Nottingham Community and Voluntary Service
Training rooms terms and conditions

1. All visitors must abide by the building Fire and Health and Safety procedures. Copies are available from Reception and are attached to the signing in sheets in each room.
2. For Health & Safety purposes, the trainer/facilitator is responsible for ensuring all attendees sign the signing-in sheet provided within the room on the day.

3. The hirer [the named contact for each booking] will be responsible for the effective control of the function and for the safe evacuation of all persons attending the function in the event of the fire alarm sounding, using the signing-in sheet for roll call purposes.

4. Any accidents which occur within the building should be reported to the Receptionist and an entry made in the Accident Book located in Reception.

5. Smoking is not permitted within the building or outside under the front canopy.  

6. No dogs (or other animals) allowed except assistance dogs.

7. No alcohol is to be consumed in the Centre without an ‘occasional license’ or ‘occasional permission’ being obtained.

8. Training equipment must be requested when booking.  There is no charge for this but the free equipment offer is limited to one laptop and projector.  Additional laptops if available will be charged at £10 each. The equipment is the sole responsibility of the trainer/facilitator.  The hirer will be charged for any breakages or damages caused to the equipment.

9. The trainer/facilitator/group is permitted to display material within the training room.  The use of blu tac is limited to non painted surfaces.
10. Training room furniture must not be stacked or dismantled without prior permission from NCVS Staff.

11. If you wish to cancel the booking the hirer must do so in writing or via email.  You will be charged:

More than 1 month no charge will be incurred, between 1 month & 1 week 25% will be charged, less than 1 week the full charge for room hire.  
12. Basic refreshments are included in the cost of room hire lasting 2 hours or more – this includes teas, coffees and water.  

13. NCVS can supply hirers with a choice of catering companies.  It is your responsibility to arrange and pay for this service.  Cancellations for the catering will not be the responsibility of NCVS and should be made by the hirer directly to the caterer. Supply of information should not be taken as a recommendation of that caterer’s service. Any complaint about the quality of the catering should be taken up with the catering company.
14. Additional charges will be incurred for meetings/events which run over the agreed time, at the hourly rate.  Additional charges will also be incurred for meetings which start before the booked time. Please insure that you have allowed for your time in setting up before a meeting in the room booking times.
15. Post event, the room must be left in a reasonable condition.  Damages to the facilities caused by the

Hirer or their guests will be charged at the cost required to remedy the damage.
16. NCVS reserves the right due to unforeseen circumstances to cancel at any time before the commencement of the meeting. NCVS reserves the right to allocate any meeting room which it deems suitable.

17. Hirers are responsible for ensuring that they book a room with adequate capacity for the number of attendees at their meeting.

18. Hirers are responsible for insuring that they have any adequate licenses for the playing of recorded or live music during their event in place.







