
 

 

Hirer’s Agreement – Party or group 
*Please read the attached Terms & Conditions before completing this form* 

Thank you for hiring a space at Hilldrop Community. The booking will be confirmed once we have 

received your completed and signed form and £50 deposit. Your details will be kept securely and 

not shared with third parties. 
 

SECTION A:  
Hirer 

Name: 
 

Address: 
 

Post code: 

Phone: 
 

Email: 

We’d love to stay in touch with occasional updates. Tick to join our mailing list  ❑ 
Event 

Date: 
 

Purpose: 

Start time: 
 

Finish time: 

Space:  Main hall  (max capacity 60) ❑   
              Small hall  (max capacity 30) ❑    

Number of people attending: 

Approx # tables needed: Approx # chairs needed: 

Additional requirements: 
 

SECTION B (to be completed by office) 
Payment  

Hourly rate: 
 

£10 out-of-hours fee   ❑   Total due: 
 

Date paid: Cash  ❑     BACS  ❑ Confirmed by: 

Deposit 

Date paid: 
 

Cash  ❑     BACS  ❑ Confirmed by: 

Date returned: Detail of any deductions: 
 

Customer signature: 

 

I, the hirer, agree to follow the terms and conditions of hire 

Signature: 
 

Date: 
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Terms and Conditions 
By paying to rent a space at Hilldrop Community Centre, all hirers are automatically bound 

to the terms and conditions of this contract. Please read the key points below followed by 

the detailed agreement. 

 
 

 

Key Points! 

We are located in a Residential Area. Please consider our neighbours by 
observing our rules on noise levels, guest numbers and respectful behaviour.  

 

Our warden will open and close the building at your requested times. Please 
arrive on time and be ready to leave on time. 

 

 

All setting-up and tidying must be within the agreed hours of hire 
 

 

You may only use the room you are given access to, and other groups may be 
using the centre at the same time 

 

 

Your deposit will be returned in full only if the warden reports that there 
were no issues (see checklist on p. 7) 

 

 

Hirers are responsible for the safety of people in the hall and liable for any 
damage to our property 

 

 

Hire includes the use of tables, chairs, kitchen utensils, garden toys, and WiFi 
(password haca1066). 

 

 

All marked parking bays down the lane may be used for car parking but 
cannot be reserved 

 

 

Cancellation period is 14 days 
 

Rubbish & recycling must be disposed of correctly in the appropriate bins as 
directed by the Warden. 

 

In case of an out-of-hours emergency, or for last minute cancellation, please 
contact the warden. 
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Facilities  

Two rooms are available for weekend hire until no later than 9pm on Saturdays or 7pm on Sundays:  

Large Hall: Capacity 60 people, access to garden & food prep area, at a rate of £35 per hour.  

Small Hall:   Capacity 30 people, kitchen and garden access, at a rate of £25 per hour.  

Accessibility: The building is wheelchair accessible. There are male and female toilets available which 

have disabled access.   

Parking: All of the designated parking bays down Community Lane are free for use, but are not 

specifically for centre users and cannot be reserved in advance.   

 

Payment  

Payment is broken down into three elements:  

• rent (based on hourly usage)  

• £10 out-of-hours fee  

• £50 deposit 

The deposit should be paid (preferably in cash) to secure the booking, while the rental fee must be 

received at least 14 days before the event. If you make a booking within two weeks of the event, 

payment must be as soon as possible. You will receive an invoice from the office. Rental payment 

should be made by online transfer, to CAF Bank: account code 00029670, sort code 40-52-40.   

 

Deposit  

The refundable deposit of £50 is required for hire of all rooms at the centre, in addition to the rental 

charge. This will be refunded in the form that it was paid, either by cash (preferable) or BACS transfer, 

providing:  

1. The room and garden are returned to the state of cleanliness before the booking  

2. Nothing in the room or garden has been broken, damaged, or noticeably altered   

3. There have been no resident complaints relating to the booking  

4. Hirers were not in the centre beyond the period that they paid for  

See the checklist on page 7 of this document for a breakdown of the cleaning expectations. 

