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Walkley Community Centre

7a Fir Street, Walkley, Sheffield S6 3TG 

Registered Charity No.1136976

Company Limited by Guarantee No. 7268567   

Telephone 0114 2517171

Email enquire@firstreet.org.uk
Key Agreement 

Regular hirers of Walkley Community Centre are given keys to allow entry to the building.  Please read carefully the following conditions of use.  All hirings are made on the understanding that these conditions are met and that the hirer has read the full hire agreement, equal opportunities policy, risk assessment and completed the acknowledgement form and booking/contact form.  Please return the Key agreement (with £15 key deposit), completed contact form and acknowledgement form by posting them in an envelope into the centre safe.

Security 

1. The keys remain the property of Walkley Community Centre and must not be copied or given to another party without the express permission of WCC. 

2. The keys may only be used for the session you currently have booked with WCC.  Access is not permitted at any other times without the express permission of WCC.

3. If you cease to hire WCC, or your hire is terminated by the Trustees/Directors, the keys must be returned on the last day of hire.

4. As the hirer, you are responsible for the security of the hall during your hire period.  At the end of your session you agreed to turn off all electrical appliances used in the kitchen, secure the building, having checked that all lights and doors are shut and that there is no one on the premise.  The car-park gate must be closed and padlocked at the end of the session.  If another group is hiring other areas of the hall at the same time, the last group leaving is responsible for ensuring the hall is secured properly and for closing the car-park gates.

5. If the keys are lost you must notify immediately a trustee of WCC.  Please ensure the keys are not marked as being the keys for the centre to reduce the possibility of misuse if lost.  If the keys need to be replaced you will be charged the cost of replacing them.  If keys are marked as being those of the Community Centre the trustees will need to change the locks and issue new keys to all hirers.  The cost of this work will be passed to the key holder who lost the keys.

6,
Please ensure that both the Hall fire exit and Front door are securely close/locked when securing the building.

Use of Hall

1. The Centre can only be used for the activity previously agreed with the trustees /directors of the centre and for no other activity.

2. The hirer is responsible for the centre during the period of hire.  This includes being responsible for any actions and behaviour of any member of their group or party. 

3. Smoking is not permitted on the premises. Please encourage smokers to congregate in the car park rather than the front of the building. 
4. All furniture should be returned to its original position and the building should be left in a clean and tidy state.

5. Any equipment used in the kitchen should be washed and returned to their original place and dishcloths hung up. Any electrical equipment used should be switched off at the wall.  All rubbish must be disposed of.

6. No items must be fixed to the walls using blue tack, pins or sticky tape.

7. No additional electrical equipment (including fires) or gas fires should be brought onto the premises.  Cassette/CD Players may be used during your hire but must be plugged in socket on the stage (for hall hire) as this is equipped with a circuit breaker.

8. When leaving the premises please have consideration for local residents and keep noise to a minimum.

___________________________________
I acknowledge receipt of a set of keys for Walkley Community Centre and agree to the terms of hire as set out in the hire agreement, a copy of which I have been given. I also confirm payment of a returnable key deposit of £15.00.

Key Deposit paid               _________________________________________
Signed 


_________________________________________

Print name


_________________________________________

Group/Organisation

_________________________________________

Date



_________________________________________

May 2017
