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The Apuldram Centre Sports Hall –Terms & Conditions of Hire

The Apuldram Centre offers the following facilities for community benefit when not being used by the Centre itself:
· Sports Hall 
· Changing facilities – male and female changing areas with toilets. Separate disabled changing and toilet facility
· Craft Room (with kettle, sink and fridge)
· Common Room and utility annex (with hot water urn, sink and fridge)
· Outside Area –Field  
· Outside Area – Decking & toddler play area
· Barn
· Car park holding approx. 30 spaces including disabled parking spaces.

Lettings Procedure
1. Hirers must apply on the Facilities Application Booking Form and must sign to confirm that they have read and agreed the terms and conditions of hire
2. All users who charge others to attend an activity or event are required to provide proof of insurance with the Facilities Application Booking Form.
3. On receipt of an application form, the Centre shall:
a. verify that the request is capable of being fulfilled, and meets the terms defined herein
b. all new requests shall be subject to the approval of the CEO. 
c. on acceptance the Centre will send confirmation of the letting and an invoice.
4. Payment is due immediately on receipt of invoice to secure the booking.
5. For regular lettings an invoice will be sent monthly or annually by agreement. No refunds will be given if the hirer is unable to fulfil his/her part of the lettings agreement.

Terms and Conditions of Hire
All such lettings shall be subject to the following terms and conditions:
Responsibility of Hirer
1. It is the Hirer’s responsibility to leave rooms, entrance areas, toilets / showers and equipment in a satisfactory state and to remove their own rubbish.  All produce must be cleared from the Fridge at end of hire.  The Hirer is responsible for any breakages or damage. Defects should be reported by email within 24 hours of hire to info@apuldram.org   

2. All organisations will be expected to have Public Liability Insurance; evidence of the insurance must be submitted.

3. Privately hired equipment (such as a bouncy castle) is the responsibility of the hirer and Supply Company. Both the hirer and Supply Company must have a formal hire agreement in place, including suitable insurance and risk assessment. The hirer is responsible for supervision and safe use of the privately hired equipment while at our site.  All entertainers and their equipment must be cleared from the premises within one hour of the finish.  

4. Smoking is not permitted anywhere on the facility; no sale of alcohol is permitted on the premises at any time unless an appropriate license has been obtained. Barbecues and open fires are not permitted. For the benefit of all our customers, residents, and neighbours we would ask that you do not use abusive language whilst at the facility and keep noise levels including music to an acceptable level. The playing of live music may require a license and hirers should obtain clarification (and licensing) from Chichester District Council https://www.gov.uk/temporary-events-notice 

5. Only service animals are admitted indoors to the shop. No animals are admitted to other indoor areas without prior agreement from the CEO confirmed at the time of booking acceptance.   

6. No food or drink is allowed in any of the sports facilities other than plastic water bottles which may be taken into the hall but should be disposed of after the booking time.  No glass bottles or any glassware to be used on the field and toddler play area.

7. Any dispute relating to the hire of the facility will be referred to the Management team.

8. Variations to this contract agreed by the Hirer and the Management team may be made when the contract is renewed.

9. Guests and other visitors should be made aware of these conditions and regulations.


10. The person making the booking will be responsible for payment, behaviour of their group and any damage caused by group members. 

11. To respect the facility and community. This includes vacating the facilities promptly and quietly, not to cause any purposeful damage or to deface any of the facilities and surrounding area, no foul language to be used and disposing of any litter in the bins provided. 


Responsibility of Hirer when Training Dogs

12. The Hirer is responsible for any damage caused inside or outside of the field by dogs or any person in their party

13. All dog excrement MUST be picked up, bagged and placed in the external waste bin.

14. Dogs should not be left unattended and must be accompanied at all times.

15. Dogs should be kept on lead.


IT

16. The Hirer can, by prior agreement make use of the Common Room and Craft Room IT equipment (screen, media centre, projector, monitors, TV and associated laptops). Requests for use should be indicated on the booking form, Hirer’s will be required to attend an IT induction. 

17. The premises is WIFI enabled.  WIFI access codes are contained within the opening and closing procedure document.  Internet firewalls exist and will block inappropriate online content. 


Disclosure / Qualification
18. Those admitted to the facility must observe the conditions and regulations.  The contract of hire MUST be signed by at least one adult who must remain on the premises during the contract of hire.  No young person, under the age of 16 years without adult supervision.

19. All adults either coaching or helping with children or vulnerable adults must hold a current, satisfactory disclosure check and appropriate level of qualification. By signing the booking form, you are confirming that all adults coaching or helping have both. Adults who are either going through disclosure or have yet to go through disclosure should not take part in sessions until the disclosure process has been satisfactorily completed. This is the responsibility of the hirer team/group leaders. 

Payment 
20. All bookings must be paid at least one week in advance. The weekly fee relating to each booking must be paid in full prior to the bookings start time – NO PAY – NO PLAY. Payments made are non-refundable within seven days of the booking.  Payment method should be indicated on the booking form.

Usage Policy 
21.  Bookings are not granted on a first come first served basis. Each application is evaluated against our core objectives. As a result, all bookings are reviewed on an annual basis. For more information, please contact the CEO.

22. Unless explicitly agreed the booking of any facility does not permit exclusive use of the site. 

23. No hiring shall extend beyond 9:00pm Monday to Friday and 4:00pm on Saturday and Sunday.  For outdoor bookings, dusk will be the latest time of hire.

