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Booking Proforma
Grove Farm Community Centre is owned run and managed by Grove Farm Community Association (Charity Reg No 508818)
Fill in the form as clearly as you can. If you are going to print it off and send it please fill in with black ink. Please read the Terms and Conditions carefully before committing,  
	Purpose of Hire
	

	Name of Hirer
	

	Organisation (if applicable)
	

	Address
	

	
	
	Post Code:-

	Telephone number 
	

	Email Address
	



	Date(s) of hire
	Start Time
	End Time
	Notes

	
	
	
	

	
	
	
	


 
Room hire charges and payment options are all in the Terms and Conditions, please complete as applicable to your booking:-
	Booking type
(delete as appropriate)
	No of hours
	Cost per Hour
	Total booking cost

	
	
	Meetings room only
	Kitchen for cooking
	

	Local community rate or Standard rate
	
	
	
	



· Please make cheques payable to Grove Farm Community Association
· Cash accepted. Please bring it in person.
· Association bank details:- Lloyds. Sort code 20-30-81 account number 80854484
Please sign below
I have read the Hire Agreement and the Booking Proforma  and agree to abide by them both.

Signed …………………………… Print name…………………………..Date……………………

Contacts:-  Roy  – 01263860756  or  Andy – 07868 660756 / email grovefarmcommunitycentre@gmail.com 
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Hire Agreement

	[bookmark: _Hlk205294012]Type of booking/per hr
	Meetings room only
	Kitchen – For cooking

	Local community rate - local groups who have no access to funding and pay their own expenses.
	£10.00 per Hr
Includes kitchen to provide drinks
	£5.00 per booking

	Standard rate – All bookings not covered by the Local community rate
	£12.50 per Hr
Includes kitchen to provide drinks
	£5.00 per booking

	Booking Costs. (valid until 01 Jan 2026)



Cancellation Policy:  
You have the right to cancel (in writing) within 48 hrs of the booking, cancellations made less than 48hrs of the booking and No Shows will be invoiced for 50% of the full booking fee.
If the Premises or any part of the Premises are made unfit for the use for which they have been booked or are required for use as a Polling Station or unforeseen Parish purposes the Trustees shall not be liable to the Hirer for any resulting or consequential loss or damage whatsoever other than the return of the whole or part of the Hire Fee. 
Conditions of Hiring 
1.	 All applications for the use of the Premises, shall be made by completing the Booking proforma in full. 
2. 	No booking has been made until the Hirer has received written a signed and dated copy of this agreement and the deposit 50% of the hire cost) has been paid, or as agreed with the Trustees. 
3. 	The Hirer will, during the Hire Period, be responsible for supervision of the Premises and its contents; their care, safety from damage, however slight, or change of any sort and the behaviour of all persons using the Premises whatever their capacity including proper supervision of any car parking arrangements so as to avoid obstruction of the highway or any adjoining land.  
4. 	The Hirer shall not  
a. 	Use the Premises for any purpose other than that described in this agreement. 
b. 	Do anything or bring onto the Premises anything which may endanger the Premises.  
c. 	Allow alcohol consumption or smoking and vaping on the Premises.  
5. 	All community centre fire regulations must be complied with.
6. 	All food safety and hygiene regulations must be complied with when food is served on the Premises. 
7. 	All accidents involving injury to any person using the Premises during the Hire Period must be reported to the Trustees as soon as possible and complete the Accident Book record.
8. 	Not bring animals (including birds) except registered service dogs onto the Premises.
9. 	Where the hirer is an organisation that is running a session for children, young people or vulnerable adults the hirer must have appropriate safeguarding policies in place.  
10. 	The Hirer and those attending the Hirer’s event must respect the residential nature of the area and must not disturb neighbours, particularly when departing the Premises late at night. 
11. 	Any damage to the Premises is to be reported and rectified at the Hirer’s expense by the Trustees’ contractors.   
12. 	The Premises must be left clean and tidy with the lights turned off, windows and doors firmly secured, and any contents temporarily removed from their usual positions properly replaced.
13. 	During the Hire Period the Hirer is responsible for the efficient supervision and good order of all activities and personnel in and around the Community Centre.
14. 	The hirer is required to remove all rubbish produced, and anything else bought into the Centre, at the conclusion of the event. The hall must be cleared by the time stated on the booking proforma. Failure to do this could result in extra charges.
15. 	The Hirer fully indemnifies the Trustees against any claims, losses, damages costs and expenses (including legal expenses) incurred by the Trustees and arising out of any negligent act or omission or breach of this agreement by the Hirer or the Hirer’s attendees  
16. 	All conditions and warranties, whether express or implied by statute, common law, trade practice or otherwise, shall be interpreted subject to this agreement and in so far as they are inconsistent with this agreement and to the extent that they can in law be excluded shall be excluded. Payments can be made by cash (as agreed with the trustees) or at any time by Bank Transfer quoting your name as your reference.  Please note that we are unable to action Bank Transfers ourselves, so any deposit paid by bank transfer will be returned to you as a cheque. 
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