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Terms and Conditions of Room Hire and Charges
You can contact the Town Council on 01443 490740, email info@pontypriddtowncouncil.gov.uk or by post, Pontypridd Town Council, 133 Berw Road, Pontypridd, CF37 2AB. Office hours are 9.30-4.30PM Monday – Friday. 
1. Use of the Centre
Use of the Taff Meadow Community Hall is subject to the following rules.

2. Applying to use the Community Rooms
a) Application for use of the facilities shall be made to the Town Council.
b) The Town Council reserves the right to refuse any application for the use of the community facilities.
c) All arrangements for the use of the facilities are subject to the Council reserving the right to cancel bookings when the premises are required for use by the Town Council or is rendered unfit for the intended purpose.
        
3. Hours of Opening
Facilities at the Town Council are Taff Meadow Community Hall, with small accessible kitchen for use. A kettle or urn, mugs and cutlery are available for use, but hirer will need to bring their own Tea/coffee/sugar etc. The hours of use are from 9am to 10pm.

4. Maximum Capacity
The room has a maximum capacity of 60 seated (theatre style). On no account should this figure be exceeded.

5. Safety Requirements
All conditions attached to the granting of the Council’s Licence shall be strictly observed. Nothing shall be done to endanger the users of the building and the policies of insurance relating to it and its contents. In particular:
a) Obstructions must not be placed in gangways, or in front of emergency exits which must be immediately available for free public access.
b) The emergency lighting supply will be turned on during the whole time the premises are occupied for all exit signs and routes.
c) Firefighting equipment shall be kept in its proper place and only used for its intended purpose.
d) The fire brigade shall be called to any outbreak of fire outside opening hours. Within opening hours, alert a member of staff immediately.
e) Performances involving danger to the public shall not be held.
f) Flammable substances shall not be brought into or used in any part of the building.
g) No unauthorised heating appliances shall be used on the premises.
h) Any electrical appliances brought in for use by the hirer must be PAT tested beforehand.
i) There is a No Smoking Policy throughout the building and its environs.
j) Helium filled balloons must not be used in unless they are weighted or secured, otherwise they pose a potential problem as they can interfere with the fire alarm and cause a false alarm.

6. Supervision
The hirer or person in charge of the activity shall not be under 18 years of age and shall be on the premises for the entire period of hire or duration of the activity. When the premises or any part of them are used for the purpose of public entertainment, there shall be a minimum of two persons aged 18 or over on duty.

7. Storage
Apart from the groups who have long term storage agreements, there is currently no storage available on site and all items/equipment must be removed on the day(s) of hiring.

8. Loss of Property
Pontypridd Town Council cannot accept responsibility for loss or theft of, or damage to, Council user’s property.

9. Nuisance
a) Litter is not to be left in or about the Council Premises.
b) Hirers are responsible for ensuring that the noise level and nature of their function is not such as to interfere with other activities within the building nor to cause inconvenience for the occupiers of nearby houses and property.

10. Cleaning & Recycling 
[bookmark: _Hlk178000076]All use of the Council’s premises & facilities is subject to the hirers accepting responsibility for returning furniture (tables and chairs) and equipment to their original positions and for securing doors and windows of the premises as directed by the Council. All hirers shall leave the premises and surrounds in a clean and tidy condition. Failure to clean up after your session will result in an additional £25.00 cleaning fee. During the Council’s opening hours users are welcome to request use of the Council vacuum cleaner to ensure this is done. 
It is LAW that all organisations must recycle. There are bins provided for plastic/metal/cartons, glass, paper/card, and food – please make use of these and ensure all items are placed in the correct bins and that all containers are washed out before recycling.

11. [bookmark: _Hlk178000168][bookmark: _Hlk178000156][bookmark: _Hlk177999859]Security/Care of Centre
At the end of the hire period the hirer must ensure that means of access are closed and secured, and the alarm is set, as advised by Council staff. 
Costs for out of hours call outs due to the alarm not being set correctly and/or failure to secure the building will incur an additional fee of £50.00.
Repeated failure to set the alarm will result in the cancellation of any ongoing booking. 


12. Payment and Cancellations
a) [bookmark: _Hlk178000234]Hirers may be required to pay a refundable damage deposit; the amount will vary depending on the type of event or function being held. The hirer will check the room at the start and finish of hire giving the opportunity to raise any concerns regarding the condition of the room(s).
b) [bookmark: _Hlk177988511]For one off bookings, full payment for hire is to be paid 5 days in advance of the booking date, otherwise the Town Council reserves the right to cancel the booking.
c) [bookmark: _Hlk177988735]For regular hirers, invoices must be paid within 14 days of receiving the invoice, otherwise the Town Council reserves the right to refuse future bookings.
d) A minimum of one week’s notice must be given in the event of a cancellation or rescheduling. Any less than this will result in hirers being billed for the full amount.
e) If a payment made to the Council, by a hirer, is subsequently declined causing Council charges, the Council will seek reimbursement from the hirer for the charge incurred.

13. Additional Safety Measures
All hirers must read and be familiar with the Fire Safety Procedures. All hirers must accept responsibility for the safety of anyone attending their function. Hirers must keep a register of attendees which must be handed to the Fire Marshall in their group in the case of an evacuation situation. They must identify and assess any potential risk posed. For large events, a written risk assessment must be completed, and a copy given to the Council, with suitable insurance arranged. It is essential that all access routes gangways, exits and emergency exits are kept clear at all times and free from obstruction.

14. Charges
£21 for up to 2 hours use of the room (to include kitchen facilities). An additional £10.50 per hour will be charged for each additional hour or part thereof. 
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