Hiring Policy – Community & Business Use
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Date to be reviewed:  
January 2020
Use
· New Generation allows for the Centre and Kitchen area to be used for business and community use. 
· The final decision on user suitability lies with the New Generation Centre staff. It may not always be possible for businesses or communities to use the Centre. 
· This policy only relates to occasional use of the Centre space. Although it does allow regular bookings for limited periods. We do not have full time rental of space in our building.
· We can hire for children’s parties but not teenage parties. Decisions will be made individually for requests from adult groups.
· The spaces can be hired for one-off events or for regular events. 
· The main centre and kitchen are available for hire during the day or evening and weekends. 
· A booking can be made by filling in a Booking Request Form on the NGC Website and then paying a deposit when the date and time are agreed. 
Prices
· The Centre can be hired, including the kitchen area, for £30 per hour. This will include an extra half hour set up and pack down at the end of the session.
· The Hall area is 19m long x 6m wide x 3.2m high it is therefore estimated that the capacity for seated events is approximately 75 people. This is to be verified by the relevant authorities.
Bookings
· All bookings require a £30 deposit when the date and time have been agreed to confirm the booking. Full payment is then made on the day of the function or earlier if required. Further charges may be made if the hall is left messy or if anything is broken (see T&Cs).
· If a booking is cancelled by the hirer then the £30 deposit is non-refundable. 
· It is possible that some businesses would be required to have Public Liability Insurance for the activities they run.  If insurance is required for your hire please show a copy of your Certificate to the team.
· If a child-related group is hiring the centre then Regulated Body Certificates must be shown.
· The Terms and Conditions document for hiring the Centre must be read and signed before use. It is available on the NGC website.
· We reserve the right to cancel bookings if necessary due to unforeseen circumstances or for health and safety reasons.  We will provide as much notice as possible including a refund of any deposits paid.
How to book the Centre
· Use the Booking Request Form on the NGC Website.
· Once the booking date is provisionally agreed hirers should:
1. Pay the £30 deposit on the NGC website via Paypal
2. Read, agree to and sign the Terms and Conditions on the NGC website 
3. Supply a copy of insurance documents (if necessary)
4. Supply any regulatory body certificates (if applicable)

· Those seeking a booking for a regular event / series of events should arrange a meeting with the Centre staff. 
· The booking will then be confirmed by email and further information will be sent regarding the hiring and any further payment if needed.

Please see the T&Cs for Hall Hire for further details.

For any more information about Hall Bookings please contact New Gen on 0208 309 6056 or email hello@newgen.org.uk
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