ROWLAND RANK CENTRE

Inaugurated by
BOGNOR REGIS LIONS CLUB
Please reply to:  The Booking Manager, 11, Densihale, Aldwick Felds, Bognor Regis, West Sussex, PO21 3SE
Tel: 07592 700259







Date: 
Hire of the Rowland Rank Centre
Dear

This is to confirm that a provisional booking has been made in your name for the use of the Centre for  (Date and times)
Note: The booking will only be confirmed subject to you accepting the following conditions:

a. Payment of the hire fee £*. (Time overruns are not allowed unless agreed to prior to the function starting. Agreed overruns will be charged at £20.00 per hour. Non-agreed overruns will be charged at £30.00 per hour).
b. Hire includes the cost of gas and electricity, use of furniture and fittings and such Kitchen utensils, crockery and cutlery as are at the premises. In particular. Please be aware that the use of the kitchen must comply with the Food and Hygiene regulations which apply from time to time. Guidance booklets are available.
c. All emergency exits must be kept clear at all times and fire doors kept closed. It is also a requirement that the hirer points out to any and all occupants of the Rowland Rank Centre exactly where all the fire exits are.

d. Any breakages or losses will be subject to additional charge.

e. The premises, grounds and car parks are to be left in a clean and tidy condition (See notice in each room regarding how furniture should be stacked and laid out). All rubbish should be placed in the bin by the main gates. Non compliance may incur an additional charge.
f. Should additional cleaning be required after a hire has ended an extra charge will be made.

g. Evening functions must cease by 11.00pm and the centre, grounds and car parks vacated by11.30pm
h. If cars are left on site after the hire period has ended their owner many incur a release charge of £20.00.

i. Every endeavour must be made to reduce noise which may cause a nuisance to neighbours the hirer will be responsible for the behaviour of people attending the function, and in particular will ensure compliance with any reasonable requests made by the caretaker or his agent(s). All music must cease by 10.45pm.

j. A non-returnable deposit of £25.00 will be paid on confirmation of the booking and the balance paid on the day of the function, prior to the function getting underway. Cheques must be made payable to “Rowland Rank Centre”
k. A returnable deposit of £100.00 will be paid on the day of the function, prior to the function getting underway. Cheques must be made payable to “Rowland Rank Centre” This deposit will be returned after the function has ended subject to paragraphs d, e and f above.

l. The Trustees reserve the right to refuse to accept a booking without giving a reason.

Please Note


1. Alcoholic drinks cannot be sold on the premises unless the required license 


had been obtained prior to the function. The Booking Manager or Caretaker must have 

sight of the license prior to the function starting.

2. Hirers must be sure that they know where:-
a. The emergency exits are located.

b. The emergency equipment is located and how to use it.

c. The fire point is located.


3. Hirers must make sure that there guests are aware of where:-    





a. The emergency exits are located.





b. The fire point is located.


4. Hirers should have a complete list of people who are at the centre so that if in the 
case of fire a check can be carried out to make sure that all persons are safely 
accounted for.


5. The Centre has insurance to cover it responsibilities, however hirers need to be 
aware that they have a responsibility of care for themselves and anyone they allow 
on to the site. With this in mind Hirers are advised to carry out risk assessments prior 
to there event and arrange insurance as appropriate.   

The Trustees of the centre hope you have an enjoyable and successful function. In the unlikely event that you have any complaints regarding the centre or its staff please contact the Trustees at the above address or telephone number.

If you are happy with the details and conditions shown above please sign and return the enclosed copy of this letter as acceptance of the conditions and confirmation of your booking, together with the deposit required. Receipt of the copy letter, together with payment of the non-returnable deposit will constitute confirmation of the booking. Please be aware that the copy letter and the non-returnable deposit must be received by  *  2012  otherwise the provisional booking will be cancelled.
Finally, Please let the caretaker know in good time if you have any special requirements, such as access to the centre for caterers, delivery of supplies or the laying out of chairs and tables etc. However be aware this may be subject to an additional charge to cover extra staff expenses. If we can be of any further assistance please do not hesitate to contact us. Mr. Don Salvage, the caretaker can be contacted on 01243 265672
Yours sincerely
Susan Campbell

Booking Manager
I confirm the booking and accept the Terms and Conditions as referred to above and enclose a deposit of £25.00      
Sign __________________________________________                          Date__________________
