Scottish Borders Council

Community Venues

Conditions of Let

1 Access and Charges
1.1
All users must enter (and leave) by the proper doorways. To show the relevant identification when asked by the Venue Staff and, where relevant, pay any fees due prior to entry. 

1.2
Any person admitted to a Community Venue must conduct themselves in an acceptable manner towards staff at all times. 

1.3
Community Venue Staff may refuse admission to or expel any person or persons from the venue on reasonable cause. 

1.4
Any person under the influence of drink and/or drugs or unclean in person or dress so as to cause offence to other users within the same venue, may be expelled or excluded as in the terms of rule 1.3 above). 

1.5
No animals (other than guide dogs) may be brought into a venue unless by prior consent from the Community Venues Manager. 

1.6
The onus is on the hirer to ensure that all appropriate licences, stewards and permissions are in place prior to commencing the let. 
1.7 The onus is on the hirer to ensure that all appropriate procedures for evacuation are in place and that appropriately qualified persons are on duty prior to commencing and throughout the let. 

1.8
Access to set up will only be granted to the hirer and any third party in accordance with the times recorded on the booking form. 

1.9
An extra charge per hour will be added to bookings made prior to 09:00 and for those after 00:00. 

1.10 Any let exceeding the original booking times will have an extra charge added. If applicable this charge will also be added in addition to any charges in rule 1.9.
1.11 Scottish Borders Council maintains the right to refuse any booking that is considered unsuitable or is unable to facilitate.
2 Use of Premises

2.1
All persons must comply with all reasonable directions or instruction given to them by the Venue Staff in the course of their duties. 

2.2
All persons must leave at the stated or agreed closing time or when requested to do so by the Venue Staff. Venue Staff also have the right to refuse admission in the circumstances stated above. 

2.3
Lost property should be handed to the Venue Staff upon finding. While Scottish Borders Council has no legal requirement to become responsible for lost items of lost property all lost property is handed to the Police within 7 days of being found. 

2.4
No photographic equipment or any other form of visual or sound recording equipment is to be used on the premises without the consent of Venue Staff.
2.5
Nobody booking the venue may grant broadcast (sound or television) or filming rights without the prior written consent of the Community Venues Manager. If such consent is given Scottish Borders Council reserves to itself the right to take part in any negotiations to be a party to the terms and conditions of any agreement reached and to share in any income and publicity derived there from.

2.6
All complaints, queries or suggestions should be directed to the Community Venues Manager. 

2.7
Smoking is not allowed in any Scottish Borders Council Community Venue. 

2.8
All persons must abide by instructions or guidance contained within any notices or signs that are placed in any Community Venue with regards to operational requirements. 

2.9
All persons must refrain from any conduct, which is unseemly, anti-social or which might cause annoyance or danger to other persons within the premises.

2.10 Upon request, all persons must show any written consents, certificates or permissions relating to their use of the facility to Venue Staff. Failure to do so may result in the cancellation of a let.
2.11 The hirer must pay to Scottish Borders Council on demand the amount of any damage done or occasioned to the Community Venue, the fixtures, fittings, equipment, furniture or any other contents, by the hirer, any person participating jointly with the hirer in the use of any of the venue facilities, any third party contractor or by any person under the care or control of the hirer. 

2.12 Posters, bills, flyers or other such material may not be displayed on or within the venue without permission from the Venue Staff. The hirer shall not place any posters, bills or flyers or affix any form of advertising or marketing literature in the street or on any structure in the vicinity of the Community Venue without firstly being granted prior consent from Venue Staff.

2.13 It is prohibited to alter, interfere or deface the structure of the premises or any equipment or fittings within the premises. 

2.14 External and internal decorations, flags, emblems and notices may be allowed if confirmed at the time of booking. Nails, drawings pins, tacks, glue, adhesive tape and adhesive pads are strictly prohibited. Use of any such item will result in the hirer being liable for all costs incurred to make good any damage. The use of flammable decorations is also forbidden.

2.15 All items of electrical equipment that are brought into the venue by or on behalf of the hirer must carry a valid current Portable Appliance Test Certificate or validation, copies of which should be produced upon request to Venue Staff.

