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The Heart of the Old Town Community

We are delighted that you have contacted the Brunswick Hub to enquire about our room hire facilities.  There are several facilities for hire:

· The community hall accommodates up to 100 delegates depending on seating requirements but has also proved very popular with smaller groups.  The seating can be arranged as required and tables can be provided.  

· The training room provides a more intimate atmosphere for smaller meetings or training sessions for up to 12 people.  Flip charts, overhead projector and screen with video and power point facilities are available upon request.

· The enterprise room is our medium sized room, this is perfect for meetings and training sessions for over 12 people.  Flip charts and projector etc. are available upon request.

· We have 2 Health and Wellbeing Rooms (1 and 2) these can be used for one to one meetings or as a counselling rooms. 

· The IT Suite houses 10 computers with internet access and print facilities and is ideal for IT Training.  Please let us know if you would like more details about the software capabilities of the Suite. 

Catering can be arranged if required, please ask for more information when you make your booking.

We will try our best to accommodate your requests, please ask!

We look forward to hearing from you.




BOOKING FORM
To confirm your room booking please complete in BLOCK CAPITALS and return immediately.  Please telephone if you have any queries.		
	Company Name/ Organisation



	Name of contact



	Address 


	Post Code   

	Email 

	Contact No 

	Mobile No  


IF INVOICING DETAILS ARE DIFFERENT FROM ABOVE, ENTER DETAILS BELOW
	Date of Event:   


	Company Name/ Organisation:


	Invoice to:


	FAO Contact:


	Address:


Post Code:

	Telephone No:


	Email Address (capitals please):
IN ORDER TO SAVE POSTAGE, OUR POLICY IS TO EMAIL INVOICES WHERE POSSIBLE

	[bookmark: _Hlk211331871]Payment can be made directly to our bank: Unity Trust Bank 
Account Name: Brunswick Healthy Living Centre
Sort Code: 60-83-01 Account Number: 20287337


	PURCHASE ORDER NUMBER (if required):



PLEASE ADVISE IF WE NEED TO BE SET UP AS A NEW SUPPLIER BEFORE WE CAN BE PAID THANK YOU!




ROOM REQUIRED



Community Hall  	     Training Room (up to 12 people)     Small Meeting Room    
             
 Enterprise Training Room     IT SUITE        
   


Please confirm the status of your group/organisation (see page 5 for details):
	Community  	                        Statutory  	 	              Commercial 



	Number of persons attending: 


	Purpose of Function:   


	REGULAR FUNCTION

	Day of Function:

Start Date:  
End Date:

	Title of Event/Function:


	Frequency e.g. weekly:



	Time of Event
Start time: 
Finish time:

	ONE OFF EVENT

	Date of Event/Function:


	Title of Event/Function:


	Time of Event/Function
Start time:
Finish time:


ROOM LAYOUT
	Seating Required :


	Tables Required :







How would you like the seating arranged? Please tick:  
     
	AUDIENCE            
	HORSESHOE        
	CONFERENCE           
	GROUP   
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 OTHER (please specify) ADDITIONAL EQUIPMENT REQUIRED

Flip Chart               Pens    	              Projector 	Laptop 	 

Safety cable cover  Extension Leads    Screen   	Speakers 
Please record any chargeable extras here: i.e. Photocopies










All Room Hire includes use of Flipchart & pens and projector. A laptop can be hired for £10 per day/ £5 for half a day

Community Rate applies to any non-profit making, voluntary or charitable organisation. 

Statutory Rate applies to any public organisation/training providers e.g. WDC, WCC, NHS etc

Commercial Rate applies to any private business/company or any profit making organisation.





Hire Charges
Room Hire Hourly rates – Monday to Sunday

	Hourly Rates
	Community Rate
	Statutory Rate
	Commercial Rate

	Community Hall
	£26 per hour
	£31 per hour
	£36 per hour

	Training Room
	£15 per hour
	£20 per hour
	£24 per hour

	Enterprise Training Room
	£20 per hour
	£24 per hour
	£31 per hour

	IT Suite
	£33 per hour
	£40 per hour
	£44 per hour

	Health and Wellbeing Rooms 1 & 2
	£13 per hour
	£18 per hour
	£20 per hour

	Full Day Rates 9.00am-5.00pm
	Community Rate
	Statutory Rate
	Commercial Rate

	Community Hall
	£182
	£206
	£231

	Training Room
	£88
	£116
	£132

	Enterprise Training Room
	£121
	£143
	£154

	IT Suite
	£231
	£253
	£264

	Health and Wellbeing Rooms 1 & 2
	£77
	£99
	£110

	Half Day Rates 9am-1pm/1pm-5pm
	Community Rate
	Statutory Rate
	Commercial Rate

	Community Hall
	£99
	£110
	£121

	Training Room
	£55
	£66
	£88

	Enterprise Training Room
	£72
	£83
	£88

	IT Suite
	£110
	£127
	£143

	Health and Wellbeing Rooms 1 & 2
	£44
	£55
	£66

	
	
	
	




Terms and Conditions

1. All bookings are considered to be provisional until a completed room hire pack has been received, booking confirmation will be by return of email.  The booking form should be returned as soon as possible, ideally at least 4 weeks before the event.  Emailed booking forms are acceptable.

