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17 CUPPIN STREET, CHESTER, CH1 2BN
PHONE 01244 400730



Agreement for Hire of the Unity Centre ‘the premises’

This agreement is made between __________________________ and Cheshire, Halton & Warrington Race & Equality Centre (CHAWREC).

CHAWREC permits the Hirer to use that part of the premises described in paragraph 3 below on the following terms and conditions:

1. Purpose of Hire: 


…………………………………………………………………………………………..

…..………………………………………………………………………………………

2. Period of Hire – Date (s) 


…………………………………………………………………..................................

Hours: from …………………... to …………………... (‘the session’).

3. Description of room (s) and facilities within the premises to be hired (see price list for names of rooms):


…………………………………………………………………………………….......

4. Will there be any speakers at the event? If yes, please provide FULL details.

Please note that hirers are under an obligation to inform us if speakers are likely to be controversial, cause upset or offence and/or bring the organisation into disrepute.

Yes / No…………..……………………………………………………………….......

Full details of speakers: …………………………………………………………......

……………………………………………………………………………....................

5. Room set up – please state if you would like the room set up in a particular style (see attached style sheet) :

U shape				
Boardroom style			
Theatre style				
Classroom style			
Herringbone classroom style	
Cabaret style 			
Cleared (no tables/chairs)		

Please state estimated numbers using the room …………………..

6. Additional extras* price list at the end:		

Refreshments 				…………………………………….
Hire of Projector		
Hire of Flipchart		
Hire of Laptop		

7. Hiring fee: £ ………….. (per session)*

Deposit not applicable*/received* / payable*: £ ………….. *

8. Date (s) of payment of fees* / balance*: 

…………………………………………...

9. The Hirer agrees to observe and perform the terms and conditions contained or referred to in the Standard Conditions of Hire for the time being in force and as attached to this Agreement and in the Rules governing the use of the premises.

How to pay us – by cash, cheque payable to Cheshire Halton & Warrington Race & Equality Centre, or by BACS transfer to 20 20 46 a/c 20972673. You can also make payment by credit or debit card, but will be subject to a 1.69% fee. If you wish to be invoiced please tick here and complete information below: 

For Invoicing Only

Invoice in the name of……………………………………………….………………….

Purchase Order Number………………………………………………………………..

Organisation………………………………………………………………………

Address……………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

Contact name & phone/e-mail for queries……………………………………………………………………………

…………………………………………………......................................................


Please use our invoice number as a reference so that we can trace your payment.

How we refund your deposit – we will deduct the deposit from the final balance owed or in the case of an additional surety we will refund in the same way we were paid the deposit.


Price List

All prices are per hour:

Stephen Lawrence Room 				£18
Johnny Delaney Room 				£18
Mary Seacole Room				£14
Mandela Room					£14
IT Suite (upstairs)					£12
Conference Room (upstairs)			£12

[Charitable organisations are entitled to an automatic reduction of 10% of total hire, excluding extras]

Please note for hiring the café area there is a separate agreement/price,  please ask for information.

Extras
Refreshments
Tea/coffee with a selection of biscuits 	£1.75 per person per serving
Flip chart hire with paper			£5 
Projector hire				 	£5
Laptop hire					£5



The Unity Centre - Conditions of Hire

1) Payment
a) We may require a deposit from you of 50% of the hire charge if the total hire costs exceed £100 or if we think there is a risk to property
b) You can either choose to pay us on the day of the event, or we will invoice you after the event. Payment will then be due within 30 days.

2) Retention of Deposits Where Taken
a) We may retain all or part of your deposit if we suffer losses or damage for which you are responsible. If our losses exceed the amount of your deposit, we may demand additional compensation.
b) We may retain all or part of your deposit if you fail to return keys within a reasonable time.

3) Cancellation
a) You will not be charged for any cancellation that is received up to 21 days in advance of the booking date. Cancellations less than 21 days but more than 7 days will incur an administration fee of £20. Cancellations of less than 7 days will be charged 50% of the hire fee.
c) Any deviation from b) above is entirely at the discretion of CHAWREC.
b) We reserve the right to cancel any booking in order to carry out essential repairs or maintenance; in this event any pre payments will be refunded.

4) Liability for Loss or Damage
a) You are responsible for any loss or damage suffered by CHAWREC as a consequence of your activities as a hirer. This includes (but is not restricted to) damage to the premises, fixtures, fittings, furniture and equipment, call-out fees for false fire alarms, and loss of income.
b) You are responsible for the actions of people you admit to the Centre as part of your booking, or who gain access to the centre because you fail to control access properly.
c) You are responsible for ensuring that you are adequately insured for any equipment that you are permitted to store at the premises, this will not be covered under CHAWREC’s contents cover.

