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West	Maldon	Community	Centre		

Information	and	Responsibilities	for	Hirers	

	
Thank	 you	 for	 choosing	 West	 Maldon	 Community	 Centre	 for	 your	 event.	 As	 a	 hirer,	 you	 have	 a	 number	 of	
responsibilities.	Please	study	this	document	carefully	and	contact	the	booking	officer	(John	Mansell	0300	0111	995	
Option	1)	if	you	have	any	queries	about	your	responsibilities.	

1. Your	Event	
a) The	caretaker	or	a	deputy	will	attend	at	the	times	stated	on	your	contract	to	unlock	and	allow	you	access	to	

tables	and	chairs.	
b) Please	ensure	that	any	outside	caterers,	contractors	and	bar	staff	are	aware	of	the	hire	period	and	that	they	

will	not	be	able	to	enter	before	the	hire	period	without	prior	permission.	
c) 	If	 you	wish	 to	have	alcohol	 on	 sale	 at	 your	 event	 you	 (or	 a	publican)	will	 need	 to	 apply	 for	 a	 Temporary	

Event	Notice	 (TENS)	 licence.	The	WMCC	 is	 restricted	 to	only	12	of	 these	 licenses	a	year	 so	check	with	 the	
bookings	officer	that	the	limit	hasn’t	been	reached.	No	alcohol	should	be	supplied	to	anyone	under	the	age	
of	16.	

d) West	Maldon	Community	Centre	holds	a	Premises	License	under	the	Licensing	Act	2003	for	these	premises.	
The	 License	 allows	 for	 the	 consumption	 of	 alcohol,	 various	 types	 of	 entertainment	 including	 live	 music,	
recorded	music	and	dancing.	All	of	these	activities	must	cease	by	11.00	pm	promptly.	

e) Please	allow	enough	time	for	clearing	up,	particularly	if	another	booking	follows	yours	or	if	your	event	is	held	
late	at	night.	The	finishing	time	stated	on	your	contract	assumes	you	will	have	cleared	up	and	our	caretaker	
can	lock	up.	

f) Please	leave	the	Community	Centre	clean	and	tidy	and	ensure	that	any	waste	food,	drink	or	other	rubbish	is	
removed	immediately	after	the	hire,	or	later	by	prior	arrangement	with	the	booking	officer.		Please	wipe	all	
tables,	work	surfaces	and	return	tables	and	chairs	to	where	you	found	them.	Hirers	failing	to	remove	rubbish	
may	forfeit	all	or	part	of	any	special	deposit	cheque	payment	or	be	invoiced	for	overtime	payment.	

g) The	 hirer	 or	 nominated	 adult	 representative	 (as	 notified	 to	 the	 caretaker	 on	 duty)	 must	 remain	 at	 the	
premises	during	the	whole	period	of	hire	and	not	leave	until	the	caretaker	has	returned	to	the	centre.	

h) At	 the	 end	 of	 your	 booking	 the	 caretaker	 will	 check	 that	 you	 have	met	 the	 conditions	 of	 your	 hire.	 The	
management	committee	may	also	seek	to	recover	from	the	hirer	any	additional	amount	to	meet	the	cost	of	
repairing	any	damage	directly	attributable	to	the	hirer’s	use	of	the	Centre.	

i) After	11.30	p.m.	only	those	helping	to	clear	up	the	Community	Centre	should	be	on	the	premises.	The	Centre	
will	be	closed	by	 the	caretaker	at	12.00	midnight	 latest.	Any	hirer	over-running	 their	end	of	hire	 time	will	
forfeit	all	or	part	of	any	special	deposit	cheque	payment	or	be	invoiced	for	overtime	payment.	

j) CCTV	images	are	recorded	both	internally	and	externally.	In	the	event	of	a	criminal	act	(damage	to	property	
or	injury	to	persons)	the	data	will	be	used	to	investigate	any	such	images	and	will	be	passed	to	the	Police.	

k) If	your	function	finishes	early,	do	not	leave	the	Community	Centre	unlocked.	Please	contact	the	caretaker	or	
committee	member	to	arrange	locking	the	Centre.	There	is	a	list	of	Community	Centre	contacts	on	the	notice	
board	in	the	foyer.	

l) Please	report	any	faults	or	damage	to	the	caretaker	as	soon	as	possible	so	that	they	can	be	rectified	quickly.	
The	Management	 Committee	welcome	 comments	 or	 observations	 that	 you	may	 have	 about	 your	 hire	 of	
West	Maldon	Community	Centre.	
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2. Setting	Up	
a) If	you	need	tables	and	chairs	it	is	your	responsibility	to	set	them	up	yourself.	It	is	important	that	the	fire	exits	

are	not	impeded	by	tables	and	chairs.	Several	suggested	layouts	can	be	found	inside	the	storage	cupboard.	
b) At	the	end	of	your	hire	the	tables	and	chairs	must	be	returned	to	the	cupboard.	

