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 SEQ CHAPTER \h \r 1Rules and Conditions for the use of 

The Rockingham Centre

Effective from August 1st 2013
This document contains the rules and conditions which must be followed by any hirer of The Rockingham Centre (“the Centre”).  Any hirer in breach of any of these rules and conditions will be liable to forfeit all use of the facilities without refund.  See also section M below.

The Rockingham Centre comprises the whole site, including sports grounds and pitches and the permanent buildings.  It is under the control of, and operated by, the Forge Community Partnership.

Any questions about the interpretation of these rules and conditions must be referred to the Company Secretary, who may refer them to the Management Committee.

Definitions
In this document the following terms are used:

Bookings Officer/ Premises Person:  person appointed by the Forge to manage bookings of the Centre

Grounds person: person appointed by the Forge to undertake caretaking duties at the Centre

Centre Manager: person appointed by the Forge to manage the Centre

Company Secretary: the Forge’s Company Secretary

Designated Premises Supervisor: person appointed by the Forge responsible for supervision of the Bar

Forge: the Forge Community Partnership

Hirer: any individual, group, organisation, club or team hiring any part of the Centre

Management Committee: committee appointed by the Forge to oversee the management and operation of the Centre

The premises: the whole of the Centre including sports grounds and pitches and the permanent buildings.  

Commitments

The Forge is committed to helping local groups, treating each group fairly and equally, providing the facilities booked, developing their members, providing at least five days notice in respect of any changes to the booking unless due to unforeseen circumstances, and working in partnership with the local community.

Hirers are committed to treating the premises with respect, reporting any problems, paying any invoices on time, requesting any changes to the agreement in writing with a minimum of 5 working days notice and working in partnership with the staff of the Forge responsible for the Centre.
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	A. General conditions for hiring of the Centre

	1. Applications for use of the Centre shall be made to Bookings Officer.  The right to refuse any application for the use of the Centre facilities is reserved by the Forge.

	2. No booking is confirmed until both the Forge and the hirer have completed the booking form, and the hirer has agreed to these rules and conditions. 

	3. Any changes in the booking requested by the hirer and agreed by the Bookings Officer must be confirmed in writing by the hirer at least five working days prior to the booking taking place.  Any changes to the booking request without five days notice will be made at the discretion of the Bookings Officer.

	4. The Forge reserves the right to cancel any booking at short notice due to unforeseen circumstances, but will normally give at least five working days notice prior to the booking taking place.   In reserving the right to cancel the booking due to unforeseen circumstances or because the facilities are otherwise required the Forge will not be held liable for any losses whatsoever incurred by the hirers as a result of the loss of use of the facilities.

	5. The Hirer shall, on making the booking, inform the Bookings Officer of their requirements as to the provision of refreshments, of kitchen facilities or of the availability of the bar (see also Section J) and shall be responsible for any extra charges thereby incurred.

	6. Hirers are required to adhere to the Authority’s Policy for Equality and Diversity.  Copy available on request from the Bookings Officer.

	7. Hirers, including football, cricket and other sporting teams and visitors should park their vehicles in the appropriate car parking area.  Vehicles must not be parked on or near the playing surface or on the grassed areas.  Hirers shall ensure that vehicles are parked so as to avoid the blocking of footpaths or entrance gates or the highway.  Hirers shall be liable for any damage caused by the parking of cars of people attending their activity.

	8. The main hall has maximum capacity of 300 people standing, including helpers and performers, and on no account shall this number be exceeded.

	9. The Centre Manager, or his representative, shall be the final authority in all matters appertaining to the use of the any part of the premises of the Centre.

	B.  Liability and Insurance

	1. The Hirer shall, during the period of Hiring, be responsible for supervision of the premises, protection of the fabric and contents, safety from damage however slight, and for the behaviour of all persons using the premises whatever their capacity.

	2. The Forge and its Officers, Agents or Servants will not, under any circumstances, accept responsibility of liability in respect of any damage to, or loss, theft or removal of property, articles or things whatsoever placed or left in the grounds or accommodation by hirers or other persons, and the hirers shall indemnify the Forge and their Officers, Agents and Servants from and against all claims demands, actions and proceedings in respect of any such loss, theft or removal or any loss sustained by any person in consequence of such damage, theft or removal.

	3. The hirer shall have public liability insurance with a minimum indemnity of £1,000,000 for each and every claim and shall agree to indemnify the Forge against any claim other than that arising out of negligence on the part of the Forge.  The hirer, if requested, shall produce evidence of insurance prior to the booking or event. 

	4. Hirers will be responsible for any damage to or loss or theft of any equipment or accommodation provided by the Forge, and shall repay to the Forge, on demand, the cost of reinstating or replacing any equipment or accommodation which shall be damaged, destroyed, stolen or removed during the period of their letting.

	5. The hirer shall, be responsible for making arrangements to insure against any third party claims which may lie against any organisation whilst using the Centre. (The Centre is insured against any claims arising out of its own negligence).

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

	7. Anyone entering or using the Centre does so at his or her own risk, and the Forge accepts no liability in respect of any loss, damage or injury, howsoever caused.

