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BOOKING PROCEDURE

Provisional Bookings:

Initial enquiries and provisional bookings can be made with Centre office staff by telephone or in person.  Centre office hours are 9.30 – 13.00 Monday to Friday.  All provisional bookings must be confirmed in writing on an official booking form within one week of the provisional arrangement. 

Confirmed Bookings:

A provisional  booking is confirmed when a completed, signed booking form and copy of the terms and conditions of rental has been received, together with payment and a refundable guarantee cheque (see below). 

The time period, date and details of booking must be itemised as shown on the booking form.  Both the booking form and sets of terms and conditions can be forwarded to you or downloaded from our website: www.allsaintscentre.org.uk.    

Payment: 

A 25% deposit which is non-refundable after 28 days is payable on booking. The outstanding balance of your invoice is required 28 days before your event.
Overdue Payment

Overdue invoices will incur a credit charge of 5% rising to 10% after 14 days

Refundable Guarantee Cheque:

In addition to payment, a separate refundable £100.00 guarantee deposit cheque is required in case of extra cost to the Centre due to damage or the need for additional cleaning.  This cheque will not be cashed without the Centre Manager notifying users of the reason for an additional charge and the expenses incurred.  The cheque will need to be replaced every 6 months to remain valid.

Amended or Postponed Bookings:

All bookings should be amended or postponed in writing on an official booking form, which is signed and dated.  

User Cancellations:

Notification of cancellations must be given, in writing, to the Centre Manager.

Due to the difficulty of re-letting, the following conditions apply:

28 days notice or more – Refund of any payments made other than the initial 25% booking deposit. 

Between 27 days and 8 days notice - 50% cancellation charge 

7 days and less - Full payment is required for cancellations made within one week of the booking. 

Centre Cancellations:

All Saints Centre reserves the right to cancel a booking for any reason although we will endeavour to meet your requirements. In the rare instance that we cancel a booking we will attempt to give a reasonable amount of notice. All Saints Centre accepts no other liability in the event of cancellation.

Other Booking Conditions:

Please refer to the Terms and Conditions agreement enclosed

TERMS AND CONDITIONS

1. The room must be occupied and vacated at the agreed times and used for the purpose stated on the booking form

2. Users must ensure that enough time is booked for each session. Time must be allowed for preparation of the room beforehand, putting away tables and chairs and cleaning afterwards. Events that overrun will be charged for staff and room hire at an hourly rate.

3. Do not fix or stick anything to the walls, ceilings or floors. Blutack must not be used. After use, all rooms used are to be left clean, tidy and in good decorative order. If not, charges will be added. Kitchens must be cleaned and items removed from fridges and freezers. The Centre is cleaned regularly to meet food hygiene regulations.

4. Refuse and bottles must be removed from the premises as the Centre pays dearly for refuse collection. Charges will be passed on if refuse bags and bottles are left.

5. Hirers should be aware of their fire, health and safety responsibilities, Centre emergency procedures and the location of fire extinguishers and first aid boxes.
6. Accident Book – In the event of an accident, full details must be entered in the accident book which is located on the front of the Centre Office door. Instructions can be found at the front of the book.
7. No smoking is allowed anywhere within the Centre. Items that could cause danger, injury or are likely to set off the fire alarm shall not be brought into the Centre, i.e.No smoke machines, fireworks or candles (other than tea lights). Please seek advice from the Centre Manager.

8. No alcohol can be offered for sale without permission from Centre Management. This may involve applying for a temporary license.

9. Music and singing is to be kept at a reasonable level and must not continue beyond 11.00pm. Consideration over noise must be shown to other users of the Centre and local residents.

10. All children must be supervised, by an adult, at all times. The Centre cannot be held responsible for any accidents or injuries unless found to be negligent.

11. Notification of cancellations must be given, in writing, to the Centre Manager. Due to the difficulty of re-letting, the following conditions apply:

28 days notice or more - Full refund of booking fee. 

Between 27 days and 8 days notice - 50% cancellation charge 

7 days and less - Full payment required 

12. Parking Restrictions – Parking is prohibited by B&NES Council to the front of the building apart from the unloading and loading of vehicles. There is one disabled car parking space at the top of the driveway. The church car park to the rear of the Centre is often available for hire (22 spaces) on request.
13. Weekend and Evening Bookings - Keyholders must follow the Centre’s locking up procedure. Non key holders must wait to be seen out by a member of staff before leaving the building unless other arrangements have been made.
User:
I accept the Terms and Conditions as laid out and agree to abide by them.

Name (PRINT)……………………………………………………………………..     

Signature…………………………………………Date………………………………
All Saints Centre


High Street


Weston


Bath BA1 4BX





Tel: 01225 470171


Fax: 01225 470172


Email: info@allsaintscentre.org.uk


Website: www.allsaintscentre.org.uk
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