East Sussex Disability Association


MEETING ROOM

HOUSE RULES

Groups/organisations requesting use of the Meeting Room should, in the first instance, apply for a Booking Form from ESDA.

1. Arrangements for the release of keys to groups/organisations using the Meeting Room shall be with the approval of the Association.  A named person from the group/organisation should be designated to take full responsibility for the safety and security of the Meeting Room. ESDA should be given contact data of this person prior to the event. The Meeting Room should be made secure immediately after the meeting and the keys returned by placing them in the envelope provided by ESDA and posting it through our letterbox.

2. Groups/organisations are requested to leave the Meeting Room, clean AND tidy. Furniture, if moved, SHOULD BE returned to it’s original place.  Bin liners will be left in the kitchen cupboard to enable users to keep rubbish in one place.  All spills of food or drinks must be cleaned up immediately – Kitchen roll is provided for this.  Please notify a member of the Admin team as soon as possible about liquid spills.  
3. The kitchen must be left clean and tidy and the electric kettle/urn emptied and switched off.

4. ESDA is not a licensed premise; therefore alcohol must not be sold on the premises.

5. Requests to use ESDA’s equipment (TV/DVD/OHP/Flip Chart Stand/PowerPoint), must be made at the time of the booking request.  A small charge will be made for the use of flipchart paper.

6. Groups/organisations must receive permission in order to leave equipment in the Meeting Room and are advised to ensure that their own insurance covers loss of the equipment; ESDA cannot accept liability for any such equipment.

7. Procedures in the case of fire are posted in the Meeting Room.  It is important that all groups/organisations understand these.  Leaders of group/organisations should make sure they know where the fire extinguishers are kept.  The EXIT door must be kept clear at all times.

8. Smoking is prohibited in ESDA’s premises.

9. A First Aid Box and Book are kept in the kitchen – in a marked drawer.  All accidents must be reported to ESDA’s administrative officer and details entered in the accident book kept with the First Aid box in the kitchen.  Future claims for damages may depend on the record of the accident.  Since negligence needs to be proven in order for a claim to succeed, it is very important that users provide their own ample insurance to cover all those involved in activities using ESDA’s premises.

10. The hirer must pay for all breakages to any of ESDA’s equipment or property.

11. Telephone facilities to make external calls in case of emergency are available.

12. Animals are not permitted in these premises, with the exception of guide and assistance dogs.

13. There are parking facilities in ESDA’s car park (subject to availability), but disabled personnel have preferential use.  You may use the car park at your own risk.  There is also on-street parking. We cannot guarantee that parking spaces will be available. Blue Badge spaces must only be used by Blue Badge holders between the hours of 8am and 5pm. 
14. ESDA cannot accept responsibility for the loss of cash or personal belongings.

15. To comply with Health & Safety Regulations, a copy of ESDA’s policy can be found in the kitchen drawer.
16. When making your booking please ensure you include adequate set up and take down times. If your course will begin at 9.30 please make the booking for 9.00 so you give yourself time to set up. 
HIRE OF MEETING / INTERVIEW ROOM
TERMS AND CONDITIONS

ESDA offers its facilities for hire to organisations and groups based on the following principles: - 

When booking, priority will be given to disability groups before other organisations.

To qualify for the use of the Meeting/Interview Room you must agree to the following conditions: - 

1 The use of ESDA’s facilities must be compatible with ESDA’s aims and   objectives.
2 Priority for use will be decided by ESDA.
3 All bookings must be confirmed in writing using an ESDA Booking Form.
4 If you wish to make a booking in an alternative way please contact ESDA.
5 Payment must be received with the booking form (invoices can be issued on request).

6 A copy of ESDA’s House Rules is enclosed and must be adhered to. Failure to comply may jeopardise future use of ESDA facilities.
7 Due to security reasons and lack of an on-site caretaker, groups/organisations cannot hold functions that are open to the general public unless an exception is negotiated with ESDA.
8 Trainers MUST complete the satisfaction form at the end of the day. 

CANCELLATION

1
ESDA reserves the right to cancel any bookings. Not less than four weeks  

     notice will be given except in extreme circumstances. 
2   
Groups/organisations wishing to cancel bookings are requested to give four 

  weeks notice, except in extreme circumstances.

3   
If notification of cancellation is not received within specified time frame, ESDA   
reserves the right to request payment of charges in full.
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