CONTRACT FOR THE HIRE OF ‘THE OAKLANDS’

Oakfield Lane

Warsop

Mansfield

Tel: 01623 844034

We wish to apply to hire ‘The Oaklands Centre’ and agree to abide by the conditions stated below.

Name

……………………………………………………………………………
Address
……………………………………………………………………………



……………………………………………………………………………

Tel No. ………………………….……

Purpose of hire …………………………………….

Date required ………………………………….. Estimate number attending ……………

TIMES REQUIRED FROM …………..….   TO …………….…… LET IN TIME ………..……

You must ensure that you are here for the time requested

How did you hear of the Oaklands Centre?...........................................................

​Please note that an hourly rate will be charged from LET IN TIME 

Do you require the use of the kitchen equipment?


YES/NO

Do you require the use of the crockery?



YES/NO

Do you require the use of the cutlery?



YES/NO

Do you require the use of the BAR                      


YES/NO
If bar is required, approximately how many adults will be attending? (             )
From what time would you like the bar (This is normally 7pm until 11pm) (                  )

Please note that the bar is only available until 11pm

We have sufficient equipment and seating for 130 people, equipment not requested will NOT BE AVAILABLE.

As the Hirer of THE OAKLANDS we agree to take care of the premises and equipment used, and to leave them in a clean and tidy condition.
We agree to report to the Caretaker on his/her arrival to lock up or to the Centre Manager within 48 hours, any damage or breakages caused and to compensate the association for any incurred costs caused by any such damage or breakages.
Fire Regulations – The centre holds a maximum of 180 people.

In the event of the alarm sounding or the discovery of a fire, it is the responsibility of the HIRER to evacuate the building and contact the Fire Department.

FIRE PROCEDURE.

The alarm will either be sounded by the installed alarm system or a person discovering the fire.

On the sounding of the alarm all persons should evacuate the premises by the nearest exit.
All visitors should make their way to the assembly point. The person in charge of the event should report to the officer in charge of the first fire appliance on the scene and inform them of the situation.

PLEASE NOTE –  SMOKING IS  NOT ALLOWED IN THE CENTRE.
ASHTRAYS ARE PROVIDED OUTSIDE

Visitors are prohibited from smoking anywhere inside the buildings of the Oaklands complex.  Smoking is also prohibited in any enclosed shelter outside the Centre (e.g. walkway to brick shed.) 

Only designated areas are allowed. The smoking area will be designated by the Centre Development Manager.  

Smoking is not permitted in any eating area or food preparation area, for example, kitchen and store room, due to food hygiene regulations.

This policy is for the comfort of visitors to the centre.

OUTSIDE CATERING COMPANIES.
All outside catering companies must hold a basic food hygiene certificate.

All food left over from the event must be cleared away and removed from the premises.
The kitchen must be left in a clean and clear state (the same as found when entering the kitchen)

To enable an outside catering company to use the Oaklands Centre Kitchen they must adhere to the following.

· All outside catering companies must hold a basic food hygiene certificate and must be aware of food temperatures, food standing times, cross contamination, cleaning, chilling and cooking. All safe methods of these basic standards must be adhered to. All basic standards of safe methods can be found in the safer food, better business manual.

· It is vital that all staff used by the hired caterer are following good personal hygiene practises, so as to minimise the risk of bacteria spreading.

· All food left over from the evening must be cleared and removed from the premises at the end of the event. (Preventing growth of bacteria on left over food.)

· The kitchen must be left in a clean and clear state (the same as found when entering the kitchen).

· Please be aware that food must be brought in at the correct temperature (i.e. in cool bags) and consumed within 4 hours.

Our Entertainment Licence (disco/bar) runs until 11 pm with the exception of New Years Eve (midnight)   PLEASE NOTE THAT WHEN A BAR IS REQUESTED, ALCOHOL IS NOT ALLOWED TO BE BROUGHT INTO THE EVENT
FEES - £18 per hour or £180 for a full day, as from the 1st May 2008.
Please note: All charges are subject to 3 monthly reviews, booking contracts already entered into will be at the price stated on the date of booking and a payment of £25 deposit to secure the hall is required.  THE HALL MUST BE VACATED BY 11.30 PM OTHERWISE AN EXTRA CHARGE WILL BE ADMINISTERED.  
Any payment made is non refundable for any cancellations.

Full payment of hire charges must be made at least 10 days before the date of hire, to the Centre Administration at The Oaklands Centre.  Cheques made payable to ‘The Oaklands Community Centre’.
All damages or breakages must be reported immediately at the end of the event.  The Hirer of the hall is liable for any costs to effect repair or replacement to The Oaklands Centre or the equipment therein.

