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Pewsham Community Centre User Agreement & Guide

Thank you for choosing our Pewsham Community Centre for your event. This document serves as both your terms and conditions of hire and a practical guide to using our facilities. By proceeding with your booking, you agree to comply with all terms and conditions outlined below.

General Terms of Hire
· The hirer agrees to pay all fees as specified when booking 
· The hirer must be at least 18 years old
· The hirer is responsible for obtaining any necessary permits or licenses for their event
· The centre is not responsible for personal property or equipment
· Access is limited to the booked time period
· Set up and cleanup must occur within your booked time
· Cancellations must be made at least 5 working days in advance for a full refund
· Please note that general maintenance of the hall must be undertaken, in this situation we will endeavour to give you a one months’ notice that your booking has been cancelled. You will receive a full refund in this instance.

Prohibited Activities
· Smoking is not permitted anywhere on the premises or on site
· No illegal activities or substances are permitted
· No subletting or transfer of booking rights

Facility Care and Usage
· The hirer is responsible for the proper use and care of all facilities and equipment
· All areas must be left clean and tidy after use
· All equipment must be returned to its designated location
· No modifications or decorations may be attached to walls without prior approval
· Any damage must be reported to admin@cblc.org.uk or 01249 658180 – please leave a message if there is no answer 

Bouncy Castles 
If you plan to use a bouncy castle at your event, please read the Bouncy Castle Booking Agreement here. By continuing with your booking, you are agreeing to the terms outlined in the Bouncy Castle Booking Agreement form. 

Getting Started
Our main hall measures 6m x 10.5m with a maximum height of 2.5m (due to a couple of beams). It can accommodate up to:
· 54 people when arranged with tables in a U-shape
· 84 people when seated in rows
· 68 people with tables and a dance area
· 96 people for standing events or dancing

Available equipment includes: 
· Tables - 15 small ones (76cm × 90cm × 67cm) and 10 large ones (72cm × 90cm × 67cm).
· Chairs
· Wireless speaker system 
· TV Screen 
· WIFI throughout the building
· Kitchen equipment includes a domestic oven, small refrigerator, microwave, kettle, basic utensils, and basic crockery/cutlery)

There are no formally allocated car parking spaces for Pewsham Community Centre but there is a free car park directly outside the building. 

Accessing the Building
We’ll provide you with a key safe code for the centre 3 days before your booking. When entering the building turn the key twice to open the building and disable the alarm. When leaving, simply turn the key twice in the lock to secure the building and activate the alarm.

Disabled access
There is access into the building for wheelchairs and a designated toilet inside. The main approach to the hall and outside space is easily accessible. Assistance dogs are welcome in all areas. 

Setting up for your event
· Please use the hooks on our wooden beams for your decorations (they're placed about a metre apart) and/or only use white tac for wall decorations.
· Keep decorations away from lights and heaters. 

Entertainment Guidelines
To ensure everyone has a great time while respecting our neighbours:
· Music should finish by 22:00 Sunday-Thursday, or 23:00 Friday-Saturday
· Keep sound at a considerate level

Food and Drinks
Feel free to serve food and drinks, keeping in mind basic food safety guidelines. For any event where alcohol will be sold, you must obtain a Temporary Event Notice (TEN) from Wiltshire Council at least 10 working days before your event. This includes events where alcohol is included in the ticket price or provided with a "suggested donation”. 

You can find out more about Temporary Event Notices here: - https://www.gov.uk/find-licences/temporary-events-notice
Apply for a TEN from Wiltshire Council here: - https://www.gov.uk/find-licences/temporary-events-notice/wiltshire/apply

Safety
· Maximum capacity limits must be strictly observed
· Fire exits and emergency access must always remain clear
· The hirer is responsible for the security and safety of all attendees
· A first aid kit is provided in the first aid cupboard in the kitchen
· Emergency procedures can be found on the noticeboard in the centre
· All accidents or incidents must be reported. (You can find details of how to do that in on the noticeboard in the centre)
· For events involving children or vulnerable adults, please ensure proper supervision, protection and necessary DBS checks are in place

When it’s time to pack up
Please help us to look after the centre by following these simple guidelines:
· Return all furniture and items to their original spots 
· Wipe down the tables before storing them away 
· Remove decorations and any white tac
· Mop up any spills and sweep the floor 
· Close all windows and doors
· Switch off electrical appliances at the wall
· Set radiators to number 1
· Empty your bins into the red outdoor bin (you'll find the key in the kitchen's first aid cupboard)
· If the outdoor bin is full, please take your rubbish with you
· Turn off the lights (don't worry about the toilets – they're automatic!) 
· Lock up and set the alarm by turning the key twice
· Put the key back in the key safe

If Plans Change
We understand that sometimes plans change but please note if you need to cancel with less than one week’s notice the full charge still applies.

Need Help?  
If you run into any issues before or during your booking, we're here to help! 

· Email: admin@cblc.org.uk 
· Call: 01249 658180 (Weekdays 8.30pm-4.30pm)
· Emergency out of hours number: - 07557 505140 (please use in an emergency only)
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