	8. The hirer shall, if selling goods on the Centre premises, comply with the Fair Trading Laws and any local code practice issued in connection with such sales.  In particular, the Hirer shall ensure that the total price of all goods and services are prominently displayed, as shall be the organiser’s name and address, and that any discounts offered are based only on Manufacturers’ Recommended retail prices.

	C. Payment

	1. Payment will be required in two parts.  Once a booking is made a non-refundable deposit is required to secure the booking. The balance for the event shall be paid in full 7 days prior to the booking being held.

	2. The Forge will review booking fees annually in March each year. 

	3. Invoices for payments where (purchase orders held) will be distributed immediately after the hire and in not more than 7 days.

	D. Additional Costs

	1. Charges for bookings do not include direct costs relating to security, excess cleaning and use of specialist equipment.  All these service can be arranged in addition to normal booking requirements, upon request, and subject to the agreement of the Centre Manager.

	E. Behaviour

	1. For the purposes of the hired activity, a named responsible adult (aged 18 or over) must accept responsibility for the supervision for all persons invited to enter the Centre for the period of the letting.

	2. Hirers are responsible for the conduct of everyone attending their activity, including players and supporters, and must ensure that during the period of hire no offence is caused to the neighbouring households and community.  In particular, noise levels must be contained to a reasonable level at all times and after 12.00 midnight no noise shall be audible outside the perimeter of the premises.

	3. Smoking is strictly forbidden in all areas of the building. For smokers who wish to use the outside premises, any debris caused by smoking such as used cigarettes, packaging, etc. must be removed.  Failure to do so may incur additional cleaning costs.  Where a hirer’s activity predominantly involves young people, it is the Forge’s policy that smoking should be strongly discouraged.

	4. The intention to consume food and drink anywhere on the premises must be stated on the booking application form as these tend to cause excess debris and cleaning.  Consumption must only be in the agreed areas. 

	5. The litter bins provided must be used; otherwise the hirer must remove any excess litter. 

	6. Any area hired must be left as it is found in a clean and tidy state, and any equipment returned to its original place.

	7. No open fires, candles or unauthorised electrical equipment shall be used on the premises.

	8. No indecent or immoral activity is permitted on the premises.

	9. No betting gambling or gaming is permitted on the premises.

10. If the hirer wishes to provide public music, dancing or other public entertainment outside hours of that held by the Forge they must obtain the relevant licence.

	F.  Access

	1. New hirers will receive a short induction prior to the first booking from the Centre Manager or Caretaker.

	2. Hirers MUST complete the signing in and out sheet held by the Caretaker an situated in Entrance

	3. The Caretaker will open the booked space 5 minutes before the booked time and lock up 5 minutes after the booked time.  Any abuse of this will incur additional costs to the hirer.  Therefore, all periods of hire are inclusive of setting up and clearing away time. This should be borne in mind when making bookings.

	4. Only the areas / rooms as stated on the booking form are to be used by the hirer.

	5. It is the hirer’s responsibility to ensure that its members do not stray into the areas other than those booked.

	6. Unless pre-booked, hirers may not use any Centre equipment.

	7. Entry and exit routes will be nominated when the booking is made, hirers must not use other routes as they may be alarmed.




	G.  Health and Safety

	1. Access into areas or use of equipment which not booked is in contravention of the Centre’s Health and Safety Policy, and will lead to withdrawal of facilities.

	2. Any equipment, electrical or otherwise brought into the premises by the hirer must be restricted to those items referred to on the booking form and agreed by the Centre Manager.  All electrical equipment must comply with the Electricity at Work Regulations 1988 and be portable appliance tested (PAT) and evidence of this will be required.  

	3. Groups which children attend will only be let specialist areas (e.g. changing rooms) if they can provide evidence of suitable qualifications: e.g. CRB checks and a Safeguarding Policy.

	4. Hirers are responsible for providing their own first aid trained staff.

	5. The sale of any food and drink anywhere on the premises must comply with food hygiene regulations and where necessary proof of Food Hygiene qualifications will be required.

	6. The buildings are not to be used for the preparation of food or drinks (including tea/coffee, etc) or the storage of perishable substances, without written permission from the Centre Manager.  Clubs must first register with the Environmental Officer under the Food Premises (Registration) Regulations 1991 before written permission will be considered.  

	7. All conditions attached to the granting of the Centre’s Public Entertainment Licence or other licenses shall be strictly observed.  Nothing shall be done which will endanger users of the building, and the policies of insurance relating to it and its contents, in particular:

i. Obstructions must not be placed in gangways;

ii. The emergency lighting must be turned on during the whole time the premises are occupied, and must illuminate all exit signs and routes;

iii. Performances involving danger to the public shall not be given;

iv. Highly flammable substances shall not be brought into, or used, in any part of the premises.  No internal decorations of a combustible nature (e.g. polystyrene, cotton etc) shall be undertaken or erected without the consent of the Centre Manager;

v. No unauthorised heating appliance shall be used on the premises;

vi. The First Aid Box will be readily available to all users of the premises.  The Centre Manager shall be informed of any accident or injury occurring on the premises which must be entered into the accident book within 24 hours.

