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	CONTACT DETAILS

	Name of ‘The Hirer’

(IN BLOCK CAPITALS)
	First Name:
	Last Name:

	Name of Organisation (if applicable) (IN BLOCK CAPITALS)
	

	Business/home address (IN BLOCK CAPITALS)
	Bank Details for deposit refund
Acc Name:
Acc No:

Sort Code:

	Daytime telephone:
	Mobile:

	Email:


	EVENT DETAILS

	Please state the type of event (e.g. conference, wedding reception, birthday party, etc)


	Day and Date of event:

	Start time:
Finish time:
The start and finish times must include setting up, preparation and clearing

	Number of attendees/guests expected
	

	Space you wish to book (please tick)
	Main Hall
	
	Office Room
	
	

	Equipment/facilities required (please tick) - not available for private parties (please call to discuss)
	PA system
	
	Projector
	
	Flipchart
	

	
	Laptop
	
	
	
	
	


	I, the below signed hirer, agree to the Terms & Conditions. I am also aware that I must take all rubbish/bin bags and adequately dispose them at the end of use.  
Signed:

Dated:
Payment choice:

Cash  (
BACS  (

Note: Payment by invoice is not available for private parties
	Office use only

	
	Agreed rate per hour:
£


Deposit rec’d
£
Receipt No


Balance & S/Bond rec’d
£
Receipt No

Security Bond returned
£
Date




1. Provisional bookings can only be held for up to a maximum of 5 working days from the date of the initial enquiry. If the Hirer does not confirm a booking within the 5 working days, the booking will be cancelled.

To confirm a booking the Hirer must return a signed booking form and pay 50% of the total booking cost within 5 working days of the initial enquiry.

2. Once the deposit has been received, Kerala House (KH) will contact the Hirer to confirm the booking.  No booking is confirmed until confirmation has been issued by KH 
3. These terms and conditions contain the entire agreement between the Hirer and the KH.  There is no oral agreement existing between the Hirer and the KH that supersedes these terms and conditions

Payment terms

4. A 50% deposit is payable in advance for all bookings (see also rule 2 above).
5. Payment of the outstanding balance and security bond (see rule 8 below) must be received by no later than 10 days from the date of the booking. 
6. Rates are reviewed annually however the KH reserves the right to alter prices or other details and the Hirer will be given appropriate notice of any changes.
Security bond

7. A security bond of £200.00 will be taken for all hall bookings and must be received by no later than 5 days from the date of the booking.  The bond is taken to secure against:

a Damage and breakages 

b Any additional cleaning should the KH not be satisfied with the condition that the space is left in

c Unauthorised overrun of time beyond the agreed 
finish time
8. A security bond may be taken at the discretion of the KH for any meeting room bookings depending upon the purpose of the booking.

9. The security bond will be returned to the Hirer after the booking, so long as the Hirer has met the terms and conditions of hire.
10. Failure to comply with these terms & conditions may result in the retention, in full, of the Hirer’s security bond.

Cancellations and postponements

11. Once a booking has been confirmed a cancellation fee to the Hirer will be charged as follows:
a More than 14 days from the date of booking – No charge
b Less than 14 days from the date of booking – 25% of the total booking cost
c Less than 7 days – 50% 0f the total booking cost
12. Cancellations must be received by the KH management in writing and will be effective from the date it has been received. 

13. KH reserves the right to cancel any booking by written notice to the Hirer.  In any such case the Hirer shall be entitled to a full refund of any money already paid, but KH will not be liable to the Hirer for any resulting direct or indirect loss or damage whatsoever.
Contracted Access Times

14. The Hirer must arrive and vacate by the agreed times stated on the booking form. Failure to adhere to the agreed times will incur additional charges.
15. For each hour, or part hour, that the Hirer and their guests remain on the premises beyond the hours agreed, £50.00 will be charged.

16. Use of the room(s) detailed on the booking form does not imply any right for the Hirer to use any other part of the building, for deliveries, storage or any other access.

Occupant Capacity

17. Hirer will not exceed the KH maximum occupant capacity, which is a maximum of 90 people for the main hall and 20 people for the office room

Setup and Decorating

18. KH will take appropriate measures, within its control, to ensure all equipment and furniture is in good working order.

19. The Hirer may only bring additional equipment, articles or substances on to the premises with the prior written agreement of KH management.  The Hirer may use their own electronic equipment as long as it is PAT tested within the last 12 months.  Non-PAT tested equipment may not be allowed on to the premises on the day of the booking.