2. The terms of the hire as set out in the booking confirmation notice can only be changed by agreement with BHLC staff and requested changes must be confirmed in writing or by email.  

3. In the case of regular weekly bookings, a booking confirmation will be issued quarterly.  In order to ensure our priorities of health and serving the local community are met, these bookings will be reviewed internally every three months.

4. The cost of room hire includes the use of a flipchart and overhead projector, if required.  Other facilities e.g. Laptops are available at an extra charge.  A charge is also made for photocopying and/or printing.

5. Rooms are booked for the period stated on the booking confirmation notice.  Early arrival without prior arrangement or failure to vacate the room at the end of the hire period may incur a further hire charge.

6. All Hirers must arrange their own insurances against claims for personal injury, loss or damage to property caused by their negligence and shall produce proof of its currency upon request.



7. It is the Hirer’s responsibility to ensure that all their guests/clients are aware of the position of fire exits and that the hired room is cleared if the alarm sounds.  The fire assembly point is the small car park opposite to the Centre.

8. Hirers using the premises for certain activities (e.g. exercise classes) may be asked to provide proof of any relevant qualifications, licences and risk assessment before the booking is confirmed.

9. Hirers using the premises to offer services to children or vulnerable people are expected to comply with legal requirements regarding DBS checks.

10. The Board of Trustees endeavours to make available all facilities in a safe condition.  It is the hirer’s responsibility to inspect and be satisfied as to the safety and suitability of the facilities provided before hire commences.

11.  Parking – there is a small car park at the rear of the building for those with disabilities, there is also a small council car park behind the shops opposite the Centre as well as on street parking, please be mindful when parking and leave plenty of room on pavement for prams/buggies/wheelchairs.








Payment

12. All Room Hire Bookings are invoiced on the last day of the month of the booking, our payment terms are 30 days from invoice date.  All payments to be made by BACS or Cheque.

13. Any cancellation may be notified verbally in the first instance although we will require confirmation in writing or by email.

14. Cancellations made between 24 hours (one working day) and 5 working days of room hire booking will be subject to a late cancellation fee i.e. 50% of total amount, including any catering costs at full price.

15. Cancellations made within 24 hours (one working day) of the confirmed room hire booking and/or failure to turn up on the day will be subject to the full cost of the event, including any catering costs at full price.

16. Reduction in either the duration of the booking or the catering requirements within 5 working days of the event may be subject to a cancellation fee.  This will be charged at the discretion of the Centre Manager.

17. In the event of a regular booking being permanently cancelled the Centre requires at least four weeks’ notice.  A cancellation fee in respect of individual sessions may be charged at the discretion of the Centre Manager.





18. Our payment terms are strictly 30 days from invoice date, failure to do so will result in interest charges, these will be claimed in accordance with the Bank of England base rate, for interest and compensation for debt recovery costs under late payment legislation as the credit terms have been broken.

Use

19. We are a non-political, non-religious organisation.  Rooms will not be hired out for the purposes of actively supporting into any denomination or political party.

20. The hire of the rooms is solely at the discretion of the Trustee Board and The Centre Management.  

Damage

21.  Any damages will be recharged to the hirer should they happen.


General

22. SMOKING IS PROHIBITED in all areas of the building and its grounds.

23.  Catering – this can be arranged if required.

24. Please note with evening bookings the premises must be vacated no later than 15 minutes after the end of the booking period.  This assists us with cleaning and locking up procedures.	

25. Please note the Centre doors will be locked at 5.00 p.m. each evening and any people attending events after this time will be required to ring the doorbell for admittance.  

26. The Hirer shall, during the period of the hiring, be responsible for the supervision of the room used and the people attending.  The Hirer shall be responsible for the room contents, their care, safety from damage and the behaviour of all persons using them.  Any damages will be recharged as necessary.

27. The Centre will accept no responsibility for the loss or damage to personal effects belonging to the Hirer or their delegates

28. Alcohol is prohibited on the premises.

29. Any person acting inappropriately towards any member of staff, hirer or user will be asked to leave the building.


Amendment or Cancellation by the Centre

30. Should the Centre, for reasons beyond control, need to make any amendments to your booking, we reserve the right to offer an alternative choice of facilities. 

31. Should the Hirer make significant changes to the programme or the expected number of delegates, this may result in amendments in the applicable rates and/or facilities offered by the Centre.

32. The Centre may cancel the booking if the booking might, in the opinion of the Centre, prejudice the reputation of the Centre or if the Hirer is more than 30 days in arrears of previous payments to the Centre.




I have read and understood the Terms and Conditions listed above:

Signed:  __________________________________________


Organisation Name:  __________________________________


Date:  _____________________________________________
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