Cancellation policy  

In the case of the hirer wishing to cancel their booking, a full refund will be given provided centre is 

informed of the cancellation at least 14 days before the event.  Any cancellations made with less than 

14 days notice will result in the full rental amount being withheld, unless there are serious extenuating 

circumstances. This is to be at the discretion of the Head of Centre.  The deposit will be returned. 

Any out-of-hours cancellations at extremely short notice must be made directly to the warden to 

avoid them coming to the centre unnecessarily.  
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The owners of the venue, The London Borough of Islington, reserve the right to cancel any booked use 

of the centre at any time under such circumstances as:  

a) Emergency (the decision of the Chief Executive of Homes for Islington as to what 

constitutes an emergency is final  

b) If essential repairs need to be carried out.  

Under these circumstances a full refund (including deposit) will be issued, however compensation will 

not be available to the hirers. 

Warden and out-of-hours fee  

Our warden will arrive to open and close the building at the pre-booked times. The warden is not a 

caretaker or cleaner and will not remain on site. Their responsibility is to open & close the building, 

assist in locating and handling tables & chairs, and to indicate the location of safety & cleaning 

equipment.  

 

The warden’s contact number is given in case of any problems or emergencies arising during the 

booking. Please attempt to remedy any minor issues yourself first. The warden should only be 

contacted outside of the booked hours to notify them of a late cancellation.  

 

The warden is not responsible for agreeing changes to the booking or for any financial processing. This 

should be taken up with the office.  

 

All hirers who use the building outside of office hours are asked to pay £10 per booking as a contribution 

to the warden’s service.  

 

Room use  

This hirer’s agreement is made between Hilldrop Community Centre and the hirer alone. No sub-letting 

of the rooms or facilities to any other person or persons is permitted. You may only use the room you 

have paid for and are given access to.  

 

All setting up and cleaning must be done within the agreed hours of hire. Please arrive on time, so that 

the warden is not waiting around, and be ready to leave by the time to the warden returns. Using the 

hall beyond the agreed hours will result in a deduction from your deposit equivalent to the cost of 

hiring the hall for that time.   

 

Respect for our neighbours and centre users:  

 

Considerate use of the centre includes entering and leaving with minimum fuss and not crowding public 

areas. Activity at the centre must not be overly noisy or cause distress, offense or nuisance to residents 

or those in the locality. Illegal activity and any activity deemed to be unsuitable by the centre or the 

London Borough of Islington is strictly prohibited.  

All users of the centre are expected to act considerately and treat facilities, staff and other users of the 

centre with respect at all times. There may be other groups using the other rooms at the centre, so 

please be aware of those around you.  In the event that concern arises as to the use of the community 

centre, the management reserve the right to call a meeting with the hirer to discuss matters further. 
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Safety Guide  

The hirer is responsible for ensuring the safety of all attendees, including their property, for the 

duration of the hire period. Hirers must:  

 

• Make themselves aware of the relevant fire exit doors (as signed) and ensure they are unlocked 

and unobstructed at all times.   

• Not use sparklers inside or burn candles. Hirers may have candles on a birthday cake, so long as 

they are regular small candles, are not alight for long, and are a long way from the ceiling smoke 

detectors. Failure to follow these instructions may set off the fire alarm, which will severely 

interrupt your party as it can only be disengaged by centre staff.  

• Take a register of attendees, for which templates are available on request. This is a vital fire 

safety regulation.  

• Not exceed the capacity limit for each room (Large Hall 60, Small Hall 30)  

• Ensure that all children are supervised by an adult at all times and have been instructed to stay 

within the centre grounds.  

 

Hilldrop Community Centre will be liable for any accidents caused due to a fault in our building. Any 

damage caused to our property by hirers is not covered by our insurance, and the hirer will be 

held liable. Depending on the purpose for hire and associated activities, it may be advisable for 

hirers to take out their own insurance. 

In case of fire  

1. Operate the fire alarm if it has not gone off already  

2. Instruct everyone to calmly but swiftly exit the building, closing doors behind you 

3. Call 999  

4. The nearest assembly point is at the top of the driveway at the front of Cutbush House  

5. Alert the warden only after evacuating safely and calling 999. 

 

First Aid Kit: A first aid kit is available in both kitchen areas which hirers are welcome to use in 

case of any accident. The centre should be informed of any items used so that they may be 

replaced. 
 

