NDILIS PLACE

TRAINING/CONFERENCE AND MEETING ROOM HIRE TERMS & CONDITIONS

Ndilis Place is pleased to welcome you to use our Centre and hope that your event goes well. Ndilis is a resource for community groups, NGO agencies and statutory organisations and we would like you to feel very much at home here. In order that all groups using the building know what is expected of them and all can enjoy the facilities here to the full, we are sure you will understand the need for us to commit everyone to the following conditions of use.

These Terms & Conditions together with the Booking Form represent your contract.

The person submitting the application form is deemed to be "the hirer" and will be responsible for the observance of the conditions and ensuring order.   The person who signs the application form is the hirer and must be over 18 years of age.

Functions should not be publicly announced or advertised to take place until the room booking form has been returned.  The hirer should make sure that any advertisement for any function for which the premises have been let is properly and lawfully displayed and published.

The hirer must not use the premises for any purpose other than that stated on the application form.

The premises must not be used for any unlawful purpose nor do anything which may endanger the centre users. The agreement is personal to the hirer and the premises cannot be sublet.

The hirer must comply with all conditions and regulations made in respect of the premises by Ndilis Place management. 

In the event of room hire charges being increased, Ndilis Place will notify the hirer of any increase and give six weeks notice in writing to regular ongoing hirers. The increase charge will automatically take place six weeks on giving notice. 
Cancellations.  
Any cancellations must be made no less than 72 hours before the date of the booking.  Cancellation charges are applicable: within one month - 10%, within two weeks - 20%, within one week - 50%.  All cancellations must be made in writing. 

Security / Loss or Damage.  Ndilis takes precautions towards the safety and security of Ndilis building; however we cannot accept responsibility for any damage to or theft of personal belongings brought onto the site.  Please report any loss or damage to the Ndilis Place Manager or caretaking staff. Drawing pins, sellotape, blu-tac and such materials should not be fixed to walls or woodwork.  
 When moving furniture or equipment around please take care not to damage them particularly the IT equipment.  Users must accept financial responsibility for any loss or damage caused by their group to the property and equipment, and pay for any breakages. 

 Furnishings should not be taken outside the building or moved from one room to another without permission.  Tables should be wiped clean; chairs and tables that have been moved should be returned.  We reserve the right to pass on the hirer any costs for professional cleaning. 

Parking.  
Any parking on the forecourt must not obstruct access by other vehicles to the main entrance and exit and should be confined to the marked areas.  We advise you not to leave valuable items in your vehicle.  Ndilis will not accept responsibility for any loss or damage.

Storage. 
 Ndilis will not accept responsibility for any loss or damage to equipment left in storage.

Ndilis Place cannot be held liable for any accident or injury to persons using the Centre's premises or third parties involved, in accordance with this booking policy.  Insurance is the responsibility of the hirer making this booking.  Hirers are required to make their own insurance arrangements and must keep in place the necessary insurances and upon request of the Ndilis provide proof that these insurances are in place as necessary.  The hirer must agree to indemnify and keep indemnified Ndilis from and against all loss, damage, costs, claims, and demands.  Expenses or charges which Ndilis  may sustain or incur in respect of any matter arising out of the use of the accommodation or the conditions relating thereto, and to pay to Ndilis Place on demand such sums as may be payable by reason of this indemnity. 

Ndilis reserves the right to refuse permission for use of the premises without giving a reason. Ndilis reserves the right to cancel any permission to use premises at any time for any reason it shall deem necessary or if it requires the premises for another purpose, or if any damage has been caused to the premises or there have been any breaches of law. No compensation shall be paid to the hirer or any other person for the cancellation. Any fees paid will normally be returned unless the cancellation is due to damage.   

The hirer must make sure that all electrical equipment brought onto the premises, for example stereos/disco equipment, Laptops, projectors, computers, must comply with the Electricity at Work Regulations and must be checked and labelled by a qualified electrician.  If Management find that an item is unsafe, it must be immediately removed from the premises.  Calor gas, portable ovens, microwaves and kettles must not be taken onto the premises. 

No alteration to the building structure or furnishings may be made without permission from the Centre.   

The caretaker/other named officer is the authorised representative of Ndilis and s/he is empowered to enforce the conditions of hire and to refuse entry to or require persons to leave the premises. 

Hirers will confirm the numbers and type of persons present during the hiring to those specified in the agreement.  In particular, hirers will neither use nor move any equipment or furniture not specified in the agreement.   

Facilities & Equipment.  
Subject to availability Ndilis can provide the equipment set out in the booking form.  Hirers will use only those parts of the premises and facilities specified in the agreement.   

Hirers will be responsible for the behaviour of those present and for ensuring that activities and persons present do not cause a nuisance

Hirers will notify the Centre in writing, addressed to Ndilis immediately after the letting of any incident, damage or other proceeding that occurred during the letting.  

All hire fees must be paid before use of the facilities (premise) or immediately after the event. 

Cheques must be made payable to Bonface Mwema Ndili.
It is the responsibility of the hirer to ensure that furniture or equipment is not removed from the premises.  Setting out and storing away of tables and chairs is the responsibility of the hirer.  Everyone must have vacated the premises by the time, which has been specified on the booking form. 

The hirer must comply with all fire notices and other instructions issued by 

Ndilis Place in relation to emergencies and must ensure that all relevant 

Health and Safety information is read and understood and all rules and regulations abided by not only by the hirer but also their guests/group members. 

The hirer must make sure that /s/he is aware of all fire exits in case of emergency.

It is the responsibility of the hirer to make sure that all accidents are immediately reported to Ndilis Place Manager on the premises so that they may be recorded in the Accident Book.  The first aid kit is located in reception and bar area.
It is the hirers/instructors responsibility to arrange necessary insurance cover for any personal items brought/stored on the premises in respect of any accidents which may occur as a direct result of his actions or equipment.

It shall be in the absolute discretion of the Ndilis Place Manager or any person acting on its behalf to refuse any application, or to cancel any letting and direct the return of any hire fee paid.  The hirer hereby agrees in such cases to have consented to such cancellation, and to have no claim at law or in equity for any loss of damage in consequence thereof. 

Ndilis Place reserves the right to cancel any hiring at any time in the event of the premises being required for church events. The hirer shall be entitled to a refund of any deposit or booking fee already paid to Ndilis Place  and the hirer hereby agrees in such cases to have consented to such cancellation, and to have no claim at law or in equity for any loss or damage in consequence thereof. 

Upon any breach of any of the foregoing conditions by the hirer – as to which the decision of the management shall be final – the management may terminate the hiring forthwith, both as to the occasion of the said breach and as to any future bookings and even if the period of hiring has not expired the hirer shall be liable to pay to Ndilis Place full amount payable under the foregoing conditions.  All references to Ndilis shall be deemed to include the person in charge at the centre at any particular time.  Any breach of condition resulting in costs to Ndilis Place will be recoverable from the hirer by the manager or any other person acting on behalf of Ndili’s Place.

Any complaint must be reported immediately, verbally and then also in writing within three days to Ndilis Place Manager and will be dealt with according to Ndilis Place official complaints procedure.

In the event of any dispute or difference arising as to the interpretation of these conditions, or of any matter or thing contained therein, the decision of Ndili’s Place  shall be final and conclusive. 

                                                                        Ndilis Place Training/conference and meeting Room Hire Terms & Conditions

                                                                                                          Page 1 of 4
                                                                                                  November 2008

