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This guide tells you what you need to know to book Calton Heritage and Learning Centre. To obtain a booking form contact bookings@thenuecommunities.co.uk or ask for one at reception. 

	
UNDERLYING PRINCIPLES 

	
· Centre staff will actively seek to promote and provide use by local groups and organisations and will aim to take bookings that have an obvious benefit to the local community. 

· Priority will be given to not for profit community groups, bringing benefits to the local community

· Activities organised, funded or supported by the board and which promote activities for children/young people, activities for older people, health, participation, education and social activity will be given priority 

· Charges will be fair and proportionate and shall reflect the commitment of the management to access for all. They will also reflect the necessity for the centre to operate within a balanced budget.

· We will not discriminate on grounds of race, nationality, gender, sexual orientation, disability, spiritual beliefs, or age. 

· We have a wish and an obligation to be 'good citizens' and we retain the right to not accept bookings for, or to terminate an agreement with, any hirer that in our view puts our good name at risk.


	HOW TO BOOK THE HALL FOR FUNCTION HIRE

	
1. Requests for a let must be made in writing using the booking form which can be obtained electronically or directly from the reception office.

2. Bookings for private functions will be held provisionally for a period of two weeks by which time a non-returnable deposit of £50 must be paid to secure the booking. 

3. All bookings must be paid in full no less than two weeks in advance of your let.

4. If your event is less than two weeks from the date of booking, full payment is required.

5. If you cancel your booking, you must give at least two weeks notice. Cancellations with less than two weeks notice will not be refunded (except in exceptional circumstances as agreed by the Centre Manager)

6. If Thenue Communities needs to cancel your booking for any reason, we will refund your payment or negotiate an alternative date for your booking.

7. Additional requirements must be requested at the time of booking. Unless permission is granted a let does not include the use of centre equipment, storage or use of the kitchen.

8. Private evening functions start with access at 6pm and the building must be vacated by 12.30am. The minimum charge is £220. 

9. The hall is available for children’s birthday parties for a flat fee of £100. This provides a three hour let which includes a half hour for set up, a two hour party and a half hour clear up. Additional hours are subject to availability and will be charged at our hourly rate. Additional hours must be pre-booked.

HOW TO BOOK FOR ROOM HIRE

1. Requests for room hire must be made in writing using the booking form 

2. Room hire bookings will be invoiced after the event or on a monthly basis (long term lets)

3. Cancellations must be made five working days in advance of the hire date

4. Cancellations made with less than five working days notice will be charged the full booking fee.

INFORMATION ABOUT PRICING – There are two pricing Categories

	

	
1. Community 
· Private Groups/individuals will be eligible to book the centre for private functions under this rate. 
· Local funded organisations are eligible under this rate if they agree to provide monitoring information about their participants. This information is limited to postcodes and number of participants taking part. 
2. Voluntary Sector 
· Groups who receive substantial funding and who come from out with the area are eligible under this rate. 
· Groups/Organisations that contribute to the area by providing a needed/desired service are eligible under this rate if they agree to provide monitoring information about their participants. This information is limited to postcodes and number of participants taking part. Where individuals/groups or businesses wish to use the centre for personal gain or profit. Applications will only be considered where accommodation is available.


Charges 

	Room Hire
	Hourly community Rate
	Hourly Voluntary Sector Rate
	Hourly Evening Rate
 (after 6pm)
	Includes

	Main Hall
Max 80ppl
	£30
	£48
	
	I.T, Projector/sound & Flipchart

	Half Hall (Large Section) Max 35ppl Cabaret Style
	£24
	£32
	
	I.T, Projector/sound & Flipchart

	Half Hall (Small Section) Max 25ppl
	£19
	£27
	
	I.T, Sound & Flipchart

	Kitchen
	£9
	£13
	
	Use of equipment/dishes

	I.T Suite
	£19
	£22
	
	Access to I.T, T.V, printer

	Back Office
	£19
	£22
	
	Access to I.T/Projector

	Training Room
	£27
	£27
	£17
	I.T, Projector/sound & Flipchart

	Board Room
	£27 
	£37
	£22
	I.T, Projector/sound & Flipchart

	Tea/Coffee
	£1.20
	£1.20
	
	Per person per serving

	Tea/Coffee/Biscuits
	£1.70
	£1.70
	
	Per person per serving



Three Hour Children’s Party: Flat Fee of £100

Please Note: The three hour booking includes 30 minutes of set up time, 2 hours for the party and 30 minutes clear up time. Extra set up time must be booked at a rate of £30 per hour. 