24. The facilities may not be sub-let by the Hirer.

25. All entrances / exits and passageways are to be kept free of obstructions at all times. 

26. No decorations, posters or notices may be put up other than by agreement on the community notice board in the Sports Hall corridor. Party decorations 

27. In accordance with Fire Service regulations, the Hirer is responsible for ensuring that the following capacities are not exceeded:

	
	Area 
	Fire Exits 
	Occupancy 
(m2/1.5)  

	Hall
	70m2
	2
	46

	Craft Room
	44m2
	2
	29

	Common Room 
	88m2
	2
	58




28. All electrical equipment brought on site should be in good working order and have a PAT test and certificate.

Cancellations
29. If payment is not received as described above, the booking will automatically be cancelled, and the user will be liable to meet the full booking cost. No notice will be given. 

30. No cancellations will be accepted within the block booking period. It is the responsibility of the block booking applicant to ensure that each weeks’ activity is paid for irrespective of use or not.

31. Any block booking applicant wishing to terminate their entire block booking must forward their request in writing to the CEO no later than 28 days before the requested termination date. All outstanding fees must be paid up to date before the termination request will be accepted.

32. Repeated failure to pay or appear for the booking will result in termination of the entire block booking.

33. Cancellations or modifications to an existing booking cannot be made less than 48 hours before the session is due to start. Booking customers cancelling in line with this cancellation policy will receive a credit which can be redeemed against future sessions.
This does not apply to block bookings

34. All customers failing to cancel a booking within the defined period or failing to attend a pre-booked activity will be charged the full fee for the activity in question.

35. Refunds will only be given in exceptional circumstance and requests in writing must be addressed to the CEO. 


36. The Management team reserve the right to refuse admission, or to evict, any person from the facility.

37. Should the Centre require any area of their facility that is normally used by a block booking for the purposes of a special event or similar, the Centre will inform any block bookings affected with a minimum of 7 days’ notice in writing.

38. We will give the hirer as much notice as is possible if, due to unforeseen circumstances the Centre becomes unavailable and reserves the right to cancel the booking at any time in such circumstances


Charges 
39. Our charges are listed below. Charges include use of designated building, communal changing accommodation, showers, electricity, water, and VAT. 

Booking Time 
40. The schedule of date & time, room and equipment to be let must be indicated on this form.  All periods of hire are inclusive of setting up and setting down time.  This should be borne in mind when making bookings.

Liability 
41. The Centre will not be held liable for accident to person(s) or loss of property by any person or organisation during or in connection with bookings at any of the facilities at the Centre.  Anyone entering or using the facility does so at his or her own risk, and the Management team accept no liability in respect of any loss, damage or injury, howsoever caused.  It is the hirer’s responsibility to undertake any relevant risk assessments of their activities that may be required before the event.  Any accidents that do occur should be notified to the Centre within 24 hours of hire by email to info@apuldram.org 

42. It is the Hirers responsibility to ensure that their proposed use of the premises complies with current legislation in respect of Health & Safety and Safeguarding of children and vulnerable adults. 

Footwear
43. Hall users should wear appropriate footwear.  Heeled shoes should not be worn in the Sports Hall. 














Lettings Tariff – Prices per hour 2023/2024

Sports Hall 
	£11 plus VAT



Craft Room	
	£13.75 plus VAT



Common Room (and kitchen annex) 
	£16.50 plus VAT



Field  (south)
	£11 plus VAT



Decking & outdoor play area
	£16.50 plus VAT



Barn
	£11 plus VAT






Facilities Booking Application Form
The Apuldram Centre will not share this information with any other party unless explicitly agreed with you in advance. All data provided on this application form will be processed, stored and destroyed in accordance with the General Data Protection Regulation (GDPR).
 
For full information on the Apuldram Centre’s privacy policy please see our website for further details at https://www.apuldram.org/privacy-policy
Top of Form


Section 1 – To be completed by all
Name of Club/Organisation/Applicant *
Name and Address of Applicant *

Postcode
Telephone Numbers:
Home 
Work 
Mobile 
Email Address
Section 2 – To be completed by all
Facility (e.g., Sports Hall, Craft Room, Common Room, Barn, Outdoor Area, All)
What is the nature of your application? *
Single Use Booking
Block Booking
Event/Specialist Booking
Purpose of Use/Activity *
Section 3 – Only complete this section if you have ticked Single Use Bo



Section 2
Single Use Event/Specialist Booking
Day and Date Required
Time Required

Additional Details/Information (e.g., entertainers, equipment, music, inflatables etc)
 4 – Only complete this section if you have ticked Block Booking in Section 2
Block Booking
Date(s) 
Day(s) 
Time(s) 
Section 5 be completed if the activity is run by a tutor or coach

Hire Leader responsible on the day of Hire 
Please provide the following details
Name
Mobile 

Are you an individual/organisation working with children under 18 years of age? (Not applicable for private parties)
Yes
No
If applicable, does the person in charge of the hire hold a current DBS Certificate?
Yes
No
If applicable, does the group operate an approved policy and procedure for the care and protection of young people under the age of 18 years and /or vulnerable adults?
Yes
No


Estimated number of participants attending:
Adults (18 or over)
Juniors (under 18)
7 – To be completed by all
Payment Method *
Pay On Site
Invoice
Name and Address of Invoicing (if different from Applicant)

Section 8 – Declaration by Hirer
I have read and agree to abide by the attached Conditions of Hire and Scale of Charges, as applicable 


Signature: _________________________________________

Date: ____________________________________________
Bottom of Form
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