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Thornton Heath Healthy Living Centre
80-110 High Street Thornton Heath
CR7 8LF

Terms & Conditions for hiring space at the Healthy living Centre

· Only groups whose aims and objectives are in accordance with CVA’s equal opportunities will be able to use space at the Healthy Living Centre. 
· Rooms are to be used for the time they are booked for – groups found to be misusing will automatically be invoiced
· Smoking is prohibited in any part of the building on site.

· All children brought on to the premises must be accompanied and supervised at all times. CVA cannot accept responsibility for unsupervised children.

· CVA/The Healthy Living Centre does not accept liability for any loss or damage to any article belonging to any user of the premises.

· All building users must have their own Public Liability Insurance to cover their activities on site.

· All litter should be put into plastic bags inserted into the litterbins. At the end of the session plastic bags should be emptied into the bin outside the hall.

· All users must take care that the premises are not put at risk, by neglect or misuse of any kind during their period of hiring.

· All breakages must be reported to the manager immediately.

· The organisation or group to whom the room or space has been let shall pay for any damage to the premises fixtures, fittings or equipment.

· All accidences must be reported and recorded in the accident book located in the Utility room. 

· Decorations and notices are not to be attached to doors, walls or ceilings.

· At the end of each session, all furniture and equipment must be returned to the right position or the position that it was found and the floor swept and wiped clean as necessary.

· Any food or refreshments consumed on the premise must not be left and any catering equipment, cups and plates must be cleaned and put away after use

· External and internal fire doors must not be propped open

· In the situation were the organisation is in possession of the keys; upon vacating the premises, users must ensure that it is left safe and secure. All doors must be closed and locked. All windows must be closed and locked, all toilets must be checked and lighting must be switched off.

· All lost or stolen keys be must be reported immediately. Full recovery of any costs uncured by the replacement of keys and locks will be sort from the organisation. 
· Limited parking is available in the adjoining roads. Users are requested to respect the rights of local residents and not to cause hindrance or disturbance to them.

· Thornton Heath Healthy Living Centre’s Address should not be used for receiving mail

· Users are reminded that hire charges at The Healthy Living Centre can only be kept at low rates as long as all user groups continue to take responsibility to be careful, clean and tidy when using space. Please remember it is a shared space and often groups will arrive soon after another group finishes. Please make sure you leave everything as found and report any accidents or damage to the Centre Manager.

· All hirers shall be deemed to have accepted these terms and conditions of hiring

· Any group/organisation found to be in breach of these terms and conditions will be given one verbal warning and a further discussion to try to resolve the issue. If the breach continues the warning will be in writing. Any further breach after will result in the immediate termination of the use of the healthy living centre 

· CVA reserves the right to vary these terms and conditions and for any changes to be immediately effective. 

· Two weeks cancellation notice is required for any advanced booking of more than one week. You will be charged at the full rate if your cancellation is less than two weeks notice.

Fire

There are two exit routes out of the HLC in case of a fire:
One is located in the reception area – you should use this route if you are in this front area of the HLC – follow route to outside and push gate leading to the garden centre – walk through the garden centre and assemble at Woodville Road.

The other exit is located at the end of the corridor at the back end of the HLC; this is the exit route to use if you are in this part of the HLC. This exit will bring you out onto the High Street in Thornton Heath.

Accidents

The First aid equipment is located in the utility room. Please record any accidents in the record book provided and inform the manager of the accident as soon as possible.

Smoking

The HLC is a completely non smoking area. If you do wish to smoke, ashtrays are located at the front entrance of the Leisure Centre.

Toilets

There are two toilets for your convenience. One is located in the main reception area; this toilet is not for disabled use.


The other toilet is located at the far end of the corridor at the back end of the HLC on the left hand side. This toilet is for disabled use and a baby changing area. Please take care not to leave soiled nappies as this is unpleasant for other users.

Refreshments

Tea, coffee and sugar are provided for CVA staff and service/activity providers only. This is located in the Kitchen.

All service/activity providers may use the urn or kettle to provide refreshments to their service/activity users, but must provide the tea, coffee, milk etc themselves.

Light snacks can be made in the kitchen area, please take care to use the chopping boards provided. You may use the kitchen equipment including cups, plates and cutlery. Please remember to clear and clean away after using the kitchen.

For larger catering needs you may wish to use outside caterers. The Leisure Centre Café does a wide selection of food including buffet style catering. 

      Heating & Lighting 

The Large activity/meeting room has air conditioning. This is controlled by a remote control located in the room. Please remember to switch off after use.

Most rooms have electronic blinds. The controls are located by the light switches, when using the blinds please be aware that there is a few second delay between each movement.

The top windows can be opened by pushing the switch hard, also located by the light switch.

Storage

If using the storage room please remember to keep it locked at all times when not in use.

      Liability

The Healthy Living Centre (CVA) does not accept any liability for loss or damage to articles belonging to HLC users when using the Healthy Living Centre.

Courtesy when leaving

Please remember that other people may also be using the HLC at the same time as you. Please keep noise down to a minimum.

Before leaving please remember to:

· Sweep and clear floor if necessary especially if you have had food and drink.

· Wash up and clear away any kitchen equipment cups, cutlery etc.

· Empty any bins that you have used, black bags are located in the cupboard under the sink in the kitchen

· Check that all windows are closed and air conditioning (if used) is switched off.    

· Turn off all lights and close all doors – lock front door if pre-arranged and return key.

Thank you for your Cooperation

Yasmin.simpson@cvalive.org.uk
Print Name____________________________________ Date____________________Sign___________________
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