Saturday Night Function: Flat Fee of £220 

Please Note: Access at 6.30pm for Set up. Hall must be cleared by 12:30am. Extra set up Hours must be booked at a rate of £30 per hour


Capacity: Capacity for each room depends on the set up requirements, i.e. Theatre Style, Cabaret Style etc… 

 


	TERMS AND CONDITIONS

· Customers are responsible for carrying out a risk assessment for their particular activities delivered during their let.
· Access to the premises will only be permitted at the time shown on the booking confirmation (includes setting up/down) and lessees must be clear of the premises by the finishing time shown on the booking form. Any additional use of the premises either before or after the confirmed times will incur additional charges (if premises are not vacated by the designated time on application form a  minimum charge of 1 hour @ the relevant rate per hour will be charged
· Person In Charge: The person named on the booking form as the person in charge must be in attendance for the duration of private functions and must be over 25 years of age 

· Ratios ; where the centre has been booked for an event involving children/young people under 18 years of age a ratio of 1 adult to 8 young people must be adhered to at all times. It is the responsibility of the lessee to ensure that all statutory requirements are adhered to.
· Accounts; payment for occasional use of Calton Heritage and Learning Centre must be received in full 14 days prior to an event taking place. Longer term lets will be invoiced and should be settled within 30 days. 

· Smoking :There will be no smoking anywhere on the premises and smokers must be 5 metres from the building entrances if smoking outside 

· Catering: Food should only be prepared on the premises with the prior approval of the Centre Staff. Strict conditions apply which will be advised at time of booking. 
By booking a let with us you accept full responsibility for all foods you bring onto the premises and will ensure compliance with Health & Hygiene codes of practice.

· Alcohol: The consumption of alcohol is strictly prohibited except for approved events either organised by the board of directors or where it is a licenced event. No licensed event will be approved if other users are in the building at the same time. The lessee will be expected to comply with the conditions of the license.

·  Damage: Any damage to the property or equipment will be the sole responsibility of the person named as person in charge on the letting application. Notification of any damage should be made to centre staff immediately. Charges may be levied at the discretion of the board 

· Accidents: In the event of an accident it is your responsibility to ensure that the injured person receives appropriate medical attention and that there is adequate supervision of other members of the group. All accidents should be recorded in the accident report book obtained from the Centre Manager or the Facilities Officers. 

· First Aid: a first aid box can be obtained from the reception office.

· Health and Safety: Fire exits must be kept clear at all times. It is the responsibility of the lessee to ensure that an accurate tally of the numbers attending is kept in the event of a fire drill or emergency and to advise members of the fire safety procedures. Copy of procedures will be included in confirmation of let. 

· Child Protection: any group or individual working with children/young people must ensure the protection of children and young people throughout the let. Your child protection policy should be provided upon request by Thenue Communities.

· Risk Assessment: It is the responsibility of the lessee to carry out risk assessments in relation to the activities they provide within the CHLC

Cancellation: To cancel or amend a room hire,  5 working days’ notice must be given .The full letting charge will be incurred if the required notice is not given. The Centre, should they need to cancel your let, will endeavour to give more than 1 weeks’ notice should for any reason your let need to be cancelled. Cancellations of bookings paid in advance such as licenced events and family functions require a minimum of two months’ notice before a refund will be considered (except in exceptional circumstances where a refund will be at the discretion of the Centre Manager). If a refund is agreed, it will not include the £50 deposit which is non-returnable.
· Storage and cleaning: The use of storage or equipment is prohibited unless permission is specifically granted. Rooms must be left as they are found with furniture and equipment returned. Litter must be removed and tables cleaned if necessary 

· Lets for Martial Arts/contact Sports: will be granted only to bona fide organisations recognised by the Scottish board of Control for Karate or the Martial Arts Commission 

· Equipment: it is the lessees responsibility to ensure that any equipment that is brought onto the premises meets current safety legislation 

· Lost Property: The committee does not accept responsibility for the loss of property belonging to users 
· Decorations: The use of blue-tack or cello-tape on the centre walls is strictly forbidden.

· Age restrictions: The CHLC will not accept bookings for 13th, 16th 18th birthday parties. All children under the age of 18 years must vacate the premises by 10pm at the latest during licenced functions. 