Food and drink  

Food and drink are permitted to be served on the premises, provided that all equipment and surfaces 

are cleaned properly after use.  Alcohol may be served, but not sold or manufactured.  

 

Those hiring the Large Hall are welcome to use the kettle, microwave, and utensils. Tea and coffee are 

not available on this side so hirers may like to bring their own. The fridge is unfortunately not available 

to hirers so please bring a cool bag if needed. 

 

Those hiring the Small Hall are welcome to use the oven, microwave, fridge, toaster, kettle and utensils 

in the adjoining kitchen. You may bring your own supplies, or if you use the tea/coffee provided, kindly 

leave a donation in the tin for each drink that your group makes.   
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Smoking  

There is to be no smoking or vaping anywhere inside the centre or in the back garden. Adults may 

smoke or vape at the front of the building, providing all cigarette ends are collected and disposed of in 

the correct bin. If you are expecting smokers we recommend you provide an ashtray or other fireproof 

container outside the front of the building to collect cigarette ends. Smokers are not to stand in the 

entrance doorway or allow smoke to get inside the building.  

Barbeques 

Barbeques (including disposable barbeques) are not permitted on the site. 

Noise levels 

Noise levels must be reasonable as we are situated in a residential area. Please be aware of this, 

especially when using the outside space.  

 

Music  

Music may be played inside the premises, but not outside. Music played via a laptop or CD 

player should be kept at a reasonable level so as not to disturb neighbouring residents. The 

centre does not permit the use of bass-heavy amplified music or PA systems. Out of respect for 

our neighbours please refrain from playing music any later than 8pm. You are responsible for 

checking if a PRS licence is required for your event. 

 

Hired performers 

Hired performers, such as children’s entertainers, should not use equipment or act in such a way 

that will cause disturbance to neighbouring residents. Please ensure any hired entertainers are 

aware of the rules around noise levels.   

 

Electrical/mechanical equipment 

All equipment must comply with current health and safety standards, and if necessary carry PAT 

certification. Hirers are responsible for ensuring the safe and correct usage of all equipment brought 

on site and are liable for any damage or injury caused by said equipment. Equipment brought on site 

must be packed up and ready to remove before the warden arrives at the end of the booking.  

 

Bouncy castles 

Hirers may request space for a small bouncy castle in the rear garden area. This is at the discretion of 

the Head of Centre depending on the condition of the garden area. Bouncy castles must not be used 

after 7pm and should be dismantled and ready to take away at the end of the booked hire period.  

There is a sign near the garden door indicating the best plug socket to use for a bouncy castle.  
 

Decorations  

Hirers may decorate the hall, but not in a way that will cause any visible marks to the walls or ceiling; 

it is the responsibility of hirers to find a way of carefully adding and removing decorations. No 

sellotape. Nothing already in the hall may be taken down or changed. If current displays are covered 

up, make sure that no damage is done to the display.   
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                     Checklist for hall hire 
to be completed by the centre warden 

 

Name of hirer: ________________ Date of hire:___________ 

 

State of hall and equipment upon arrival: __________________________ 

____________________________________________________________ 

 

❑ Tables are wiped clean (hirers may like to cover tables to avoid this) 

❑ The floor has been swept and mopped clean  

❑ The garden is tidy 

❑ There is no loose rubbish: all refuse is bagged up and put in the 

correct bin: 

Recycling (paper, glass, plastic and cans only): black bin outside the 

reception entrance;  

Food and general waste: metal door pallet bin to the right of main 

hall entrance (the warden will open this for you)  

❑ The toilets are tidy 

❑ Kitchen items have been cleaned and dried and returned to 

cupboards 

❑ Nothing has been damaged, or if it has, the warden has been 

informed 

❑ Windows and doors are closed 

❑  Any toys used have been left clean and neatly returned to the 

storage area 

❑ The hirer arrived on time and was ready to leave on time 

❑ The hirer was respectful towards the warden and listened to his 

instructions 

Comments: 

____________________________________________________________

____________________________________________________________

____________________________________________________________ 

 

Warden signature: __________________________ 


