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TERMS & CONDITIONS OF

FACILITIES HIRE

Definitions and Interpretations:

In these Documents, the following expressions and words shall have the following meaning:-

Afro Caribbean Millennium Centre:
ACMC at the above registered address

Booking:
A booking which has been accepted and agreed with the hirer and the ACMC either verbally or in writing.

Block Bookings:
A minimum or 4 bookings made and paid for at the same time.

Hirer:



The named individual on the Booking Confirmation.

Hire Party:



The group of delegates the Hirer is responsible for.

Charitable/Voluntary Organisation:
A registered Charity or Voluntary Organisation with proof of status.

Normal Office Hours:
Mon – Thu 09:00 – 17:30 Hours/Fri 09:00 – 17:00.Excluding Bank Holidays.

Terms and Conditions                              
The written Terms and Conditions with any policies procedures and regulations relating to the use of and operation of

facilities available at the ACMC for hire.
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1. 
Bookings 
1.1 
Bookings should be made through the ACMC Reception.
1.2 
Bookings can be held for 28 days without payment, prior to the hire date.
1.3
If no written/verbal confirmation is received 7 days prior to the hire date, the  booking will be cancelled and let. 
1.4   
Notification of hirer's intention to cancel a let must be received by the ACMC either verbally or in writing to a minimum of 7 days prior to the hire date. 
1.5
The ACMC reserves the right to cancel the hire without being liable for compensation in the event of the hire being required for the purposes deemed necessary by ACMC.
2. 
Charges & Payments

2.1
The ACMC reserves the right to alter published rates giving 28 days notice.

2.2
The ACMC will not alter rates once the Booking Confirmation has been received by the hirer.
2.3 
All charges are shown in £’s sterling.

2.4
VAT is not applicable on facilities hire.  VAT is applicable on food and audio visual hire as detailed with the published Rate Chart.
2.5
Prices are valid from the dates indicated on the published Rate Chart.

2.6
Registered Charities and Voluntary Organisations with proof of status may apply for discounts off the published Rate Chart

2.7
An additional Security/Reception charge applies for facilities hired out of normal office hours at the rate indicated on the published rate Chart

2.8
Payment should be made in cash or company cheque prior to the facilities hire date.

2.9
In the case of overdue accounts, the ACMC has the right not to let the hire.

2.10
Cheques should be made payable to the Afro Caribbean Millennium Centre Ltd, or ACMC Ltd.


3.
Conditions of Hire
3.1
The facilities available for hire are not to be used for private/social functions, as the ACMC does not hold Hospitality and/or Liquor Licences.

3.2
In some cases the ACMC may require written confirmation of the hirers business use intention of the facilities hire.  The hirer may use the facilities subject to the business use intensions being accepted by the ACMC.

3.3
The hirer should notify the ACMC at the time of booking in order that arrangements can be made in terms of arranging disability access and/or any other special requirements.

3.4
The hirer must adhere to the holding capacities of facilities hire of which will be advised at the time of booking.  Non-compliance may result in the early termination of the facilities hire and the ACMC may not return any payments made.

3.5
The hirer should ensure furniture is not stacked in potentially dangerous positions or positions that may endanger other parties or property. Furniture must not be stacked in the Interview Room on the ground floor in compliance with the Health & Safety regulations laid out by the ACMC. The hirer will be charged a proportionate charge for any such damage. 

3.6
Hirers must be over the age of 18 years and proof of identity/age may be required in some cases.

3.7   
All Hirers shall state the purpose for which they are engaged and shall not sublet or alter the purpose for which they are engaged without the consent of the ACMC. If the facilities hire is used for purposes different from that for which they are engaged the ACMC reserves the right to terminate the facilities hirer any time without the ACMC being liable to the hirer for costs incurred.

3.8  
The ACMC have the right to suspend or take action at its discretion on any matter which, in the opinion of the ACMC, does not comply with the Terms & Conditions, or which is considered necessary in the interests of safety and good business order or to deal with any contingency not covered by these Terms & Conditions.

3.8
Whilst the ACMC endeavours to provide factual information, it cannot guarantee the accuracy of these details.  It is the responsibility of the hirer to ensure the facilities hire is appropriate to their requirements.