· Parking: Parking is NOT permitted on the pavement area outside the main entrance except to load/unload a vehicle. 

It is the responsibility of the person booking the let to convey the conditions of let to all individuals participating in or attending the event. Any contravention of these conditions or code of conduct may result in the lessee being asked to leave and the event being stopped
	
Code of Conduct 

1. Those attending any event within the centre must at all times comply with any instructions given by Centre Staff in relations to health, safety and security matters

2. Individuals must not cause offence and are required at all times to be considerate and respectful towards others. Offensive or intimidating language or behaviour should not be used

3. All individuals involved in the centre are require3d to act in a way that is compliant with the law

4. Individuals attending the centre must not be under the influence of alcohol. The consumption of alcohol is strictly limited to licensed events.

5. Noise Level must be kept at a level so as not to interfere with other activities in the centre.

	TERMS AND CONDITIONS

· Access to the premises will only be permitted at the time shown on the booking confirmation (includes setting up/down) and lessees must be clear of the premises by the finishing time shown on the booking form. Any additional use of the premises either before or after the confirmed times will incur additional charges (if premises are not vacated by the designated time on application form a  minimum charge of 1 hour @ the relevant rate per hour will be charged
· Person In Charge: The person named on the booking form as the person in charge must be in attendance for the duration of the let and must be over 25 years of age 

· Ratios ; where the centre has been booked for an event involving children/young people under 18 years of age a ratio of 1 adult to 8 young people must be adhered to at all times. It is the responsibility of the lessee to ensure that all statutory requirements are adhered to.
· Accounts; payment for occasional use of Calton Heritage and Learning Centre must be received in full 14 days prior to an event taking place. Longer term lets will be invoiced and should be settled within 30 days. 

· Smoking :There will be no smoking anywhere on the premises and smokers must be 5 metres from the building entrances if smoking outside 

· Catering: Food should only be prepared on the premises with the prior approval of the Centre Manager. Strict conditions apply which will be advised at time of booking. 
By booking a let with us you accept full responsibility for all foods you bring onto the premises and will ensure compliance with Health & Hygiene codes of practice.

· Alcohol: The consumption of alcohol is strictly prohibited except for approved events either organised by the board of directors or where it is a licenced event. No licensed event will be approved if other users are in the building at the same time. The lessee will be expected to comply with the conditions of the license.

·  Damage: Any damage to the property or equipment will be the sole responsibility of the person named as person in charge on the letting application. Notification of any damage should be made to centre staff immediately. Charges may be levied at the discretion of the manager.

· Accidents: In the event of an accident it is your responsibility to ensure that the injured person receives appropriate medical attention and that there is adequate supervision of other members of the group. All accidents should be recorded in the accident report book obtained from the Centre Staff. 

· First Aid: a first aid box can be obtained from the reception office.

· Health and Safety: Fire exits must be kept clear at all times. It is the responsibility of the lessee to ensure that an accurate tally of the numbers attending is kept in the event of a fire drill or emergency and to advise members of the fire safety procedures. Copy of procedures will be included in confirmation of let. 

· Child Protection: any group or individual working with children/young people must ensure the protection of children and young people throughout the let. Your child protection policy should be provided upon request by Thenue Communities.

· Risk Assessment: It is the responsibility of the lessee to carry out risk assessments in relation to the activities they provide within the CHLC

Cancellation: To cancel or amend a room hire,  5 working days’ notice must be given .The full letting charge will be incurred if the required notice is not given. The Centre, should they need to cancel your let, will endeavour to give more than 1 weeks’ notice should for any reason your let need to be cancelled. Cancellations of bookings paid in advance such as licenced events and family functions require a minimum of two weeks’ notice before a refund will be considered (except in exceptional circumstances where a refund will be at the discretion of the Centre Manager). If a refund is agreed, it will not include the £50 deposit which is non-returnable.
· Storage and cleaning: The use of storage or equipment is prohibited unless permission is specifically granted. Rooms must be left as they are found with furniture and equipment returned. Litter must be removed and tables cleaned if necessary 

· Lets for Martial Arts/contact Sports: will be granted only to bona fide organisations recognised by the Scottish board of Control for Karate or the Martial Arts Commission 

· Equipment: it is the lessees responsibility to ensure that any equipment that is brought onto the premises meets current safety legislation 

· Lost Property: The committee does not accept responsibility for the loss of property belonging to users 
· Decorations: The use of blue-tack or cello-tape on the centre walls is strictly forbidden.

