@ The Edge Community Centre
Payments Policy
@ The Edge Community Centre will provide
 a desirable and inclusive community venue of choice
 to enable organisations and individuals
 to partake in a wide range of recreational and social activities.
Introduction

The Coopers Edge Trust, the custodians of the @The Edge Community Centre, are committed to providing the best value and the best possible level of service to its customers and service users. The Trustees, volunteers and staff work very hard to build positive relationships with all users of the facility.  The Trust has implemented the following policy to ensure that the community centre can continue to provide the best service possible. 
To do this we ask all hirers to pay invoices promptly. 

· The hiring fee shall be paid to @ The Edge Community Centre within 15 days of receipt of invoice for Regular hirers, & within 30 days of receipt of invoice for One Off Hirers. 
· If payment is not received in a timely manner, CET may cancel the booking.
· A refundable deposit of £30.00 is payable for all commercial/private hires that require key access. This will be refunded upon the return of keys at the end of the period of hire or kept if left in an unsatisfactory way. 
· The payment of a deposit does not negate the liability and responsibility for the hirer to pay for any damage sustained to the building or fixtures and fittings therein. 
· For private one off hires this deposit will be returned upon satisfactory inspection by the CET after the event. 
· Special arrangements may be made for payment for multiple bookings at the discretion of the CET.
· Charges may be liable to be increased at the CET’s discretion at any time.  
· Fees are available on request or can be found at www.attheedge.community 
· The decision of the CET as to whether or not the accommodation is left in a suitable condition within the meaning of this Clause shall be final and binding on the Hirer.
· An out of hours call out charge will be payable if the security alarms are activated by the hirer which initiate the attendance of the community centres security monitoring company. Call out fee £70.
· All payment must be made online to @The Edge Community Centre, Lloyds Bank, Sort Code 30-95-72 Account Number 41743060
· Late payment reminders will be triggered after set amount of time.
· 10 days, reminding clients payment is due.
· 15 days, reminding clients payment is still due.
· 30 days, reminding clients payment is now overdue by 30 days. If payment is not made promptly this may jeopardise future bookings.
· 50 days, reminder sent with Final Warning. This reminder will stay that if payment is not made within the next 10 days the clients regular hire booking will be cancelled. No future bookings will be accepted until the debt has been cleared. 
· If payment was made after 60 days, we will discuss future bookings with Hirer. This may include a clause that all future bookings will need to be paid for in advance.
· 90 days late. This debt will be passed onto a debt collection agency/small claims court within the next 14 days to recover the moneyed owed. No future bookings will be taken for this client. 
· Late payment reminders will come out automatically via Xero. After 30 days Emails will also be sent from lettings@coopersedge.gloucs.sch.uk to remind hirers of payments due & to discuss any issues they may be having with payments.

[bookmark: _GoBack]This policy is due for update October 2025 & will be updated/amended when needed.
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