	Date/Time of Hire
	
	

	Name of Hirer
	
	

	Contact name (if an organisation)
	
	

	Contact telephone number
	
	

	Contact address
	
	

	Contact Email address
	
	

	Purpose of hire
	
	

	Do you require use of the following?           ⃝ Lift (all hirers to be shown how to operate)    ⃝ Hearing Loop                                                                    ⃝ Screen/projector                                         ⃝ Wi-fi                                                               
	

	Do you require any assistance with the above?     Yes/No
	

	Key(s)         Handed over/to be collected
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	Price quoted
	

	Key deposit (refundable)
	

	Less deposit paid (exhibitions only)
	

	Total payable
	


Please mark in this box the layout of any furniture required
Signed on behalf of RVC ………………….…………………...  Signed by the Hirer ………….………………………………..

Terms and conditions of hire
The term “Millennium Function Room (MFR)” shall include the Function Room itself, all toilet facilities, shared kitchen and, if appropriate, use of the stair lift.
In making this booking you the Hirer, for yourself or on behalf of your organisation, agree as follows:
· If the caretaker is NOT opening the MFR for you then the key(s) will be available for you to collect from the Roseland Visitor Centre (RVC), unless alternative arrangements are made.  You should collect the keys as near as possible to the start of your Hire Period.  Opening times for the RVC are displayed on the premises.  You will be responsible for the handling and safe custody of the key(s) during your Hire Period.

· You will be responsible for ensuring proper use of the stair lift (see below) if required.
· During your Hire Period you will be responsible for the MFR, its contents and any facilities made available to you.  You will ensure that no damage is caused, no items are hung on or fixed to the walls and that all items are used only for their intended purpose.

· You will notify a member of the RVC or the caretaker as soon as possible in the event of any damage or breakages and if required you will cover the cost of any repair or replacement.
· During your Hire Period you will be responsible for the conduct and behaviour of all persons using the MFR.  You will ensure that there is proper fire safety management and you will ensure that the exits are kept free of obstruction at all times.  It is your responsibility to ensure that you are familiar with all fire safety precautions and escape procedures (see below).  You will ensure that fire doors are kept closed at all times.  You will also ensure that no items are placed on, touching or left within a chair’s width of the night storage heaters.
· You will not use the MFR for any purpose other than that shown overleaf and shall not do or allow to be done anything which might invalidate any policy of insurance nor shall you do or allow to be done anything which is unlawful.
· You will ensure that no dogs, other than assistance dogs, are allowed into the MFR.
· You will ensure that the no smoking policy is observed throughout the MFR.
· At the end of your Hire Period you will ensure that the Function Room, kitchen and toilets are left in a clean and tidy condition, turn off all lighting and electrical appliances and ensure all windows and doors are closed and locked.

· As soon as possible after the end of your Hire Period, if the caretaker is NOT locking the MFR for you, you will return any key(s) to the RVC, unless any other prior arrangements have been made.  Any key deposit paid will be returned to you upon return of the key(s).

· In the event that you need to cancel or change your Hire Period you will notify a member of the RVC staff as early as possible.  We reserve the right to charge for late cancellations (within 14 days of the Hire Period) at one half of the price quoted overleaf for the Hire Period.
St Just in Roseland Parish Council
Fire Safety 

Policy and Procedure
Emergency Procedures
On the discovery of, or suspicion of, a fire:
· Everybody should remain as calm as possible.

· The person discovering, or suspecting, that a fire has broken out should raise the alarm immediately by operating the nearest manual fire alarm call point.

· If anybody sees smoke coming from under a door or sees smoke in a closed room, they should on no account attempt to open the door.  They should raise the alarm and immediately summon the Fire and Rescue Service. 

· Fire extinguishers may be used but only by competent persons.

· The person acting as the Responsible Person should make themselves known to all present.

In the event of a fire, or the fire alarm sounding, staff should:
· Remain as calm as possible and help people on the premises to evacuate to a safe area.

· Where possible and safe to do so, check all rooms (in particular toilets) to ensure that no people are trapped and unable to get out.

· Close all doors surrounding the fire as far as possible.

· Ensure that any person not accounted for is immediately reported to the Responsible Person, or directly to the Fire and Rescue Service Incident Commander.

Staff should:

· Never stop to collect valuables or possessions.

· Never open doors where smoke is issuing.

· Never attempt to re-enter the building until told it is safe to do so by the Fire and Rescue Service.

The Responsible Person is specifically responsible for ensuring that: 
· The Fire and Rescue Service has been called to any fire by dialling 999. 

· Any disabled person is identified and an appropriate adult appointed (the “Appointed Person”) to assist with their evacuation.

· The Fire and Rescue Service is met on arrival.

· They identify themselves to the Fire and Rescue Service.

· Any person not accounted for is immediately reported to the Fire and Rescue Service on arrival.

Disabled People

It is possible that people with disabilities will be on the first floor as there is a stairlift provided to assist with access to that level. 

In the event of a fire or a fire alarm, the stairlift should not be used.  Where people with disabilities are unable to use the stairs to evacuate, they should always be accompanied by the Appointed Person and leave via the first floor entrance at the top of the external staircase or through the fire exit in the main meeting room.  They may remain here unless it is considered necessary for them to be brought down, with manual assistance.  Every attempt should be made to evacuate disabled people without reliance on the Fire and Rescue Service. 
Use of the Stair Lift
The stair lift operates between the ground and first floors at the Millennium Rooms.

It MUST only be used when a member of RVC staff, Hirer or other adult is available to accompany the user.

A wheelchair must be used; if the user does not have their own wheelchair there is one available on the premises (stored behind the lift on the ground floor).

Instructions for using the lift are affixed to the wall above the lift on the ground floor.
Hirers will be shown how to operate the lift.  As a Hirer you will be responsible for the use of the lift and to ensure the safety of users.  You will be liable if you allow the lift to be used in any way other than in accordance with this policy.
HIRE OF THE FUNCTION ROOM





Price to hire per 4 hour session


(sessions are 9am-1pm, 1pm-5pm


and from 5pm)


Local / Charitable £20.00


Commercial £40.00


Private Exhibition £280 per week





Please make cheques payable to St Just in Roseland Parish Council and return to Roseland Visitor Centre, The Millennium Rooms, The Square, St Mawes, TR2 5AG 


or pay by BACS to Lloyds TSB Falmouth Branch  account name St Just in Roseland Parish Council  sort code 30-98-57 account number 00442274 