3.10
The hirer is welcome to view the facilities hire prior to the hire date to familiarise themselves with facilities available and to ensure the facilities available are adequate for the purpose intended.
3.11
In addition to the named facilities hire location detailed on the Confirmation Booking, the hirer may only use the common facilities ie; washrooms/toilets.  Use of the Kitchens,  unless negotiated with the ACMC prior to the facilities hire with the is prohibited. 
3.12
The hirer must ensure they arrange and vacate the facilities as detailed within the Confirmation Booking for setting up and clearing away. Where time extension is required the appropriate hourly rate will be applicable as detailed within the published Rate Chart.

3.13
The ACMC has the right to suspend or take action at its discretion on any matter which, in the opinion of the ACMC, does not comply with the terms in which the conditions, or which is considered necessary in the interests of safety and good business order to deal with any contingency not covered by these Terms & Conditions.  

3.14
The hirer must indemnify the ACMC against any loss or damage as described within these conditions.

3.15   
All additional fittings, decorations or scenery of any kind provided by the hirer shall be subject to the approval of the ACMC before being fitted.

3.16  
The hirer shall not interfere with electrical fixtures and fittings. No extension from existing electrical fittings shall be made without the consent of the ACMC.

3.17   
Hirers must leave the premises in a clean and tidy condition.  Failure to comply may result in additional charge to cover cost of additional cleaning
3.18
All Hirers are requested to sign in and out of the ACMC at Reception when entering and exiting the building.

3.19
The ACMC shall be entitled to relocate the hirer to an alternative facility within the ACMC of similar size and standard where required.
3..20
If the Hirer cannot be given access to, or  the facilities hire is temporarily unavailable, the ACMC’s liability will be limited to refunding the fee (or a relevant proportion) for the period of non-availability.  

4.  
Health & Safety

4.1
All Hirers are requested to sign in and out of the ACMC at Reception when entering and exiting the building.

4.2
Entering and Exiting the ACMC is via the main doors leading to Dudley Road for all hirers apart from Disabled Badge Permit Holders using the rear car park of which there is 2 car parking spaces.
4.3
The ACMC operates a no smoking policy throughout the building.
4.4   
Hirers must leave the premises in a clean and tidy condition.  Failure to comply may result in additional charge to cover cost of additional cleaning
4.5
The hirer is advised to take out appropriate insurance to cover loss or damage of property or belongings to themselves and the hire party, members of the public and to cover death or injury of persons in the building during the period of hire.

4.6
In the event of an accident within the premises the hirer must report the incident immediately to Reception during Normal Office Hours or out of Office Hours ie; at all other times; to the New Style Radio Duty Manager.
4.7
The hirer is not permitted to use external electrical equipment within the facilities unless prior agreement with the ACMC.
4.8
All bookings of a physical/coaching nature are approved by the ACMC on the understanding that the appropriate coaching qualifications from the recognised sport/physical or coaching body or association is achieved. The ACMC reserves the right to inspect such qualifications.

4.9
It is the responsibility of the hirer to ensure where physical activities are being conducted, appropriate safety footwear is worn.

4.10
Entering and exiting the ACMC is via the main doors leading to Dudley Road for all hirers apart from Disabled Badge Permit Holders using the rear car park of which there is 2 car parking spaces.
4.11   
Health & Safety , Emergency Evacuation , Medical and any other relevant Policies and Procedures will be explained to the hirer  on the hire date of which the hirer must adhere to; and is available in hard copy from Reception.
5.
Food Consumption

5.1
The hirer is not permitted to consume or sell food provided by an external source on the ACMC facilities in compliance with Food & Hygiene Safety Regulations.

5.2
Only food provided by the ACMC is to be consumed on the ACMC premises unless agreed with the ACMC prior to the facilities hire.

6
Termination of Liability
6.1
The ACMC shall be relived of all liability for obligations incurred to the hirer or its party in cases of essential services failure ie gas; electric; breakdown of equipment, accidents, civil commotion, war, force majeure or any other cause beyond the control of the ACMC. Including but not limited to causes arising from acts omissions of the Hirer.

6.2
These Terms & Conditions of Facilities Hire shall be governed by English Law.  Any dispute arising from it shall be settled in the Courts of England. 

7.
Privacy Policy & Data Protection

7.1
The ACMC does not share personally identifiable data with any other companies except as provided in this policy or permitted by law. We may provide such aggregate statistics about our sales and traffic patterns, but these statistics will include no personally identifying information. 

8
Acceptance

8.1
The Hirer’s verbal or written acceptance of the Confirmation Booking implies acceptance of the Terms and Conditions detailed herein. 
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