5) Keys
a) If the hire is outside of usual opening hours (see www.theunitycentre.org website for latest times) CHAWREC may decide to issue you with a key, which must be collected before the activity begins, ideally in the previous week. It is your responsibility to contact the office and arrange to collect the keys. You will also require an access code for the entrance system. You must keep this code confidential.
b) Keys where supplied must be returned as soon as practicable after the end of the activity.

6) Fire Precautions
a) You must read and comply with the fire notices posted throughout the building. A copy of the standard notice will be supplied to you on request. You should familiarise yourself with the fire alarm points in each room, the location of extinguishers and the available escape routes.
b) You must not prop any fire doors open, obstruct any fire doors or escape routes, damage any fire safety equipment, cause any dangerous accumulations of combustible materials to occur, or do anything likely to cause a fire risk.
c) In the event of a fire, your primary responsibility is to ensure the rapid and safe evacuation of the building.
d) If you know that a false alarm has been raised (for example, because a member of your group has accidentally triggered the alarm) you may cancel it by pressing ‘sounder silenced’ once on the alarm panel in the front lobby. Then press reset. This will reset the alarm system and you should only do this if you are certain that there is no fire.
e) You must contact us using one of the emergency numbers on the fire notices if there has been a fire alarm, even if it was a false alarm (the building may not be properly protected until we have completely re-set the system).
f) You must inform the office of any of the fire extinguishers has been used, whether deliberately or accidentally.

7) Security
a) You must not copy any keys loaned to you, nor pass on alarm or door codes to anyone else without our agreement.
b) You must not leave the front door open if you are using the building outside of normal opening hours. You must tell members of your group to ring the door buzzer. You may attach a notice to the front of the building.
c) When you leave, you must check that all members of your group have left the building, close and lock all doors behind you and set the alarm using the provided code.

8) Alcohol
a) You must tell us if you intend to provide alcohol on the premises. We will not permit the sale or provision of alcohol if it is not properly licensed, or breaches our licence, or if in our view it would not be desirable.

9) Illegal Drugs
a) You must not allow illegal drugs on the premises.

10) Premises Licence and Noise
We have a premises licence number 11/02553/LIPREM which licences us for the following activities:
· Performance of dance
· Exhibition of film
· Indoor sporting events
· Performance of live music
· Performance of recorded music
· Performance of plays
· Facilities for dancing
· Facilities for making music
Our licence allows us to carry out the above activities between 12 noon and 10pm. Therefore all bookings must end by 10pm and comply with the terms of this licence. You must ensure that members of your group leave the premises quietly in the evening. If you are carrying out activities that require any additional licences or permissions to operate, it is your responsibility to ensure that you obtain these.


11) Heating
Heating is set throughout the building and the thermostats should not be tampered with. 

13) Parking and Vehicle Access
There is no parking attached to the building, although there are bays in front of the building which can be used for drop off and collection. There is also a pay and display car park a few yards from the building. Disabled parking - blue badge holders can park in the pay and display car park for up to 4 hrs free of charge and in the bays immediately in front of the building for 3 hrs.

14) Smoking
a) It is unlawful to smoke in the building. It is a condition of hire that members of your group do not smoke in the building. Smokers must go outside the parameters of the building to smoke.

15) Your Equipment and Decorations
a) You must obtain our agreement in advance if you intend to introduce any materials or equipment into the premises that might introduce a safety hazard, cleaning problems or inconvenience to other users; for example straw, hay, sawdust, flammable drapes, glues, paints or cooking equipment. We may refuse permission to introduce these items or impose additional conditions on your hire to mitigate hazards.
b) You must not use smoke machines in the premises.
c) If you intend to introduce decorations or signs into the building, you must tell us about this.
d) You must not use permanent or semi-permanent fittings, for example nails, screws and staples. You must not use drawing pins for any purposes – they are easily lost and are dangerous to small children.
e) You must not attach anything to electrical wires, gas or water pipes, or electric, gas or water fittings.

16) Insurance
a) The centre is insured for Cheshire, Halton & Warrington Race & Equality Centre’s public liabilities. You may inspect our certificate of insurance on request.
b) We do not insure hirers against risks resulting from the activities they undertake – it is your responsibility to insure against these risks.

17) Health & Safety
a) You must ensure that you assess the risk of your planned activities, levels of supervision, working practices and equipment to ensure they comply with current health and safety legislation and guidance.
b) You must take reasonable care at all times for the safety of yourself and all others who might be affected by your actions.

[bookmark: _Hlk103614217]18) Safeguarding children, young people, and adults at risk
The Hirer must ensure that any activities for children, young people and adults at risk are only provided by fit and proper persons in accordance with the Children Act 1989 and 2004, the Safeguarding Vulnerable Groups Act 2006 and any subsequent legislation eg The Care Act 2014.

