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The Clayton Centre Hall  
 

Terms and Conditions of hire. 
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1. PRIORITIES FOR HIRE: 
 

The Clayton Centre Hall is provided for the benefits of the local community. In 
hiring out the hall we give priority, to activities that benefit the local community. 
 

2. EQUAL OPPORTUNITIES:  
 

The Clayton Centre Hall shall be open to all members of the community 
regardless of race, nationality, gender, sexual orientation, age, disability, 
religious or political beliefs or marital status. 
 

3. THE HALL: 
 

The Clayton Centre Hall has a small kitchen and toilets and is suitable for 
small groups or parties up to 49 seated people. The hall measures 8.5 meters 
by 6 meters. There are 6 long tables and 48 stacking chairs. A boiler provides 
hot water and radiator heating.  
 

The hall does not provide crockery, glasses or cutlery.  
 

4. TIMES OF HIRE: 
 

The Clayton Centre Hall is available for hire between the hours of 08:30 and 
23:30, 6 days a week. Under no circumstances may bookings run later than 
23:30 hours.  We do not hire on Sundays or public holidays, nor Christmas or 
New Year Eves.   
 

A 15-minute setting up prior to the start time and 15-minute clearing away is 
included at no extra cost.   
 

The building must be vacated and left in the same condition as it was found at 
the beginning of your hire.   
 

If you exceed your hire time, or you do not clean and clear way adequately all 
or part of your deposit will be forfeited.  
 

The hall is monitored by CCTV.   
 

5. MAKING AN OCCASIONAL BOOKING:  
 

Your first step should be to check availability. Our calendar is published on our 
website at htttps://www.theclaytoncentre.co.uk and click on the hall hire tab.  
 

When you have found a date that suits you, the booking process begins with 
the completion of a Booking Enquiry Form. This is accessible on our website 
at htttps://www.theclaytoncentre.co.uk and click on the hall hire tab.  
 

Once you have completed the Booking Enquiry Form you will need to read the 
conditions of hire and click the box to confirm you have done so and accept 
them.  
 

You then need to submit your request for approval. 
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Please do not make any payment till you receive confirmation from us 
that the hire is approved.  
 
Once approval has been granted you will then need to make payment shown 
on the invoice.  
 
If you do not pay the invoice two weeks prior to your hire date we will consider 
your booking cancelled and will be free to re-hire the hall.  
 
Payment will be made by bank payment, details of our bank details is on our 
invoice we send you. 
 
Once we are able to confirm payment has been paid you will receive a receipt 
for this.   Nearer the date of your hire we will email you details of how to 
access our hall. 

 
The person named on the Booking form as the contact is personally 
responsible for ensuring that the Terms and Conditions of Hire are 
complied with in all respects. We refer hereafter to this person as the 
Hirer. The Hirer must be aged 21 or over.  
 
Under no circumstances will bookings be accepted for birthday parties 
for people aged between 12 and 21 years of age.  
 
The Trustees of the Clayton Centre Hall shall be jointly and severally liable 
with The Hirer for complying with this agreement.  
 
A minimum of a two-hour booking is required. 
 
Please ensure you keep within your booked times.  Additional time, 
outside the booked times, will be charged for each additional 15-minute 
session and deducted from your deposit. 
 
The building must be vacated and left in the same condition as it was found 
by the end of your booked time. 
 
On completion of your hire please return the key to the key safe.  
 
Refund of the deposit will be made after examination of the hall normally 
within seven days. 
 

6. MAKING A REGULAR BOOKING:  
 
REGULAR HIRINGS ARE  NOT AVAILABLE ON A SUNDAY, PUBLIC 
HOLIDAY NOR CHRISTMAS AND NEW YEAR EVES. 
 
Your first step should be to check availability. Our calendar is published on our 
website at htttps://www.theclaytoncentre.co.uk and click on the hall hire tab. 
When you have found dates that suit you, the booking process begins with the 
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completion of a Booking Enquiry Form. This is accessible on our website at 
htttps://www.theclaytoncentre.co.uk and click on the hall hire tab.  
 
Once you have completed the Booking Enquiry Form you will need to read the 
conditions of hire and click the box to confirm you have done so and accept 
them.  
 
You then need to submit your request for approval.   
 
Please do not make any payment till you receive confirmation from us 
that the hire is approved.  
 
Once approval has been granted you will then need to make payment shown 
on the invoice.   
 
