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BERSTED GREEN LEARNING CENTRE
Bookings - Tel: 01243 840305.  E-mail adminbr@cvs-arunwide.org.uk

Bersted Green Learning Centre (BGLC) 

User Registration Application
PLEASE NOTE THIS CENTRE IS LOCATED WITHIN A SHELTERED HOUSING COMPLEX. ALL USERS MUST RESPECT THE RIGHTS OF THE RESIDENTS AND BEHAVE APPROPRIATELY.

ACCESS TO THE CENTRE IS VIA HAZEL ROAD THROUGH THE CAR PARK.

THE CAR PARK DIRECTLY ADJACENT TO THE CENTRE IS STRICTLY FOR RESIDENTS ONLY – THERE IS A DROP OFF POINT FOR DISABLED VISITORS AND EQUIPMENT BY THE FRONT DOOR, BUT CARS MUST THEN BE PARKED OFF SITE.

The BGLC is a partnership initiative to provide a community learning facility which is managed by the Bersted Green Learning Centre Management Group .
In order to make use of the facilities organisations and groups must become a Registered User by completing this User Registration Application.   In completing this application you understand that pending formation of the Management Group who, once established, will have sole responsibility the management and operation of the facilities, you are entering into an agreement with Arun District Council and that bookings will be administered by CVS-Arunwide.  You also agree to accept and abide by the terms and conditions of hire which form part of this agreement.
On approval of your application you will be issued with User Number which will enable access to view room availability either via an on-line Google diary or by contacting the administrative assistant at CVS-Arunwide as above.

Scale of Charges (June 2009)
	Facility / Hire Period
	Rate Statutory 
	Rate Voluntary Groups

Income > 10k
	Notes



	Main Room

9am - 12 session
	£30
	£15
	Whole Centre - IT Suite only if with tutors

	Main Room

1pm - 4pm session
	£30
	£15
	Whole Centre - IT Suite only if with tutors

	Main Room - all day
	£50
	£25
	Whole Centre - IT Suite only if with tutors

	Interview Room only/session
	£10
	£5
	Interview Room, kitchen and toilets

	IT Suite only
	£20
	£10
	IT Suite, kitchen and toilets


Evening Sessions (5pm – 8 pm) as day rates

Fees are payable in full when booking. No refunds will be made if cancellations are made less than 7 days prior to an event.  Bookings are not confirmed until payment has been received in full, and booking confirmation issued.  Pending formation of the Management Group all cheques should be made payable to Arun District Council.

The Centre is available from 8.30 a.m. to 8 p.m. Bookings may be made for evening sessions but the premises must be vacated by 9 p.m.  We suggest sessions end at 8 p.m. to allow time for clearing up. If we receive reports that sessions have over-run or attendees have been disruptive to the residents of Bersted Green Court, we reserve the right to refuse further bookings.

The Bognor Health Trainers require access through the main hall to their offices at the rear of the hall all times, but will make every effort to be as discrete as possible.

On registration as a User, organisations or groups providing formal learning are required to sign and return the Learning Provider Registration Agreement before first use of the facilities.  

TERMS & CONDITIONS OF HIRE
1.
The premises shall only be used for the purpose for which it is let and the User may not sub-let or assign the booking.

2.
At no time must the premises be left unattended during the hire period.

3.
The User will be responsible for ensuring that the premises are vacated by the pre-arranged time, at in no circumstances later than 21:00 hours, and that the premises are left clean, safe & secure. All goods or materials brought on the premises must be taken away at the end of each letting, including the kitchen and toilets and no rubbish must be left on or about the premises. The kitchen should be left clean and all washing up, drying up and putting away done.  Floor areas to be cleared and tables and chairs placed against the walls.  All instructions regarding equipment, lights and alarms are to be followed as requested. If CVS-Arunwide determines that additional cleaning or rubbish removal is required at the end of any period of hire the right to recover any reasonable costs from the User for cleaning or clearing the premises is reserved
4.
No fixture, decorative or otherwise, shall be affixed outside or inside the premises except by prior agreement with CVS-Arunwide, and everything removed at the end of the session.
5.
The User must not in any way interfere with the electrical, gas, water or other services to the premises or make use of any facilities which have not been previously agreed with CVS-Arunwide.
6.
The User shall not permit to be brought onto the premises any item which is of an offensive or dangerous nature or which may prejudice the insurance of the premises.