· Age restrictions: The CHLC will not accept bookings for 18th birthday parties. All children under the age of 18 years must vacate the premises by 10pm at the latest during licenced functions. 

· Parking: Parking is NOT permitted on the pavement area outside the main entrance except to load/unload a vehicle. 

It is the responsibility of the person booking the let to convey the conditions of let to all individuals participating in or attending the event. Any contravention of these conditions or code of conduct may result in the lessee being asked to leave and the event being stopped
	
Code of Conduct 

1. Those attending any event within the centre must at all times comply with any instructions given by Centre Staff in relations to health, safety and security matters

2. Individuals must not cause offence and are required at all times to be considerate and respectful towards others. Offensive or intimidating language or behaviour should not be used

3. All individuals involved in the centre are require3d to act in a way that is compliant with the law

4. Individuals attending the centre must not be under the influence of alcohol. The consumption of alcohol is strictly limited to licensed events.

5. Noise Level must be kept at a level so as not to interfere with other activities in the centre.

		
	

Code of Conduct 

	
1. Those attending any event within the centre must at all times comply with any instructions given  by Centre staff in relation to health, safety or security matters 

2. Individuals must not cause offence and are required at all times to be considerate and respectful towards others. Offensive or intimidating language or behaviour should not be used. 

3. All individuals involved in centre lets are required to act in a way that is compliant with the law 

1. Individuals attending the centre must not be under the influence of alcohol. The consumption of alcohol is strictly limited to licensed events. 

5. Noise level must be kept at a level so as not to interfere with other activities in the centre 

6. It is the responsibility of all centre user groups to promote all other centre users in a positive light.



	
Keyholders

In addition to the above, Keyholders must agree to accept the following responsibilities


· Open/Close the centre at agreed times

· Set/Unset alarm as required

· Inform your users/customers if your service is not going ahead for any particular reason. Thenue Communities cannot accept the responsibility of informing residents should your service be cancelled.

· Ensure the security of the centre during your let
· Be aware of who is in the building
· Keep all rooms locked except the room you have hired
· Check all taps are off in kitchen/toilets and that kitchen plugs/cooker are switched off (except plug for fridge)
· Lock all windows, fire exit door and external door before leaving the building
· Ensure the security alarm is set properly, front doors are locked and shutter is fully closed before leaving the building.
· Contact the alarm company (details are displayed at the security alarm) if the alarm does not set properly during ‘out of office hours’
· Access to the hall is restricted to the times of your let. Please respect other users who may be using the hall and do not enter during another group’s let or when the hall is closed.

· Ensure the safety of centre users during your let

· Keep the cleaning cupboard locked (particularly if working with children)
· Ensure that children are not in the kitchen
· Know how to safely operate the kitchen instant hot water boiler and ensure that no-one uses it before being shown how to operate it safely
· Ensure that anyone preparing food for participants has the relevant Food Hygiene Certificate
· Ensure you have a first aid box and accident book for your participants (you are welcome to use the centre’s first aid box, located in reception, if required.
· Carry out and record your own risk assessment for each of your activities
· Ensure you have the relevant insurances in place for your activity
· Ensure that your staff/volunteers are registered with the PVG scheme if working with children or vulnerable adults

· Adhere to our fire safety procedures (attached)

Thenue Communities will provide ‘in-house’ training to all keyholders, where appropriate.  If external training is required, we will try to secure ‘free’ training courses though Glasgow Kelvin College’s Widening Access Programme. The college can also provide specific training to groups wishing to use the I.T suite equipment and the ‘Click & Connect’ learning network.

In house Training Requirements

	Security Alarm
	How to set and unset alarm
What to do if the alarm will not set.
What to do if the alarm is triggered.

	Opening & Closing the building
	Operating the shutter
Operating the automatic doors
Key Cupboard for room access
Security Checks when closing the building (windows, doors, I.T equipment, kitchen appliances, heating)


	Fire Safety
	Fire Safety Procedures, control room contact, Fire Alarm key for reset by emergency responders.

Fire Drills & Tests are carried out by centre staff and can be carried out on any day of the week. 

	General Health & Safety & Standard Practices
	Recycling & Waste
Cleaning Products 
Kitchen Appliances & Zip Tap
Storage
Electronic Blinds, Windows and Partition
Heating & Air Conditioning
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