20. It is the responsibility of the Hirer to communicate these terms and conditions before the event to any external suppliers that they choose.  The Hirer shall be liable for any damage to furniture fittings, equipment and any other property of the KH caused by any act, neglect or fault of the Hirer’s guests, employees, delegates, agents or other representatives.

21. Hall set-up and clear down is the responsibility of the Hirer, including setting out and putting away all of KH tables and chairs used by the Hirer.

22. The Hirer shall not erect any exhibitions, stands, displays, freestanding advertising material or signs or any other items in the premises without prior agreement of KH.

23. The Hirer shall not fix or stick any materials, posters, decorations etc to any wall, the floor or ceiling and where appropriate, the aforementioned may be removed by KH officials All decorations must be freestanding.
24. The hirer must adequately dispose all rubbish and take all bin bags with them. These should not be left in or around KH. The hirer may use KH bin for a surcharge of £15.
Noise

25. Hirers are responsible for ensuring that the level of noise audible outside must be limited to protect local residents from disturbance and does not interfere with other activities within the building.  Windows and external doors must be kept closed when music is being played.  These requirements must be brought to the attention of any such musician, performer, or disc jockey by the Hirer

26. For events finishing at 23:00 the Hirer should ensure that music ceases at 22:00 or is reduced to a moderate level.

27. The Hirer and any musician, performer, or disc jockey who is involved in the event will comply with any noise reduction requests from the KH officials
Obligation of the Hirer
28. The Hirer must fully and fairly represent the purpose for which the venue is required.  Any misrepresentation may result in cancellation of the booking at any time by KH

29. Use of the venue must not conflict with the charitable aims of the MAUK. All bookings will be made at the discretion of the KH management who reserve the right to refuse any bookings.

30. It will be the responsibility of the Hirer to ensure that the hall and/or rooms remain clean, tidy and undamaged for the duration of the booking.  If the KH management not satisfied by the condition the hall and/or rooms are left in, an extra charge will be made.

31. The Hirer or appointed person is responsible for ensuring that only invitees to the event are admitted, and for the consequences of any breach of security.  Entrances must either be left secure or be attended by a responsible person at all times.

32. The Hirer or appointed person must be over 18 and shall be on the premises for the entire period of hire or duration of activity.

33. The Hirer or appointed person must familiarise themselves with the fire evacuation procedure and keep an adequate record of those in attendance and be able to account for all their participants in the event of an evacuation.

34. The Hirer or appointed person shall remove (or procure the removal from the premises of) any person acting in a manner which, in the reasonable opinion of the KH management may be undesirable, inappropriate, harmful, offensive, obscene or illegal or may cause a breach of the peace.  

35. The Hirer end any activity on the premises for which the Hirer or its guests are responsible for if in the reasonable opinion of the KH management constitutes or may constitute a breach of the peace.

36. Hirers agree to indemnify KH in the event of any loss or damage to KH premises or contents in the event of any claim for damages being made for bodily injury or damage to property arising out of use of the premises.

37. Smoking is not permitted anywhere in Kerala House at any time.

38. No intoxicating liquors are permitted to be bought or sold on any part of the premises.  Permission must be sought from KH management before applying for a Temporary Event Notice from the Local Authority in accordance with the Licensing Act 2003.

39. No flammable liquids or gases are permitted on any part of the premises 

40. The Hirer shall ensure that the requirements of the Gambling Act 2005 are strictly observed in relation to betting, gaming and lotteries.

General
41. KH does not accept liability for personal injury to, or the loss or damage to clothing, equipment or other property belonging to persons using the premises.
Force majeure
42. For the purposes of these terms and conditions, "Force Majeure" means any cause beyond the control of the Kerala House Management including, without limitation, act of God, war, insurrection, riot, civil disturbances, acts of terrorism, fire, explosion, flood, theft of essential equipment, malicious damage, strike, lock out, weather, third party injunction, national defence requirements, actions taken by the police, acts or regulations of national or local governments.  KH will not be liable for failure to perform any obligation under these Terms and Conditions to the extent that the failure is caused by Force Majeure.
Complaints and disputes
43. In the first instance, any problems on the day should be referred to KH manager. If the Hirer wishes to make a formal complaint this should be addressed to the MAUK Secretary (emailed to ‘info@mauk.org) who will investigate and respond to the Hirer either verbally or in writing within 7 days.  If the Hirer is not satisfied with the outcome of the investigation an appeal in writing should be made to the Director Board
Please return the completed and signed booking form agreeing to the terms and conditions overleaf with the deposit to: KH Management, Kerala House, 671 Romford Road, London E12 5AD or email to info@mauk.org (by completing and emailing this form you are agreeing to abide by Kerala House venue hire terms and condition).
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