3. Safety	
a) In	the	event	of	a	fire,	the	Centre	should	be	evacuated	in	an	orderly	manner	using	the	appropriate	exits	and	

the	Fire	Brigade	called	by	dialling	999,	the	assembly	area	is	at	the	back	of	the	car	park.	
b) The	exact	 location	of	the	fire	exits	and	fire	extinguishers	must	be	noted	before	the	Centre	is	occupied	and	

their	 location	 should	 be	made	 known	 to	 your	 guests.	 An	 internal	 plan	 of	 the	 building	 is	 displayed	 in	 the	
entrance	foyer.	

c) Do	not	stand	on	the	chairs	or	tables;	Use	of	the	step	ladder	is	“at	your	own	risk”.	Make	sure	you	are	familiar	
with	the	appropriate	health	and	safety	advice.	

d) Please	use	 the	 chair	 trolleys	provided	 for	moving	 the	 chairs	 around	 the	hall.	 The	 trolleys	 are	heavy	when	
loaded	and	should	only	be	moved	by	2	people.	Do	not	drag	tables	and	chairs	as	this	will	damage	the	floor.	

e) Please	return	chairs	and	tables	to	the	storeroom	in	the	manner	shown	on	the	notice.	
f) First	Aid	boxes	are	located	by	the	main	entrance	door	and	in	the	kitchen	drawer.	
g) 	All	 hirers	 have	 a	 duty	 of	 care	 towards	 their	members	 or	 guests.	 It	 is	 important	 to	 nominate	 one	 person	

within	your	group	to	take	responsibility	in	the	event	of	an	accident	or	emergency.	
h) On	no	account	should	children	be	allowed	in	the	store	cupboard.	
i) Children	should	not	be	allowed	in	the	kitchen.	
j) The	mezzanine	floor	in	the	main	store	cupboard	is	strictly	out	of	bounds	to	all	hirers.	

4. Car	Parking	
a) Only	park	 in	the	marked	parking	bays.	Do	not	park	on	the	areas	marked	with	yellow	 lines	as	these	are	for	

access	in	case	of	fire.	
b) Only	cars	carrying	disabled	badges	should	use	the	disabled	bays.	The	council	do	make	spot	checks	and	you	

could	be	prosecuted.	
c) If	any	of	your	guests	are	 leaving	their	cars	 in	the	car	park	overnight,	please	 let	the	caretaker	know.	Please	

note	that	the	gate	to	the	car	park	will	be	locked	overnight	after	the	booking	and	will	be	reopened	the	next	
morning.	

5. Security	and	Public	Access	
a) As	the	hirer	you	are	responsible	for	the	security	of	the	Community	Centre	and	its	contents	throughout	the	

period	of	your	booking.	You	are	responsible	for	control	and	restricting	entry	to	the	Centre.	The	public	has	no	
right	of	access	during	a	hiring,	so	you	should	either	lock	the	front	door	or	ensure	that	they	are	manned	at	all	
times.	The	centre	has	surveillance	cameras	with	monitors	in	different	rooms,	plus	a	special	front	door	lock,	
so	that	you	can	control	access	at	all	times.	

6. Accidents	
a) If	 an	 accident	 occurs,	 you	 or	 your	 nominated	 representative	 should	 fill	 out	 an	 accident	 report	 and	 also	

inform	the	booking	officer,	in	writing,	as	soon	as	possible	after	the	incident.	Accident	books	are	kept	in	the	
First	Aid	boxes	in	the	entrance	hall	and	in	the	kitchen.	
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7. Electrical	Equipment	
a) You	are	responsible	for	the	condition	and	safe	use	of	any	portable	electrical	equipment	that	is	used	during	

your	activities.	The	equipment	must	comply	with	the	Electricity	at	Work	regulations	1989	and	should	also	be	
checked	and	certified	annually.	The	caretaker	may	stop	you	using	any	equipment	he	believes	to	be	unsafe.	

8. Animals	
a) No	animals,	with	the	exception	of	guide	dogs,	are	allowed	in	the	Centre.	

9. 	Insurance	
a) Please	ensure	that	you	have	the	correct	insurance	to	cover	for	your	event:	

i) Your	 property	 and	 the	 property	 of	 your	 guests	 is	 not	 covered,	 even	 if	 you	 have	 been	 given	 written	
permission	 to	 store	 the	 property	 in	 the	 Centre.	 You	 need	 to	 make	 your	 own	 property	 insurance	
arrangements.	

ii) Public	liability	insurance	maybe	covered	by	West	Maldon	Association’s	policy	if	you	are	non-commercial	
organisation.	Established	groups/organisations	should	take	out	their	own	insurance.	

iii) Public	 liability	 for	commercial	hirers	and	 individuals	hiring	 the	Centre	 for	personal	 financial	gain	 is	not	
covered	 by	 the	 association’s	 policy.	 You	 need	 to	make	 your	 own	 public	 liability	 and/	 or	 professional	
insurance	arrangements.	

10. Heating	
a) Please	ensure	that	all	heating	is	used	efficiently	and	switched	off	at	the	end	of	your	hire.	

11. Food	Hygiene	
a) You	 and	 your	 quests	 need	 to	 apply	 basic	 common	 sense	 when	 dealing	 with	 food	 and	 drink.	 You	 should	

observe	any	current	health,	safety	and	hygiene	regulations	that	apply.	

12. Noise	
a) Please	ask	your	guests	to	 leave	quietly	at	the	close	of	your	event.	Car	doors	banging,	use	of	car	horns	and	

loud	talk	in	the	car	park	are	disturbing	to	local	residents.	

13. 	Decoration	
a) Please	do	not	use	drawing	pins	or	sellotape	on	the	walls	or	other	surfaces,	use	blu-tak	if	you	need	to	put	up	

notices	or	decorations.	Do	not	fix	decorations	near	light	fittings	or	heaters.	

14. Regular	Hirers	
a) Some	regular	hirers	have	their	own	keys	to	the	hall.	It	is	their	responsibility	to	make	sure	the	hall	is	secure	

and	 lights	and	heaters	have	been	 turned	off	before	 locking	 the	hall.	 There	 is	a	 full	 checklist	on	 the	notice	
board.	

b) Regular	 hirers	 wishing	 to	 store	 equipment	 in	 the	 centre	 must	 obtain	 permission	 from	 the	 management	
committee.	The	management	committee	accept	no	responsibility	for	items	stored	and	they	are	not	covered	
under	our	insurance.	