The hirer is responsible for the provision of an emergency telephone during the event.

Oaklands must be left in a clean and tidy condition by the hirer.  Failure to do so may result in a charge for cleaning, to the Hirer.

IN LINE WITH THE NEW LICENCING LAWS UNDER THE PROTECTION OF CHILDREN FROM HARM – UNDER NO CIRCUMSTANCES MUST NUDITY OR SEMI NUDITY OR ANYTHING OF AN ADULT NATURE BE PERFORMED WITHIN THE OAKLANDS CENTRE.
The hirer is responsible for the health and safety of any children and adults attending the event at the Oaklands Centre.

The Association accepts no responsibility for injury, loss or damage arising out of the hire of The Oaklands, The hirers are recommended to effect Public Liability Insurance to protect their interests.

I HAVE READ AND UNDERSTOOD THE CONTRACT, AS THE HIRER OF THE OAKLANDS CENTRE.
Signed……………………………………………..    Date…………………………………………………

Office Use

Deposit received      
Date ………….. Amount …………. Sign ……….

Payment

Date ………….. Amount …………. Sign ……….

THE OAKLANDS

Oakfield Lane

Warsop

Mansfield

NG20 0JE

DISCO CONTRACT

DATE OF FUNCTION …………………………..

I …………………………… of (name of disco) ……………………………

Agree to abide by the regulations laid down by the Environmental Health

Department of Mansfield District Council and Fire Safety Regulations that:-

· I will undertake to ensure the equipment I bring has been PAT tested and that I carry a certificate as proof.
· I will remove the container van from the front of the entrance doors, as soon as the disco equipment is unloaded.

· All music will CEASE at 11 pm PRECISELY.
Signed  …………………..

Date ……………………

THE OAKLANDS

Oakfield Lane

Warsop

Mansfield

Notts 

NG20 0JE

HIRE OF TABLE CLOTHS

I/We the undersigned wish to hire the table cloths from The Oaklands Centre for a function.

I/We accept that these table cloths were clean and tidy upon collection from The Oaklands and We/I give our assurance that the table cloths will be returned in good condition.

Failure to comply with this request will result in being charged for damages to the table cloths.

£2 per table cloth.

Name of Hirer/Borrower ……………………………………………..

Number of table cloths hired…………

Address ……………………………….

………………………………………...

………………………………………...


Telephone number ………………………………………..

Signed ……………………….     Name …………………………

Office use

Signed………………………………………

Date…………………………………………

CASH DEPOSIT OF £25 

FOR THE HIRE OF

‘THE OAKLANDS CENTRE’

I have paid a cash payment of £25 for the hire of the centre on ……………………… and I accept and understand that if the centre is left in an untidy condition OR if any damage is incurred, the £25 deposit will be withheld (depending on damage an Invoice will be issued if necessary, addressed to the Hire of the Centre).

If there are NO PROBLEMS this amount will be returned to me after the event in cash.

A RECEIPT FOR THIS AMOUNT HAS BEEN ISSUED.

Signed …………………….. PRINT NAME ……………………….. DATE ………….

Office use

Signed ………………………      DATE …………………..

THE OAKLANDS CENTRE

Thank you for choosing The Oaklands Centre as the venue for your special occasion.

As the Hirer of the centre, please remember the following terms of the Contract of Hire.

1. Report to the Caretaker on his arrival at 11 pm any damage/breakages, this information will then be given to the Centre Manager and payment for the incurred costs and/or repair will be invoiced to you.

2. In the event of Fire, it is the responsibility of the Hirer to evacuate the building and contact the Fire Department and the Caretaker.

3. Vacate the hall by 11.30 pm, leaving the Centre clean and tidy, otherwise the Deposit of £25 cash, will be forfeited.

Please bring bin liners to ensure all rubbish is bagged and placed in the large waste bin provided outside the back door of the centre.

Decorations can be placed around the hall but please only use blue tack to put them up, so as not to mark the decoration.  Please remove decorations at the end of the evening.

THE BUNGALOW AREA IS OUT OF BOUNDS, PLEASE INFORM ALL YOUR GUESTS.

We hope you enjoy your special occasion.  We would welcome any comments you have regarding the Centre.  You are welcome to write any comments below.

Thank you once again for booking ‘The Oaklands Centre’

……………………………………………………………………………

……………………………………………………………………………