	8. High-risk areas (sports areas, etc.) will only be let once the hirer has consulted with the Centre Manager and a nominated party.

	H.  Fire Procedures

	1. In the unlikely event of a fire, the Centre evacuation procedure must be followed (copy attached).

	2. Hirers must keep a register of who is on the premises at all times.

	3. Hirers must ensure that they have a nominated adult as fire marshal and who is aware of all fire exits and the fire procedure.

	4. The Fire Brigade shall be called to any outbreak of fire, however slight, and details of the occurrence shall be given to the Centre Manager.

	5. Fire – fighting apparatus shall be kept in its proper place and only used for its intended purpose.

	

	I.  Antisocial Behaviour

	1. Should the hirer suffer any incidents of antisocial behaviour from non-group members whilst at the Centre, the procedure to be followed is:

	· Non-urgent incidents such as unwelcome visitors who have now left the premises: phone the community police officer, on 01226 736457

	· Ongoing incidents that prove to be a continuing threat: should be reported to South Yorkshire Police on 01142 202020.

	· For emergencies such as witnessing acts of violence: call 999.

	2. Whilst any hirer is on site using Centre facilities, the Centre Manager or Caretaker will be available to advise on any course of action relating to antisocial behaviour.

	J.  Alcohol and the Bar

	1. The Forge holds a Premises Licence for the sale of alcohol at the Centre, and has appointed a Designated Premises Supervisor (DPS).

	2. Hirers wishing to have the facilities of the Bar available during their period of hire must indicate this when making their booking, and an additional booking fee may be chargeable.  In addition, no booking of the Bar will be confirmed until the DPS has agreed to it.

	3. Hirers must not under any circumstances sell, or allow others to sell, alcohol in any part of the premises of the Centre.

	4. Hirers must not bring alcohol onto any part of the premises of the Centre without the agreement of the Centre Manager.

	K.  Football, Cricket and Sports Grounds and Changing Accommodation

	The following conditions apply additionally for the hire of football, cricket and sports grounds and use of the changing accommodation at the Centre:

	1. Football and cricket grounds are let on the understanding that the Forge will not entertain any claims in respect of personal injury which may arise from the use of or the condition of the ground or otherwise.  It is the responsibility of the hirer to check the playing surface before commencement of play for objects or defects that may have the potential to cause injury to players, officials or spectators.

	2. The Centre Manager, or his representative, is authorised to prohibit play if, in his opinion, it would from any cause be detrimental to the playing surface.  Further, it is the responsibility of the hirer to act in accordance with the Rules and Bylaws of the Football / Cricket /Sports Association under whose authority the relevant competition / league is organised relative to such contingency.

	3. Pitches will only be allocated when the necessary charges have been paid in accordance with the current scale of charges approved by the Forge.

	4. Sub-letting of grounds is strictly forbidden.

	5. The charges levied are for approved League and Cup games only.

	6. The Forge will assume responsibility for the provision and repair of goal posts, as necessary, but goal nets and corner flags must be provided by the hirer.

	7. Initial marking out of the pitch will be carried out by the Forge; thereafter it is the responsibility of the hirer to maintain all marking to the satisfaction of the referees or leagues.

	8. There will be no refunds given on monies paid for the hire of a pitch if the hirer defaults on its fixture list, or withdraws from the League.

	9. Mobile floodlights must not be used without approval from the Centre Manager.

	10. Fees for the hire of the pitch / facilities must be paid prior to the start of the season / event.  Failure to pay the fees will result in the use of the pitch / facilities being withdrawn.


	L.  Responsibilities of Forge staff

	1. Either the Centre Manager or Caretaker will be responsible for the unlocking of the building.

	2. Either the Centre Manager or Caretaker will be responsible for ensuring that all groups sign in and out and note any problems.

	3. Whilst the group is on site the Caretaker is available, however he/she will be performing other duties.

4. Either the Centre Manager or Caretaker will be responsible for ensuring that all areas are correctly used and left as they have been found.

	5. The Caretaker does not have the authority to make any changes to bookings, all enquiries should be directed to the Centre Manager.

	M.  Problems

	1. The attached evaluation form should be used to report any problems and returned to the Centre Manager as soon as possible.

	2. In instances of any of these rules and conditions being breached by a hirer the following procedure will come into effect:

	a) A meeting with the Centre Manager to determine the problem (verbal warning);

	b) Should the problem persist, a formal written warning will be issued;

	c) If the problem cannot be resumed and continues, the Forge reserves the right to cancel any future bookings with the hirer.

	3. Where a breach of these rules and conditions is particularly serious, the Forge reserves the right to terminate a booking with immediate effect.


Appendix 1:  Centre Evacuation Procedure 

Appendix 2:  Evaluation Form

Appendix 3:  Current Forge staff

The staff occupying the posts described in this document are, as at August 1st 2013:

Grounds Person: Chris Hopkinson
Maintenance Person: David Taylor
Premises Person: Martyn Hall
Company Secretary: Neil Spencer, 01226 743288
Designated Premises Supervisor: Martyn Hall, ……………..
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