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Terms and Conditions: Room Hire at Eastbrookend Discovery Centre, Eastbrookend Country Park

· Prior to booking: To meet at the Discovery Centre two weeks prior to hire for a viewing of the room and to discuss the Health and Safety/Evacuation Procedures; expectations of the day, precise description of event including attendance numbers.

Classroom numbers not exceeding: 35.
· Booking Form to be completed two weeks prior to the event and returned via email to ruth.taylor@lbbd.gov.uk 
· Copies of your Public Liability Insurance and Risk Assessment must be provided by all services/businesses/vendors. For non-businesses, an explanation for your hire in writing and confirmation that you will be responsible for the safety of your visitors during your time at the centre. A risk assessment must be submitted regardless of your business/service.
· First Time booking –£31.31 cash Deposit required two weeks prior to booking. This will be refundable after the hire, subject to the room being left in pristine condition.

· Full payment will be charged before the hire which covers you from the time of arrival for booking hours (Includes setting up and packing down time, e.g. £31.31 per hour (Office Hours of 9am to 5pm) or £51.61 per hour (out of hours-After 5:00pm weekdays and during the weekend).  Payment method either cash or we can invoice you.
· Regular block bookings – No deposit will be required as we can set you up on our system and invoice you directly. Advance payment in full is still required. An additional charge would also be applied if the room is left in an unsatisfactory state after use. Amount of additional charge would depend on the work required to return room to its former condition. 

Prohibited items/activities:
· Bouncy castles or inflatables (unless supplied by the tearoom).
· Alcohol (unless supplied by the tearoom who are licenced to do so).
Rules:
· The room is left as tidy as when found.
· Chairs and tables are stacked away.
· Any accumulated rubbish to be taken away from premises in your own vehicle.
· Whilst setting up, we do allow one vehicle only belonging to the event organiser to be parked on site for unloading if necessary (to transport equipment). This will need to go back into the car park after equipment is dropped off. There is a free car park.
· For parties: Balloons, buntings and other party displays can be attached to windows and cupboard doors only with white tac or masking tape. Anything stuck to white walls or picture frames will result in loss of deposit and or additional charges to their booking.

· Children are the responsibility of parents/carers.




Terms & Conditions - Cancellation Policy:




· Notification must be made in writing at least 7 days before the booking. No charge will be applied.

· A days notice - 50% of the cost would be applied (partial refund). 

· If the cancellation occurs on the same day, no refund will be applied.
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