If you do not pay the invoice two weeks prior to your hire date we will consider 
your booking cancelled and will be free to re-hire the hall.  

 
Payment will be made by bank payment, details of our bank details is on our 
invoice we send you. 

 
Once we are able to confirm payment has been paid you will receive a receipt 
for this.   Nearer the date of your hire we will email you details of how to 
obtain the key to access our hall. 

 
The person named on the Booking form as the contact is personally 
responsible for ensuring that these Terms and Conditions of Hire are 
complied with in all respects. We refer hereafter to this person as the 
Hirer. The Hirer must be aged 21 or over.  
 
Under no circumstances will bookings be accepted for birthday parties 
for people aged between 12 and 21 years of age.  
 
The Trustees of the Clayton Centre Hall shall be jointly and severally liable 
with The Hirer for complying with this agreement.  
 
Please ensure you keep within your booked times.  Additional time, 
outside the booked times, will be charged for each additional 15-minute 
session and invoiced with your next payment.  
 
The building must be vacated and left in the same condition as it was found 
by the end of your booked time.  
 
Refund of the deposit will be made on completion of your hire period after 
examination of the hall normally within seven days. 
 
On completion of your hire please return the key to the key safe.  
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7. DEPOSITS: 
 
The deposit is in addition to and not part of the hire charge. It will be refunded 
to you within seven days after the date of your hire but may be retained by 
The Clayton Centre in the following cases: 
 
7.1  If you cancel the hire with less than 14 days’ notice, or  
7.2  if you are in breach of any of these terms and conditions of use, or  
7.3  If your hire causes damage to the premises or they require additional 

cleaning as a result of your hire, or 
7.4 If you knowingly misrepresented a relevant fact.  In this case the 

Clayton Centre may retain the deposit and cancel the hire. 
 

8. REFUSAL OF BOOKINGS: 
 
The Clayton Centre will not be hired to any person or group, or for any 
purpose, which in The Clayton Centre’s opinion is likely to bring discredit on 
The Clayton Centre. The Clayton Centre may cancel a regular booking 
without notice or compensation if The Hirer is in breach of any terms and 
conditions.  
 

9. CANCELLATIONS OF BOOKINGS:  
 

We operate a strict cancellation policy. Please take note:  
 
9.1 Cancellation of Occasional Hire Booking by you :  
 
If you wish to cancel your occasional hire, you must inform us by email.  
 
If you give more than 14 days’ notice, the Clayton Centre will refund you 
everything you have paid.  
 
If you give less than 14 days’ notice, The Clayton Centre will retain the hire 
charge but will refund the deposit.  
 
9.2 Cancellation of Regular Bookings by you:  
 
A minimum of one weeks’ notice by email is needed if a regular booking is not 
taking place or the fee will be due.  

 
9.3 Cancellation by The Clayton Centre:  
 
If the Clayton Centre must cancel a hire for any reason, 
 
For a regular hirer we will give you as much notice as possible and normally 
refund the hire charge.  
 
For an occasional hirer we will refund the total charge if it was due to a fault 
of the hall.   
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However, If the cancellation is because of a breach of the terms and 
conditions, The Clayton Centre may keep the deposit and any hire charges 
already paid if the cancellation is because you have misrepresented a 
relevant fact.  
 

10. YOUR RESPONSIBILITES AS A HIRER:  
 
You are responsible as The Hirer for ensuring that:  
 
10.1 The numbers attending your activity do not exceed the permitted 
numbers.  
 
10.2 The premises are only used for the purpose of which they are hired.  
 
10.3 The behaviour of persons using the premises, whatever their capacity, 
does not disturb the common peace and is neither sexist, racist, homophobic 
nor is likely to cause another person offence. 
  
10.4 Persons leaving the premises during or following the hire shall do so in 
an orderly manner and in such a way as not to cause nuisance or other 
annoyance to owners or occupiers of the nearby premises or residences.  
 
10.5 No damage is caused to the premises, fixtures or fittings.  
 
10.6 It is up to the hirer to ensure any electrical equipment used in the hall 
has been PAT tested.  Repair for any damage caused by untested equipment 
will be charged to the hirer. 
 
10.7 The premises are left clean and tidy at the end of the hire. This 
includes bagging all rubbish and removing from the site. The Clayton Centre 
will deduct a cleaning charge from the deposit if this is not complied with. 
 
10.8 You comply with health and safety conditions applicable to your activity.  
 
10.9 No smoking is permitted in the building. 


