	Room
	Conditions
	Basic Details
	Hire Price

	Ground Floor & Garden Exclusive 
	Only available when café closed
	Max occupancy 119. Set up options available
	£45 ph 
£135 half day
£225 full day

	Ground Floor Meeting Area
	Available any time
	Max occupancy 20. Set up options available. Café may be operating during your booking
	£17 ph


	Ground Floor Pop-ups
	Available during café opening hours
	Book a pop-up stand or table in the window area of café
	From £0 for charity to £12 per session

	1st Floor Meeting Area
	Available only out of co-working hours
	Max occupancy 12. Room set up options available
	£10 per hour


	1st Floor Activity Room
	
	Max occupancy 59. Room set up options available
	£25 per hour
£75 half day
£125 full day

	2nd Floor Workshop & Kitchen
	
	Max occupancy 25. Room set up options available
	£20 per hour
£60 half day
£100 full day

	2nd Floor Quiet Space
	
	Max occupancy 4. Quiet comfortable space for counselling or meetings
	£10 per hour
£30 half day
£50 full day
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Room Information:
We may consider medium/long term hire on some of these spaces. Please contact us to discuss options hello@whitleybaybiglocal.org
Return completed booking form to hello@whitleybaybiglocal.org
See our website www.whitleybaybiglocal.org for photos and more info
For further information or support, please contact 0191 252 3570 
Discounted rates are available for charities and community organisations. Please request the discounted rate if you believe you qualify

Whitley Bay Big Local
ROOM BOOKING FORM AND PRICE INFORMATION
STANDARD RATE

[bookmark: _Hlk209603811]Contact & Booking information:
	Booker Name:

	

	Organisation Name (if applicable):
	


	Contact Phone Number:

	

	Contact Email Address:
	


	Event Date:
	


	Event Start Time / End Time:
	


	Nature of Event:
	


	Estimated Number of Attendees:
	


	Room Setup Requirements:
*Additional fee may be charged*
	

	Room Requested:

	


	Public Events Only: Please provide a brief description of the activity for social posts / posters
	



	Contact Phone (Public Use):

	

	Contact Email (Public Use):

	

	Booking Information or Web Link:
	

	I require DBS for my activity and have this in place (Y/N)
	

	Please signed to confirm that you have read the Terms and Conditions attached
	

	
	







Optional Extras: 
	Refreshment Station – Hot Water Urn, Teas, Coffees, Spoons, Cups & Milk
	Groups under 20 £1 per cup / person
Groups over 25 £20 per meeting
	Y   /   N 
Y   /   N

	Café Open
	£50 deposit per hour
(Returned when spent on the bar)
	
Y   /   N

	Pay Bar Open & Serving
	£30 License Fee (4 weeks notice needed)
£100 deposit per hr (Returned when spent on the bar)
	Y   /   N


	Corkage Fee (Bring your own alcohol to your private event)
	£70 per event
	Y   /   N

	Catering (Breakfast, lunch and buffet options available)
	From £5.50pp (Please enquire about options)

	Y   /   N

	Self-Catering Surcharge (Food cannot be heated on site using gas or open flames)
	£25 per event
	Y   /   N


	Crockery / Kids Plates / Cups and Cutlery Hire
	£10 per event
	Y   /   N

	Bluetooth Speaker / Disco Light / TV Hire
	£10 per event
	Y   /   N

	Glass Hire (Corkage Events) 
	£15 per event
	Y   /   N

	Whiteboard & Screen 
	£6 per meeting
	Y   /   N







Terms & Conditions:

General information
· 15 minutes to set up and 15 mins clear down will be available to you at the start and end of your session unless pre-agreed.  Please arrive no more than15 minutes before the start of your session, unless an earlier entry time has been agreed in advance.  
· The booker is responsible for their own room set up and clear down unless set up has been pre agreed with us for a fee. Should your session set up/clear down take longer than the 15 minutes allocated, the extra time will be chargeable.
· Rooms should be left in the condition they were found with chairs, tables and equipment being cleared, cleaned and returned to its original place. Additional charges will be added for cleaning/rubbish clearing so please make sure the space is clean and rubbish is taken away.  
· WBBL shall not be liable to the Booker, volunteer or employee of the booker or to any third party for any loss, cost, expense, penalty or damage incurred or suffered, including but not limited to any personal injury or death or damage to property, arising directly out of or in consequence of the Booker’s use of the centre and/or breaches of our Terms & Conditions.
· WBBL does not accept liability for loss or damage to personal effects belonging to the booker or its delegates, staff or visitors.
· In booking with us:
· If you have booked online – it is assumed, you have read and acknowledge our Terms & Conditions and Fire Safety Advice by ticking the applicable box
· If you have booked via Booking Form – it is assumed by returning this you have read and acknowledge our Terms and Conditions and Fire Safety Advice
· WBBL reserves the right to refuse or to terminate future booking if meetings/activities taking place in the centre are likely to cause a breach of the peace or affray or are causing a disturbance/disruption to the main function of the building in which the meeting is being held. 
· The Booker will be liable for all and any damage caused to any room, facility, furniture or equipment caused by acts or omissions of their delegates, staff or visitors.  Where equipment is damaged or broken the client will be invoiced for the replacement value. 