2.16 The Community Venue Staff, any Police Officer or Fire Officer may require the premises to be cleared with immediate effect in the case of any breakdown, accident or other emergency rendering necessary the closure of the venue or an interruption to a booking before or after the course of the let.  The hirer agrees that Scottish Borders Council and Scottish Borders Council Staff cannot be held liable for any compensation under such an occurrence. This also applies for the making good, repairs to and renewal of any item deemed necessary.

2.17 The hirer shall ensure that motor vehicles are not parked in such a way as to obstruct the entrance or exits to and from the venue. Scottish Borders Council accepts no responsibility in respect of any vehicle or for any loss or damage to any vehicle or it’s contents.

2.18 The use of bottled gas, kettles, boilers, fridges and items (deemed similar by the Community Venues Manager) in the venue are strictly prohibited without firstly being granted prior consent at time of booking confirmation.

2.19 Candles are not to be used within the venue. The only exception to this is where candles are lit temporarily on a cake.

2.20 The hirer is responsible for leaving the venue in a clean and tidy state. All forms of decoration (including balloons, posters, floral arrangements e.t.c.) and any items used in conjunction with food and drink must be cleared away before the end of the booking. 
2.21 The storage of any items at the venue either prior to the booking or after is not permitted without the consent of the Community Venues Manager. If permission is granted storage will be charged at the normal hourly rate for occupancy.

2.22 The hirer is liable for the actions of all invited guests, paying customers and contractors. The hirer will be held liable for any costs incurred or sought by Scottish Borders Council resulting from actions by any third party.
2.23 The hirer is responsible for ensuring that appropriate footwear is worn. The hirer will be held liable for any costs incurred or sought by Scottish Borders Council resulting from damage caused by inappropriate footwear. Indoor Sports facilities – non-marking soles must be worn, astroturf pitch studs, moulded  studs and blades are prohibited.
2.24 Failure to remove items of rubbish, decoration or other such items upon request may result in these items being disposed of by Scottish Borders Council. The cost of which will be levied against the hirer.

3 Performing Rights
Scottish Borders Council is required to charge the hirer a fee for any function at which live or recorded music is played. The fee if forwarded annually to the Performing Rights Society. Weddings and private parties are exempt from this requirement.

The Hirers accepts the sole responsibility for their productions and performances and therefore relives the Council from all claims under the Copyright, Designs and Patents Act 1988 and any amendments to the said act.
4 Management Rules

4.1
Scottish Borders Council reserves the right to refuse any applicant the use of premises or part thereof without giving any reason.

4.2
The premises shall not be sub-let without the written consent of the Community Venues Manager. 

4.3
Any erections required in connection with the occupation of the premises by the hirer, including all outside erections, signboards and the like, shall be subject to the written approval of Scottish Borders Council and shall be erected, taken down and removed all at the cost and risk of the hirer. 

4.4
Nothing shall be done in the premises and nothing shall be taken into the premises which will involve extra risk to the premises or property of Scottish Borders Council unless specially sanctioned and then only upon such conditions as to safety precautions and other matters as shall be stipulated. 

4.5
The hirer shall be responsible for any damage done to the premises or the fittings or furniture therein during the time of occupation and shall be bound to meet the cost of the same. 

4.6
The hirer will be responsible for ensuring that any persons operating the electrical or mechanical equipment are competent to do so with full regard to health and safety matters. Fire precautions must be observed with regard to equipment used. 

4.7
The hirer shall be responsible for maintaining order in connection with the occupation of the premises and shall arrange that effective control and stewarding is provided at all doorways necessary so as to allow free access and exit. Upon instruction from Venues Staff sufficient stewards must be on duty throughout the let.

4.8
The charge appropriate to the date of let will apply, irrespective of the dates of approval. As charges are normally reviewed by Scottish Borders Council annually it is the responsibility of the hirer to ascertain the appropriate charge from the Community Venues Manager for advance bookings for another financial year of hire. 

4.9
Maximum venue capacity must be strictly adhered to. 

4.10 All areas of the venue and all technical equipment must be left in the same     condition as they were at the start of the let. Failure to do so may result in a charge being levied against the hirer to make good. 