When requested, the hirer must provide us with a copy of their Safeguarding Policy and evidence that they have carried out relevant checks through the Disclosure and Barring Service (DBS). 

In the event of a hirer not having their own policies they should adhere to the CWAC safeguarding principles and procedures. Adult Safeguarding Procedures January 2022 (cheshirewestandchester.gov.uk)  Welcome to the Cheshire West and Chester Safeguarding Children Partnership Online Procedures (proceduresonline.com)

All reasonable steps must be taken to prevent harm, and to respond appropriately when harm does occur.  Relevant concerns must be reported. Click on the link for further information on how to report a safeguarding concern Here

The Counter Terrorism and Security Act 2015 and the Prevent Duty Guidance, place an expectation on CWAC to ensure that all publicly owned venues and resources do not, provide a platform for extremists and are not used to disseminate extremist views or ideologies.  In response to this the following hirers, events or performers (inc speakers etc) are not accepted at The Unity Centre: 
· Those with links to a terror group or organisation (as designated by the UK Government).  Proscribed terrorist groups or organisations - GOV.UK (www.gov.uk)
· Events whose subject matter might cause distress (particularly if both sides of an argument are not represented).
· Those that incite hatred, intolerance, violence or encourage law breaking.
· Those that promote acts of terrorism.
· Those with a recent history of controversy in relation to terrorism or causing distress.
· Those who’s events might be a reputational risk for CWAC

If concerns are raised about a hire CHAWREC will request additional information about the hire in order to satisfy itself that it does not contravene the above clauses.  

If an event may be seen as controversial, hirers may be made to put additional measures in place eg:
1. Ensure the event is ticket only (with ID)
1. Include satisfactory security arrangements
1. Impose an alcohol ban
1. Restrict numbers
1. Share scripts, event materials, running orders 4 weeks in advance
If a hirer or audience member has concerns about an event they should contact office@chawrec.org.uk 

19) Accidents
a) All accidents or near-accidents must be notified to the office so that we can try to prevent any re-occurrence.
b) There is a first-aid box in the reception area. You must notify the office if you use any supplies so that we can re-stock.
c) If there is no member of staff available, you should post a note of the accident and/or use of first-aid supplies through the office door letterbox.

20) Afterwards
a) Furniture
i) After use, furniture must be returned to its proper place. If you have used furniture from another room, it must be returned to its proper place in that room.
ii) You must observe any notices regarding the placement of furniture and how it should be stacked.
b) Cleaning and Tidying
i) We clean the building overnight. You must ensure that the rooms you have used are left clean enough for the next hirer.
ii) Floors should be swept (and mopped if there were any spillages). Brooms, mops, buckets, dustpans, etc are kept in the cupboard under the stairs and in cupboards under the sink.
iii) All rubbish must be taken away, or put in the industrial bin in the front area if there is room. You must not pile rubbish up by the bin.
iv) If we have allowed you to store equipment on the premises, whether in a store room or elsewhere, you must ensure that it is stored safely and tidily so that it does not constitute a fire risk or any other hazard to anyone. You must remove stored equipment promptly when required to do so.

20. The Hiring Agreement constitutes permission only to use the premises, and confers no tenancy or other right of occupation on the Hirer.


Signed ………………………...............................................................................

(Please print name): ..........................................................................................

                                                             (for and on behalf of CHAWREC)

Signed…………………….……………………………………….…………………. 

(Please print name): ………………...………………………………………………
(The Hirer* / for and on behalf of the Hirer*)

Contact for the Hire

Name: …………………………………………………………………………………

Telephone Number: .…………………………………………………………………

E-mail: …………………………………………………………………………………





[image: u-shape]Meeting Room Layout Styles

U SHAPE

· U Shape Seating around sides of the room – good for presentation from front
· Square layout conducive to discussion
· Presentation space in the middle of the room
[image: boardroom]

BOARDROOM STYLE

· Centrally located table
· Classic layout ideal for debate and discussion
· Popular for smaller meetings

[image: theatre]

THEATRE STYLE

· Used for product launches, presentations and displays
· Used to present to large number of people
· Allows for optimal room occupancy



[image: classroom]CLASSROOM STYLE
· Used to present to small/medium groups
· Delegates in ones or twos have own workspace
· Ideal for testing and individual training



HERRINGBONE CLASSROOM STYLE
· [image: herringbone]As classroom style
· Tables angled towards centre
· Allows more discussion than ordinary classroom layout



CABARET STYLE
· [image: cabaret]All delegates facing front-centre around tables
· Ideal for small group work





***Please note that most of our tables are rectangular and 6 ft long NOT round – these pictures are for representational purposes only***
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