The Thornhill Centre

 Booking Form

The Thornhill Centre, Excalibur Drive, Thornhill, Cardiff, CF14 9GA

Phone:02920 759995

	Name of Organiser:
	Address:

	
	

	Daytime Telephone No: 
	

	
	Postcode:

	Name of Organisation:
	Tick Organisation Status 

(if applicable)

	Organisation Objectives:
	Charity
	(

	
	Church
	(

	
	Voluntary Group
	(

	Purpose of Hire:
	School
	(

	
	Business
	(

	Nb of people expected at event :
	Other..........................
	(

	Do you intend to use publicity material?          
	

	Date of Event
	Arrival Time
	Departure Time

	Activity Time: From
	To
	Hire Duration                hrs

	Recurring Bookings:  Day:                          From:                              Until: 

	Facility Requirements and Tariffs 

	

	Room
	Room Facilities
	Unit Rate/hr
	Tick Need & No.
	Support Facilities
	Unit Rate/hr
	Tick Need 

& No.

	Hall
	(150), (T) 
	£36.00
	   
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Kid’s Parties (negotiable)
	eg Hall hire 2hrs =£85
	   
	
	
	

	
	
	
	
	
	
	

	Lounge
	(30), (T) (CT)
	£25.00
	
	

	
	
	
	
	

	Café Area

(Only after 4.00 pm)
	(30) (CT)
	Variable
	
	
	
	

	Youth Room
	(40),(CT)  
	£25.00
	
	Tables
	Inc.
	

	Seminar Room 1 
	30,(T)
	£25.00
	
	Chairs
	Inc.
	

	
	
	
	
	
	
	


Key:
(150) Seating capacity
(T) Teaching surfaces


(CT) coffee tables




Note:
Occasional public entertainment license may require extra cost.  The Hall is NOT licensed for alcohol.

On behalf of the above organisation, I apply for the use of The Centre facilities for the purpose stated and agree to the terms and conditions overleaf and to pay all costs associated with the hire.

Name...................................................
Signed ................................... 
Date ..................

	Management Approval


	Deposit Received   
	(
	Invoice Raised
	(

	Value of Let  £
	Payment Received   
	(
	Date received
	


Terms and Conditions 

for use of 

The Thornhill Church Centre
1.
Every application must state the nature, purpose, content and programme of the event for which the premises are required. Publicity material used to promote the Hirer’s event should be approved by The Centre management.

2.
Block bookings will be limited to not more than 12 months and will be subject to re-negotiation provided previous compliance with the terms and conditions has been demonstrated. The management reserve the right to cancel block bookings when the hirer has not adhered to these conditions of use.

3.
The premises must be left in good order and vacated not later than the time booked.  A charge will be levied for any time used over and above that booked.  The hirer is responsible for ensuring that guests leave the premises, including the car park areas of both The Centre and Sainsbury’s, in a responsible manner, having due regard to local residents and users of the nearby shopping facilities.

4.
Hirers will be responsible for the cost of any damage to the building or its contents by members of the hirer’s group.

5.
If any session within a block booking is cancelled at less than 14 days notice (and the facility is not re-let) the hirer is liable to pay in full. The management reserves the right to re-let times and spaces where provisional bookings have been made by telephone and booking forms have not been returned with a deposit by 14 days before the hire date.

6.
No lettings shall continue beyond 10.30 p.m. unless prior permission is obtained from management.

7.
As The Centre is also used as a church “sanctuary” the management expects appropriate standards of behaviour from all its users. Hirers are responsible for the conduct of their group while at The Centre. 

8.
The building is not to be used for the promotion of any teachings or activities which are inconsistent with the aims and beliefs of a Christian church, or which are associated with non-Christian religions.

9.
The Centre will not be available for gambling, for physical or violent contact sports and for events that could lead to excessive noise levels for local residents.  Amplified music must be inaudible within the property boundaries of neighbouring residents. The building is not licensed for public entertainment, and so lettings for music and dancing are admissible only if entertainment is for a closed organisation where admission is by invitation only.  Entertainment is regarded as private if admission is restricted to members of a club, church or a group or a similar association and their guests; or in the case of a school to students, former students, their parents and friends.  Only members or friends especially invited will be admitted to the function.

10.
The Centre is covered by Public Liability Insurance through Thornhill Church.  However, no liability is accepted for the loss or damage to any property belonging to any person or organisation using The Centre.  Nor do we accept any liability for personal accident or illness sustained by any person.  Hirers are required to carry their own public liability insurance cover.

11.
Lettings which are likely to result in a heavy demand for car-parking spaces must be specially negotiated with The Centre management, who may require the hirer to provide parking stewards.

12.
The hirer is responsible for ensuring that the numbers attending an event do not exceed what is reasonable for health and safety.

13.
The hirer must not sub-let to another group.

14.
In the interests of health and safety, The Centre is designated as a non-smoking area. The hirer is to ensure that those attending the function who wish to smoke, do so outside the building.

15.
Sale of alcohol on The Centre premises is prohibited. Normally the drinking of alcohol is also prohibited on The Centre premises. In special cases a dispensation for the use of alcohol in support of a function can be applied for from The Centre management, provided that the hirer can demonstrate controls that will ensure that the use of alcohol will not be abused.

16.
The Centre reserves the right to cancel lettings if the premises are closed or required for official or electoral purposes. The Centre reserves the right to refuse, alter or cancel lettings at the management’s discretion.

17.
If the letting involves work with children or young people under the age of 16, it is assumed that the licensee is familiar with the Home Office Code of Practice “Safe from Harm”, and undertakes to act accordingly.

18.
First Aid: A first aid box is available at the reception desk. The hirer is responsible for the administration of first aid when necessary to members of their group.

19.
Fire or bomb alert: Hirers must familiarise themselves with the position of fire exits. Everyone in the building is to leave by the nearest fire exit, and assemble in the car park on the North side of the building to await further instructions. The hirer is responsible for ensuring that all those attending the function are safely evacuated.
