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The Harrow Club W10

Hire
Information
Form and Agreement

Event start date: ______________________________________


Before a contractual agreement can be made this form must be filled in by the hirer, signed and returned to: The Administrative Officer, Harrow Club W10 187 Freston Road London W10 6TH

Print name: _______________________________________

Representing: ______________________________________

Signed: _____________________Date:____________

For office use only:


Number of security required 


W    B     M
The Harrow Club W10 

To assist the smooth running of your event, please answer every section of this form and return it with your Signed contract

SECTION ONE (Please print) Event Name/ Description: ________________________________________________
Start of Hire: Date(s):___________ Time From _______ to: ______
All setting up and clearing up time for your event/party must be included in the above hire times. If you go over these times you will be charged the hourly hire rate accordingly. 
If ongoing please give day(s)

Mon 

Tue
      Wed
    Thurs
    Fri
         Sat
      Sun

Contact Name:__________________________________________
Address: (for invoicing) _______________________________________________________

Telephone Number: __________________________________

Mobile Number: _____________________________________

E-mail Address: _____________________________________


SECTION TWO

Event details

Please ensure that these details are as accurate as possible
Will you provide advertising material in term of posters and leaflets?

Yes


 

No



If ‘yes’ please provide all publicity material for approval on confirmation of booking.
Will you need any of the following? (Number in brackets denotes amount available on site)

Tables                                           Yes            (25)     No. Required ………………
Chairs                                            Yes          (120)     No. Required ……………..            

Music (CD player and amp
)
Yes
                  Area required……………….
Overhead projector/screen (1)
Yes

       Area required………………. 
   
Flipchart Stands
(2)

Yes
     No. and area required………………. 


 SECTION THREE

Do you need Additional Staff?   Yes       No        If Yes, how many
 

Do you plan to use any other equipment?
Yes


No

If ‘yes’ give details of the equipment and state at what time do you expect delivery? _________________

Please provide full information in writing on any of the boxes that are ticked or written above.

Will any of the equipment need to be attached to the existing structures of the building? 

Yes


No

If ‘yes’, please supply information about proposed attachment in writing on return of this form. 

SECTION FOUR 

How many people do you expect to attend your event? ___________
(Please see suitability of numbers for each space on hire fee form)

Under 21’s

For any events that will be attended by persons under the age of twenty one the ratio of adults, must be one (1) adult to every ten (10) young people. This is a requirement for risk assessment purposes and may not be deviated from.
Note it is the responsibility of the assigned adults to maintain vigilance for prohibited behaviour (refer to booking terms 4, 5 & 9) and clean up after the result of any such incident(s).
HOW DO YOU WISH TO SET THE SPACE UP?

Please note that no damage to the structure (e.g.: drilling holes…) is permissible. Please draw plan in additional information if required. This has to be checked to ensure it fits our health and safety requirements.

SECTION FIVE

Do you have Public Liability Insurance?


Yes



No




If yes, please provide a copy with this agreement.


Yes



No




(If No, please be aware that you will be charged at the rate of 10% of the hire charge to cover the Harrow clubs costs (refer to liability clause 5 under booking conditions.)


BOOKING CONDITIONS HARROW CLUB W10

1. AGREEMENT

This contract is made between Harrow Club W10 (“the Club”) and the person signing overleaf (“the Hirer”) for the use of the Harrow Club W10, 187 Freston Road, London W10 6TH (“the Premises”) for the period stated overleaf and for the event specified in the booking form and event details form

2. PAYMENT

A deposit of £250, in cash is payable (please make cheques payable to “The Harrow Club W10”) to confirm the booking, failure to pay a deposit will nullify the booking request. The deposit will be returned after the event should all conditions have been met satisfactorily. 
Payment for one off parties and events must be made in full 7DAYS before the event takes place.   
If the booking is ongoing and regular i.e. weekly you will be sent an invoice for the hire charge each month, this is payable within 30 days. In the event of failure to settle the invoice in full within this period, the Club reserves the right to exclude you from the premises until payment is received in full, and to cash the deposit. 
3. CANCELLATION

Any cancellation must be in writing via a letter or email to enquiries@harrowclubw10.org. On receipt of the notice of cancellation charges are as follows 100% of the hire fee with less than 7 days notice.
4. BREAKAGES & DAMAGE

The Hirer shall be responsible for all damage to, and all waste left on the Premises caused by any member of the Group or any invitee of any such member. The Hirer shall fully reimburse the Harrow Club W10 all its reasonable costs in both replacing any damaged fixtures, fittings or other contents of the Premises, and repair any damage to the premises. In addition the hirer will meet extra costs incurred by the Club for cleaning the Premises.

5. LIABILITY

The Club will not be liable for any death or injury however caused, or damage to the personal property of any person, except by its own negligence or the negligence of its managers, employees or agents. The Club’s liability shall in any event be limited to the amount of its insurance cover. The Club cannot accept responsibly for any loss or theft of personal property. 

The hirer must familiarise themselves with the locations of emergency exits, which must be kept clear, and the situation of the fire extinguishers. In emergency, the directions of Harrow Club W10 staff must be observed.

The Club requires the Group to have adequate Public Liability cover evidence of which must be   provided before the contract is agreed. The Club can provide hirers with insurance, if this is required, in which case a charge of 10% of the total hiring fee will be charged.
6. LOCAL COMMUNITY RESPONSIBILITY
All music is to stop at the agreed time (no later than 11pm); any audible noise after this point will be considered a breech of contract. Harrow Club W10 staff will be instructed to act accordingly in this instance to ensure the event concludes at the agreed time.
7. ALTERATION TO SCHEDULE

The Harrow Club W10 reserves the right to make slight alteration to any of the hirer’s schedule, but will only do so when there is a necessary use of space. This could be due to maintenance work and large Harrow Club W10 community events. If the above becomes necessary the Administrative Officer will inform the hirer, where possible 7 days ahead of any required change, an alternative space will be offered if available.

In keeping with the above the Harrow Club W10 requires 7 days notification of any anticipated change by the hirer to the original contract. Failure to provide this will result in charges as indicated in section 3.

8. CONTRACTUAL REVIEW

The Harrow Club W10 reserves the right to prohibit any event on its premises that it considers will compromise the integrity of the organisation.

The Harrow Club W10 will review all on-going bookings after an initial six-week trial period.

9. NO SMOKING, ALCOHOL OR DRUG ENVIRONMENT

The Harrow Club W10 is a no smoking, alcohol and drug environment. It is the sole responsibility of the hirer to inform all of their guests as to the above. Harrow Club W10 staff are instructed to enforce the above and reserve the right to cancel the event at the time of hire if the hirer fails to comply with the above.

The Harrow Club W10 reserves the right to review at its discretion the no alcohol policy for any responsible conferences.
THESE CONTRACT CONDITIONS HAVE BEEN DISCUSSED WITH ME AND FULLY UNDERSTOOD AND ACCEPTED AND I AGREE TO COMPLY WITH THE CONTRACT CONDITIONS.

Date: ……………..…Signature of Hirer…………………………
Signature of Harrow Club employee……………………………………………
Print Name…………………………………………………………
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