
                                                                             

 

  

1) Securing your booking

For children’s parties you will be asked to pay a £20 deposit to secure your booking. 

For evening party bookings (after 6pm) the deposit required is £50.  

To confirm your booking you will need to indicate acceptance of this Contract of Hire 

form by post or email. You then be will be sent an invoice for the remaining balance 

which must be paid 14 days before your event.  

2) Cancellations 

If you cancel your booking more than 14 days before your event date, we will refund 

your deposit.  Cancellations made within 14 days of the event date will not be 

refunded (unless there are exceptional circumstances e.g. bereavement, illness) at 

the discretion of the Centre Manager.  

3) Damage 

You will be responsible for the cost of repairing any damage caused by you or you 

group.  This includes damage to fixtures, fittings, furnishings and décor.   You will be 

sent an invoice for the cost of repairs which must be paid within 28 days of receipt.  

4) Cleaning 

Unless agreed otherwise, you are responsible for setting up/ taking down, storing 

equipment safely, and leaving the Centre ‘as you found it’ so that it is ready for the 

next users.  Reception staff will explain where cleaning equipment is kept and which 

cleaning jobs need to be done by all Centre users. 

 

5) Code of Conduct and Oak Tree Centre values 

You will be asked to leave the premises if your behaviour (or the behaviour of any 

members of your group/party) causes any harm or distress to our staff or local 

residents. 

 

6) Arrival and Departure 



The Centre will not be available for use before or after the stated times on your 

booking form.  If you are late leaving, this will result in an additional charge to cover 

extra staffing costs.  

 

7) Health and Safety 

Fire - You will receive a Fire Precautions and Procedures leaflet at the time of 

booking.  You are responsible for reading this information and passing it on to all 

members of your group/party. Please ensure Fire Exits are not blocked and fire 

extinguishers are clearly visible at all times. 

Smoking – Smoking is not permitted inside the building or anywhere on the Centre or 

Church grounds.   You and all members your group/party agree to comply with this 

policy. 

Accidents – You and all members of your group/party agree that you will not hold the 

Oak Tree Centre liable for any personal accidents that occur during your booking.  

You will notify reception staff of any accidents during your booking so that we can 

update our Accident Book. 

Supervision –  As hirer, you are responsible for supervision of all group members 

and children under 16 at all times. You will ensure that staff are appropriately trained 

and that adult : child ratios are observed at all times.  

 

8) Complaints  

If you are unhappy with any aspect of your booking, we will always seek to resolve 

this at the earliest opportunity.  However, if you wish to make a formal complaint, 

please do so in a letter or e-mail addressed to The Centre Manager. 

 

 

I agree to abide by the terms of this contract of hire.  

Name………………………………………………………. 

Signature…………………………………………………………….Date………………………… 
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