Invoicing and Payment
· For regular bookings, invoices will be raised at the end of each month. Payment is requested within 7 days. Payments can be made in advance if preferred.  For one off bookings, payment is requested at least 48 hours in advance. 
· Payment can be made via cash, bank transfer or paid at the café till.
· If your account is in arrears you will not be permitted to make another room booking until it is brought up to date. 

​Cancellation policy:
· If you need to cancel a booking, you will be required to provide at least 7 days prior notice. If satisfactory notice is not given then you will be charged the full amount for the booking. 
· Whilst we will make every attempt to accommodate your booking in the room requested, we cannot guarantee this. We reserve the right to move a booking to another appropriate room, on the same payment terms. Should the change be unacceptable, then a cancellation or refund can be requested. 
· WBBL will not be liable in failing to provide facilities previously agreed, in the event that it is prevented from doing so by causes beyond its control. This includes but is not limited to fire, flood, storm, civil disturbance or industrial action. 

General Health and Safety
· Delegates, staff and visitors of the Booker may request a copy of our building risk management guide 
·  It is the Booker’s own responsibility to complete their own risk assessment and have public liability insurance in place (if necessary for the activity).
· If you are booking this activity on behalf of an organisation, then public liability insurance should be in place, which you must be able to present to us on request. If you are not an organisation and do not have public liability insurance then you will need to contact us to ensure your activity is covered under Whitley Bay Big Local’s insurance. 
· All electrical items brought onto the premises must be in good condition and be self-assessed as safe to use in a public building. We cannot be held responsible for accident or injury caused by malfunctioning electrical equipment brought onto the premises by a third party.
· We ask that all clients ensure that an adult supervises any children/young people (under 18) attending their bookings at all times.
· If you are hiring this room for an activity that has a potential safeguarding risk (children or vulnerable adults) our Safeguarding Policy requires the room user to hold a valid DBS certificate and you will be required to declare this on the Booking Form 
· Public liability and risk assessments are available to inspect on request but the Booker is responsible for ensuring that both themselves and their delegates are safe during their activity.  You can do this by:
· Keeping the room free from hazards
· Reporting any hazards to a staff member 
· being aware of basic safety while running the activity 
· Understanding where our first aid boxes are located and who are first aiders are
· The Booker should also make themselves and their delegates aware of emergency evacuation procedures identifying their nearest safe emergency exit while running your activity 
· In the event of a Fire the Booker and their delegates should comply with the instructions of any designated person (fire warden or other designated staff member). If a delegated person is not on site (fire warden or other designated staff member), the Booker and their delegates should refer to the Fire Safety Guidance supplied with their Booking Form.


Fire Safety Advice for Bookers
Discovering a fire
· If you discover a fire, do not attempt to tackle it. Raise the alarm by breaking the glass and pressing the button, or alerting another person to do so. 
· In the event of a fire alarm, leave the building quickly and calmly. 
· If the fire alarm sounds you must leave the building quickly and calmly by the nearest safe exit, which are clearly signposted. Do not stop to collect personal possessions. 
Escape route
Fire exits are clearly marked around the building. Follow the signs to the nearest exit. From the upper floors, proceed down the main stairs to the rear fire exit. From the café, exit via the garden door or main entrance, whichever is safest. 
Contacting emergency services
The fire alarm is not connected to emergency services. Following evacuation of the building, the emergency services should be contacted as relevant. 
Cancelling fire alarm
In the event that the cause of the fire alarm is known and is not thought to be an emergency, you should contact one of the named people (below) to attend site, check and cancel the alarm.
Do not use the lift
If you are upstairs and are unable to descend stairs, please wait for help to arrive at the refuge areas on the first and second floor landings
Refuge point
If you are unable to escape the floor via the stairs, make your way to the refuge point on the stairwell of floor 1 or floor 2. Report to your group leader and await assistance. Group leader must report to fire services to ensure a safe evacuation. 
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Description automatically generated]Once you have left the building you must make your way to the muster point (right), which is outside the Health Centre, until you are told it is safe to return to the building by a member of staff. 
Incidents and identified fire risks must be reported to the building fire warden as soon as possible after they occur. On site health and safety officer is David Carnaffan, 07860862097. Non-emergencies can be reported by email david.carnaffan@whitleybaybiglocal.org
Emergency contacts in the event of fire alarm sounding:
David Carnaffan	Health and Safety Officer 	07860862097
Jemima Taylor		Centre Manager 		07505097683
Kev Laidler		Facilities Operative 		07802354566
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