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MIDLOTHIAN ROOM HIRE/BOOKING – TERMS & CONDITIONS

1. General Information

Accessibility: The building has full disabled access.  There with one disabled access toilet and one disabled parking space available.
Equipment: Please notify the Centre Coordinator at the time of booking if you require the use of a flip chart stand, laptop or projector.
Refreshments: Tea, coffee and milk are available. There is a £1/head charge for refreshments for bookings of 6+ attendees.  The Hirer is welcome to arrange outside catering, ideally organizing delivery when the Hirer is present to receive it.
Room condition: It is the Hirer’s responsibility to ensure that rooms are left clean and tidy.

Security: In the case of room bookings outside office hours, it is the hirer’s responsibility to ensure that the building is locked securely and that everyone has vacated the premises.

2. Terms & Conditions

The use of facilities at the VOCAL Midlothian Carers Centre is permitted under the following conditions:
a) Applications should be made to Pauline Quinn, Centre Co-ordinator, VOCAL Midlothian Carers Centre, 30/1 Hardengreen Estate, Dalhousie Road, Dalkeith, EH22 3NX; Tel: 0131 663 6869; Email: pquinn@vocal.org.uk. 
b)
The person submitting the application form is deemed to be "the Hirer" and will be responsible for the observance of the conditions and ensuring order.  

c)
The Centre premises are not licensed for gaming for the purposes of Section 13 of the Finance Act 1966. The Centre is not licensed for the consumption and/or sale of alcohol.

d)
Insurances: The Centre cannot be held liable for any accident or injury to persons using the Centre's premises or third parties involved, in accordance with this bookings policy. Insurance is the responsibility of the Hirer making this booking. Hirers are required to make their own insurance arrangements and must keep in place the necessary insurances and, upon request of VOCAL, provide proof that these insurances are in place as necessary. The Hirer must agree to indemnify and keep indemnified VOCAL from and against all loss, damage, costs, claims, demands, expenses or charges which VOCAL may sustain or incur in respect of any matter arising out of the use of the accommodation or the conditions relating thereto, and to pay to VOCAL on demand such sums as may be payable by reason of this indemnity. 

e)
VOCAL reserves the right to refuse permission for use of the premises without giving a reason. VOCAL reserves the right to cancel any permission to use premises at any time for any reason VOCAL shall deem necessary or if it requires the premises for another purpose, or if any damage has been caused to the premises or there have been any breaches of law. No compensation shall be paid to the Hirer or any other person for the cancellation. Any fees paid will normally be returned unless the cancellation is due to damage.  

f)
Payment: Except by special arrangement, full payment must be made at least 7 days in advance of the booking commencement date.
g)
Cancellation: Should the Hirer cancel a booking, cancellation charges are applicable as follows:

within one month - 10%; within two weeks - 20%; within one week - 50%. 
h)
Right of access to all parts of the Centre premises at all times is reserved to VOCAL staff or any other person authorised by VOCAL.  

i)
Equipment: No alterations to the electrical installations, building structure or furnishings may be made without permission from the Centre. Hirers will confine the numbers and type of persons present during the hiring to those specified in the agreement. In particular, Hirers will neither use nor move any equipment or furniture not specified in the agreement.  

j)
Hirers providing their own equipment should inform VOCAL and note that VOCAL cannot provide technical assistance with such Items nor shall it accept responsibility for any malfunction. It is the Hirer’s responsibility to satisfy themselves as to the suitability of such equipment for the environment in which it is to be used.  The Hirer shall be responsible for the security and insurance of any such equipment and for its prompt removal. The Hirer shall indemnify VOCAL against any costs or damages incurred through the use of such equipment. VOCAL reserves the right to refuse permission to use certain equipment.

k)
The Centre Co-ordinator or other named officer are the authorised representatives of VOCAL and s/he is empowered to enforce the conditions of hire and to refuse entry to or require persons to leave the premises.  

l)
Hirers will use only those parts of the premises and facilities specified in the agreement. Nothing may be fixed to walls, ceilings, floor or pillars of any room by nails, screws, drawing pins, tape or other means without prior written approval.  

m)
Hirers will be responsible for the behaviour of those present and for ensuring that activities and persons present do not cause a nuisance. The use of VOCAL premises does not carry any endorsement by the VOCAL and none shall be claimed or implied by the Hirer in any way whatsoever.
n)
Security & Policies: The Hirer shall comply with VOCAL’s security requirements at all times and follow any specific security related instructions, which may be given by VOCAL staff at any time. The Hirer shall comply at all times with VOCAL’s fire, emergency and Health and Safety regulations. Fire instructions including fire escape routes are displayed throughout the premises. Fire exits and routes must not be obstructed. The Hirer will notify VOCAL in writing, immediately after the letting of any incident, damage or other proceeding that occurred during the letting. A No Smoking policy is in force: this is available on request.

o)
Some evening and weekend bookings may require the Hirer to be given a set of keys and/or the code for the alarm system. To satisfy criteria of VOCAL’s premises insurance, a nominated person for the Hirer’s organisation must attend the VOCAL offices in advance of the booking to be taken through the procedures for opening and closing the premises. The nominated person will be responsible for the security of the premises and will be expected to sign terms and conditions on behalf of their organisation. 

p)
Should any loss or damage be incurred during or as a result of the organisation’s booking, the nominated person and the booking organisation will be required to recompense VOCAL for said loss or damage. Only the nominated person should have access to the keys and/or codes and any change to this person must be advised in advance. Keys and/or alarm codes must be returned immediately after the booking or series of booking ends.

q)
The Hirer shall not sub-licence or share occupation of the room.  

r)
The Hirer shall not use any public area of the premises for registrations of guests, distribution or display of promotional material or for display of company signs or notices without prior written approval.
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