements shall be removed at the end of the Hire Period.

24. (1)
Any dispute regarding the use of the Premises, facilities or equipment or the terms of this Agreement shall be settled by the Westminster City Council Hall’s Officer in the absence of agreement.


(2)
If the Hirer has a complaint regarding any aspect relating to the hire of the Premises, they should notify the City Council’s Authorised Representative at (1) in the Hire Agreement. The City Council’s Authorised Representative shall respond to the complaint within 5 working days. If the matter has not been satisfactorily resolved the Hirer will within 5 working days of the receiving a response from the City Council’s Authorised Representative refer the matter to Westminster City Council Hall’s Officer, who will give due consideration to any representations and whose reasonable decision shall be final and binding.
25. The Premises shall be left clean and in good order and vacated no later than the agreed time and date. The Hirer shall reimburse on demand any costs incurred by the City Council in cleaning the Premises at the end of the Hire Period to ensure that the Premises are sufficiently clean for further hire. At the end of the Hire Period the Hirer and the Trustee will complete the end of hire checklist attached hereto.

26. The City Council will not accept responsibility for damage, or the loss or theft of the effects of the Hirers or users of the Premises.

27. At the end of any Hire Period the Hirer will leave the Premises and the estate in a quiet and orderly manner.

28. The Hirer will at the end of the Period return all furniture and equipment to their original position and will secure all doors and windows as directed (or as directed by the managing agent of the City Council).

29. The City Council reserves the right to revoke without notice the Hire Agreement of the Premises.

30. Access to the hall should be arranged with the City Council’s Authorised Representative at (1) in the Hire Agreement and if required should be collected from the Estate Office and held by the Hirer's Authorised Representative and shall be returned to the Estate Office at the end of the Hire Period or as otherwise agreed in writing. The Hirer will only be allowed to hold one set of keys and shall not or permit the duplication of the keys.

31. The City Council has the right to override, alter, or retake the terms of this Hiring Agreement at its absolute discretion.
Usage

32. The premises are not to be used to promote the views of any political party or group, nor for the raising of funds for any political party or group. Westminster City Council reserves the right to refuse hire if the proposed event is political in nature. 
Cancellation
33. Written notification of cancellation must be received by the Facilities Co-ordinator at least two weeks prior to the event to avoid incurring cancellation charges.

34. The following cancellation rates apply only to bookings where a deposit has been received and applies to all booking groups e.g. Charity, Community and Statutory Groups. 
· Cancellation 14-8 days before the event = retain 10% deposit
· Cancellation 7-1 days before the event = retain 50% deposit 
General one-off bookings for private hire will be the same as deposit bookings above.
35.
Regarding block bookings with Community, Statutory and Commercial organisations who usually qualify for in-lieu deposit procedure, retaining deposits if there is a cancellation is problematic because no actual money deposit is being received. Therefore, if a cancellation is made for block bookings an invoice for cancellation charges will be issued according to the rates below. 

For block bookings and general bookings with local community groups the following cancellation rates will apply:

· Cancellation 14-8 days before the event = 10% total hire charge

· Cancellation 7-1 day before the event = 20% total hire charge 
For Statutory organisations/Commercial block bookings the following cancellation procedure will apply:

· Cancellation 14-8 day before the event = 20% total hire charge

· Cancellation 7-1 day before the event = 30% total hire charge
36.
Written notification of a change of date of booking must be done two weeks prior to the event; otherwise, the above cancellation fees will apply. Irrespective of points 34 and 35. The minimum charge for all bookings cancelled 7-1 days before the event will be £10.
37.
Same day cancellation will result in retention of the entire hire fee plus the relevant charges listed in points 34-36.
38.
For the purposes of this Agreement, "the City Council " means the Lord Mayor and Citizens of the City of Westminster of City Hall, 64 Victoria Street, London SW1 and the benefits and the Corporation shall be entitled under the Contracts (Right of Third Parties) Act 1999 to enforce all rights in its favour against the Hirer including (without limitation) the payments of the Hire Charge.
39.
No Compensation. In the event of an emergency, or where the venue must be
temporarily closed for any reason (including, but not limited to an unforeseeable repair, major leaks, loss of electricity or any other event such as compliance with Health & Safety is compromised, or where we have decided that the hall cannot be used, no compensation shall be due for loss of profits, lost opportunities or cancellation of planned event. However, Westminster City Council shall endeavour to find an alternative hall if possible.

INFORMATION SHEET TO BE GIVEN TO THE HIRER

In the event of a fire, the Hall should be evacuated in an orderly manner using the appropriate exits, and the Fire Brigade called by dialling 999.

The exact location of the Telephone, Fire Exits and Fire Extinguishers must be noted before the Hall is occupied and the manner of opening Fire Doors should be made known to your guests. (A sketch plan showing these is shown on the following page.)
Car Parking

The roads leading to the Hall must not be obstructed. Car parking is not provided with the hire of the hall. Parking is also strictly prohibited around the perimeter of the hall and on the roads of the estate. Parking restrictions apply at all times.   

Consideration for Others

Please ask your guests to leave quietly at the close of your event. Car doors banging and loud talking outside are disturbing to the local residents.

Please leave the Hall clean and tidy. In particular we ask you to ensure that the tables are wiped clean and chairs stacked as required. Failure to do so will result in the loss of your deposit. 
Any comment or observation that you may have regarding your hire should be addressed to the City Council’s Authorised Representative.
In the unlikely event that you are unable to gain access to the Centre at the required time then please call 07767222859. This number is only to be used in an emergency and out of hours.
WE WISH YOU A HAPPY AND SUCCESSFUL FUNCTION

