
  

CENTRE HIRE: TERMS AND CONDITIONS 
 

1. General 
1.1. All hire of space is entirely at the discretion of Time and Talents and subject to the terms and 

conditions below.  
1.2. We regularly review the activities and hire of space we offer at Time and Talents. Time and Talents 

is not required to give a reason for refusing, or terminating hire agreements.  
 

2. Deposit 
2.1. For single events, bookings must be secured with £100 deposit by cheque, made payable to Time 

and Talents Association, or cash.    
2.2. This will be held by us and is refundable provided that:  

2.2.1.  The premises are left clean, according to the cleaning checklist provided below 
2.2.2.  That there is no damage or loss caused to the space, or nuisance to other hirers or local 

residents, during the hire period. 
2.2.3.  That any cancellation is made no less than two weeks (14 days) before the event.  

 
3. Hire periods and restrictions  

3.1. Hirers and their guests may only use the premises for the agreed period of hire. This period is 
inclusive of setting up and clearing away, including any cleaning. Any time which overruns the 
booking will be charged for.  

3.2. In all cases, the premises must be vacated by 10.00pm, which is a condition of our licence.  
3.3. No smoke machines or naked flames (including incense sticks) are to be used as they are likely to 

set off our alarm system, incurring a call out cost, which would be passed onto the hirer. 

3.4. No bouncy castles are to be used except with prior approval in writing and an additional fee.  

4. Payment  
4.1. All space hire must be paid for in advance, and not usually fewer than 7 days before the next hire. 
4.2. Regular hirers must pay via quarterly or monthly invoice as agreed in writing at the time of the 

original agreement. 
 
5. Cleaning 

5.1. Hirers must return the space to the state of cleanliness in which they find it, according to the 
checklist below.  

5.2. In the event that there are any issues with cleanliness or tidiness left by previous hirers, please 
notify us immediately (in person, or by email or telephone) or on the first working day after the 
issue occurred (in the case of weekend or evening bookings) letting us know the date and time of 
your booking, and the issue. Taking photographs of the issue helps us to evidence the problem and 
to ensure we can address the issue with the previous hirer responsible.  

 
6. Damage 

6.1. Hirers will take all reasonable care to ensure that the interior/ exterior, decorations, furnishings, 
and any equipment belonging to Time & Talents Association are not damaged.   

6.2. The Hirer agrees to pay for the cost of repairing any damage or making good any loss.  
 

7. Liability 
7.1. Time & Talents takes no responsibility for any articles or belongings brought into the Old Mortuary 

and reserves the right to dispose of any property left in the building if, after a period of 14 days, 



 

the property has still not been removed. You must secure your own property and that of Time and 
Talents whilst in the building. 

7.2. The Hirer must record any injury or accident, however minor, which takes place on the premises.  
The date, time, and full details of the incident should be recorded including signatures of all those 
involved.  This information must be passed on to the Centre Manager at the earliest opportunity.  
Time & Talents cannot be held responsible for any insurance claim if such a record is not made. 

7.3. The Hirer must familiarise themselves with the fire exits, extinguishers, and protocols for 
evacuation at the commencement of the hire period.  

7.4. Companies who work on the premises must have the relevant employment and public liability 
insurance. 
 

8. Behaviour  
8.1. The Hirer and their guests shall not undertake any activity which might, in our judgement bring 

Time & Talents into disrepute. 
8.2. The sale of alcohol is prohibited on the premises. 
8.3. The Centre has a strict No Smoking policy and smoking is not permitted anywhere in the building, 

the gated entrance area of the building or the gardens. 
8.4. All hirers and their guests must observe the Code of Conduct of Time & Talents, a copy of which 

can be found on the wall in the Reception Area. In essence, for the benefit of all users of the 
building, we ask all everyone in the building to act respectfully and politely. 
 

9. Respecting Local Residents 
In order to avoid disturbing local residents, the hirer and their guests are requested: 
9.1. Not to congregate outside the premises causing a disturbance before during or after the hire 

period 
9.2. Not to leave rubbish outside the building during or after the hire 
9.3. To leave the building quietly without causing a disturbance to local residents, especially late at 

night. 
9.4. To not use a PA system or any other source of sound which may cause a noise disturbance to our 

neighbours. 
 

10. Building Security 
10.1. The building must never be left unattended. 
10.2. If you do need to leave because of an emergency, you must lock all the doors and inform a 

member of staff. 
10.3. The doors must be kept secure and/or monitored to prevent unauthorised people entering. 

Cleaning Checklist 
The Old Mortuary is a lively, thriving community centre, and we welcome all sorts of people doing all sorts 

of activities throughout any given day. We welcome adults, children, older people and everyone in 

between. Paint, food, tea and coffee, soil, balloons, streamers, and lots of paper towels get used all the 

time, which means we have to work hard to keep the place clean and tidy. While our staff clean regularly, it 

is vital that all users of the building help to keep spaces in a presentable state, especially during weekend 

hires when the building is not staffed. Additional cleaning left for staff or for other hirers leads to increased 

costs for the charity, and a bad experience for others.  

We hope you enjoy hiring space at Time and Talents! 



 

Please help us to manage cleanliness by adhering to this checklist: 

CLEANING CHECKLIST                       ✔ 

1. Please leave the area clean and tidy, and return furniture to the position in which you 
found it, clearing all areas of any items, including equipment, chairs and tables, and stack 
them back into the cupboard neatly. 

 

2. Please return stacking chairs to the main hall and put away folding tables (if this is not 
possible due to other hirers in the main hall, then all items to be stacked neatly at the 
side of the room used near the door).   

 

3. Please remove all decorations at the end of each hire session. Please sweep the floor, 
and mop it if there have been any spillages. Brooms and a mop are kept in the kitchen. 

 

4. Please place all rubbish in black bags and take them out to the dumpster at the entrance 
gate. We ask Hirers to provide their own bin bags if their event creates a very large 
amount of rubbish. 

 

5. Please ensure that the toilets are left in a pleasant state, and that toilet paper and 
towels are not left on the floor. 

 

6. Please empty full or nearly full bins into the outside refuse bins.  

7. Please don’t put any nappies in the sanitary bins; these need to be disposed of in the 
outside refuse bins. 

 

8. Please wipe all surfaces, including sinks, clean of any food, paint/art materials/soil or 
other mess. 

 

9. Please wash and stack away any used crockery or mugs or place them in the 
dishwasher. If the dishwasher is already full, please either empty it or wash the dirty 
items. 

 

10. Where the garden has been used, please bring back any used furniture and stack it 
away, and clear any rubbish.  

 

11. Regular hirers are asked to set the alarm on leaving and lock the back gate as agreed. If 
this is not done it can affect our insurance, so it’s really important!  

 

 

 

 

Signed: …………………………………………………………………………        Date: ………………………………………………...                               

By signing this you are confirming that you will adhere to all the points on the checklist. Any breaches of the 
above points may incur a charge.  