7.
The User shall ensure that no excessive noise or other cause of nuisance or annoyance to residents, other users or the general public arises from use of the premises. The User is responsible for the conduct of all persons using the premises.
8.
The User shall nominate a person to be responsible for management of the event and premises throughout the hire period and for compliance with the Terms and Conditions of Hire.

9.
The User must report to CVS-Arunwide without delay any damages caused to the premises, furnishings, fittings or other equipment belonging to Arun District Council or of damage caused to the property of any other person(s).Any damage, breakage or loss must be reported to CVS-Arunwide as soon as possible and will be subject to an additional charge
10.
The User will be responsible for the health & safety of all persons attending, participating or assisting at the event. Prior to commencement of the hire period the User must familiarise themselves with the evacuation procedures for the premises and that any premises users with disabilities have appropriate support. All fire escape routes must remain unobstructed at all times, both inside and outside the building. There is a fire alarm system which is connected to the Sheltered Housing scheme. If the alarm goes off, the premises must be evacuated immediately and everyone should assemble in the Car Park. In the event of a fire within the Centre, which results in the use of the safety appliances, the User must inform CVS-Arunwide and report any accidents or damage. Should the Fire necessitate evacuation of the building, the User must activate the fire alarm and evacuate the premises as above. 
PLEASE NOTE FIRE ALARMS ARE TESTED ON THURSDAY MORNINGS
11.
The User may be required to provide arrangements for first aid during the hire period. There is a First Aid kit available in the Kitchen together with an Accident / Incident book. If anyone suffers an injury or there is an incident which could have led to an injury, please ensure this is recorded in the book and the incident shall be notified to CVS-Arunwide.
12.
Any electrical portable equipment brought onto the premises must have been tested by a competent electrician and a current certificate under the Electricity At Work Regulations 1989 produced on request where appropriate.
13.
No smoking is permitted in or on the premises or within the grounds of the premises.
14.
The User shall be responsible for obtaining such licenses as may be needed, but this should be with prior reference to CVS-Arunwide. The User shall not sub-hire or allow the premises to be used for any unlawful purpose or bring on to the premises anything which may endanger the same. The premises are not licensed to sell alcohol.

15.
In the event that the facility is rendered unfit for the use for which it has been hired, Arun District Council, CVS-Arunwide and the Management Group reserves the right to cancel any event and will be not be responsible for any costs incurred by the User resulting from such cancellation.

16.
The User must comply with any reasonable instruction given by CVS-Arunwide or by any Officer of Arun District Council.

17.
Arun District Council reserves the right to terminate any event with immediate effect should it consider that the User is in breach of any of these Terms & Conditions of Hire.

           PAYMENT
18.
The total hiring charge must be paid in full to CVS-Arunwide before the date of the hire.   Cheques must be made payable to Arun District Council.

19.
By prior arrangement with CVS-Arunwide, regular or block bookings may be invoiced to the hirer and payment made by instalments.

20.
Hiring charges will be non-refundable in the event of a booking being cancelled by the hirer less than 7 calendar days before the commencement of the hire period.

INDEMNITY & INSURANCE
21.
The Centre does not accept any liability for the property of, or injury suffered by the User or their group members including their vehicles. The User shall be responsible for all injury, personal or otherwise, or physical or material damage arising in connection with the hire. The Hirer shall provide indemnity against all claims for damages compensation, and costs in respect of bodily injury or illness to any person and damage or loss of property caused by the negligence of the Hirer and arising out of or being incidental to the Hirer’s use of the premises including loss of or damage to those premises and contents therein or thereon except where such injury, loss or damage is as a result of the negligence of any person not under the control, direction  or supervision of the Hirer.
22.
The Hirer shall provide evidence that they hold Public Liability insurance in their own name with a minimum level of indemnity of £5 million and also Employers Liability insurance, where appropriate, in compliance with the Employers Liability (Compulsory Insurance) Act 1969. A copy of this will be kept on their file and they must ensure that on renewal, a copy of the new certificate is provided. Organisations will be asked to confirm this insurance remains current on each booking
23.
If an organisation does not hold Public Liability insurance, it may be provided through Arun District Council for each session, please enquire when booking.
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