4.11 The hirer and any third party contracted by the hirer must hold public liability Insurance with a minimum indemnity of £5 million and shall forward evidence of such cover to the Venue Staff unless the activity is excluded from that requirement. 

4.12 Pyrotechnics must have a safety data sheet which must be show to Venue Staff on the date of use.
4.13 Alcohol is prohibited on school premises.
4.14 Groups or individuals cannot use a venue as a business address.
4.15 Groups or individuals accessing schools during the school day (prior to 6.00pm) shall be responsible for having their responsible person during let Disclosure checked. Disclosure form and remittance of £23 shall be returned to Community Services admin for processing, disclosure certificate will be forwarded to the responsible person on receipt.

4.16 Groups shall provide a register of attendees to Community Services admin for circulation to janitorial staff.
5 Cancellation of Lets/Discounts
5.1
 All lets are subject to a cancellation fee. If the let is cancelled 1 month or more prior to the let there will be a 50 % charge; less than a month will result in a 100% charge being raised. This charge also applies to ‘no shows’. All cancellations must be submitted in writing to the Venue Staff.

5.2 Any discount given will be reclaimed in full by Scottish Borders Council should the hirer not fulfill the terms under which it was first granted.
5.3 Any let cancelled by Scottish Borders Council due to a failure of the hirer to ensure compliance with the rules will be liable to pay for the full cost of the hire and any associated costs of the cancellation.
5.4 Cancellations due to severe bad weather: 
      Bookings on the astroturf or grass pitches may be cancelled at the time of let when the pitch is playable, but the rain / hail / snow falling makes play unadvisable / impossible. [Where continuing with the booking would have a detrimental effect on the young people – ie playing in foul weather would discourage future participation in sporting activity] The responsibility for cancelling the booking lies with the qualified coach responsible for the session or the referee. Janitors should be notified of the cancellation. 
5.5 Astroturf Pitches are not playable when temperatures reach zero centigrade or lower. Booking will be cancelled, with no charge made to parties. The ’let’ will will not be deducted from the series of lets in relation to the 10 + bookings for VAT purposes.

6 Definitions

In these Management Rules:-

"Council" means Scottish Borders Council.

"Venue Staff" means all authorised members of Scottish Borders Council staff on duty during a booking, and authorised contracted staff.

“Hirer” the person who signs the booking form or a company/organisation who that person has signed on behalf.

Community Venues Manager

Scottish Borders Council

Newtown St Boswells

Melrose

TD6 OSA
venues@scotborders.gov.uk
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Acceptance of Terms and Conditions of Let

Name of Group:

Address for Correspondence:

Invoice address:

Responsible Person during let:

Disclosure required for lets requiring access prior to 6.00pm

· I have read and understood the terms and conditions of let. 

· I accept full responsibility and liability for this booking and subsequent let. 

· I ensure I / we will fully comply with Scottish Borders Council Conditions of Let and that I / we will follow all instructions relating to this booking and let from Scottish Borders Council staff and their agents at all times.

Signed:

Admin use only:

Booking Reference:

Disclosure Reference:

Pricing Structure

School Premises:

Per hour of let

Sports Facilities:

Includes changing facilities

Gymnasiums:

1 court gym


£4.50

2 court gym


£9.00

3 court gym


£13.50

Games Halls:

3 court hall


£13.50

4 court hall


£18.00

Individual Court charge:

1 court


£4.50

2 courts


£9.00

3 courts


£13.50

4 courts


£18.00

Outdoor Facilities:

Grass pitch


£18.00 (per game up to 2 hours)

Synthetic Pitch

£36.00

Half synthetic pitch

£18.00

School Halls / Drama Facilities:

Assembly Hall:

including stage & dressing rooms.

As per Band B Hall 

Hall


£15.00



Other Rooms:

Dining Hall

£9.00

Library

£9.00

Classroom

£4.50

Craft Studio

£9.00

Community Room
£4.50

Rate variance:

Discounts:

Sports facilities:

Junior use:


40%

Sports & 

Arts Development

75%

Commercial rate:

Twice standard rate

Notes:

3 PPP HS - 4 court games halls

