EYE COMMUNITY ASSOCIATION

Regular Bookings Policy


This document aims to clarify the ECA’s commitments to the regular users of the centre and vice versa. – It is not the booking process.
It has been produced in order to provide both parties with an agreed base from which either party can seek redress if necessary. (Currently Regular Users receive upto 75% discount on Occasional User Rates, so a different relationship needs to exist.)

Regular Users can expect:-

· The centre to be available to them in a timely manner
· The rear car park to be opened, if arranged with the caretaker.
· The centre to be vacated in a timely manner

· Clean, tidy and (on cold seasons warm) premises which can be secured whilst in use.
· Reasonable access to cleaning material for dealing with spills etc to avoid slipping hazards

· To be able to occasionally alter / cancel their bookings, giving at least two weeks notice to the ECA by an email (enquiries@eyecomassn.plus.com) or a telephone call to one of the committee. – See Appendix 1

· Occasional, planned requests from the ECA to reschedule their regular meeting for special events by up to 1 hr for special events, such as weddings or special seasonal events. See Appendix 1
· Occasional, reasonable requests from the ECA to suspend their regular meeting for exceptional events, such as Elections, Building, Decorating or Special seasonal events. See Appendix 1

· Timely accurate invoicing

· Chairs and tables available to be put out by the users to meet their known needs, which are to be restored by the users, as they were**, before leaving the premises. **Unless agreed by the users of the follow on session
· Training on the correct use of the alarm system (including the telephone number and password for the alarm monitoring company, should the alarm be set off by accident), access control system and any other appropriate systems.

· A contact number for assistance while at the centre, should an incident occur.
· Kitchen facilities available (if paid for), including all relevant hygiene / cleaning items.

· For convenience, reasonable / proportionate free space for storage of items (secure or otherwise and at the users risk and on their own insurance) within the centre, subject to formal annual review.  Excessive storage will be charged separately to centre hire. – See Appendix 2
· Representation at the monthly ECA meetings

The ECA expect:-

· No use of the centre before or after the allotted time, or on days which are not scheduled.

· The centre to be left in a reasonable condition i.e clean and tidy. This especially important if the users
· Chairs and Tables to be put away, unless agreed with the users of the follow on session, in which case they will be expected to put them away.

· Users to take reasonable efforts to use cleaning materials for dealing with spills etc to avoid slipping hazards where appropriate and before the next users arrive.

· Users to be able to occasionally alter / cancel their bookings, giving reasonable notice to the ECA by an email (enquiries@eyecomassn.plus.com) or a telephone call to one of the committee. – See Appendix 1

· Occasional, requests from the users to reschedule or extend their regular meeting for special events by up to 1 hr  See Appendix 1
· Timely complete payment

· The centre will be reasonably secured whilst in use and must be left in a secure condition as agreed. (Doors and windows closed and alarm set.)
· Any user error with the alarm that causes costs to be incurred will be passed on to the group responsible.

· Contact names, numbers and details etc for the leader(s) of the group, along with those of a deputy.
· The kitchen (only to be used if paid for) to be left reasonably clean and tidy
· No abuse of the free storage (secure or otherwise) privilege provided by the centre to its users.
· No unsafe practices by users, which means for example that all electrical equipment brought into the centre will either have a valid PAT certificate / sticker, or will be subject to professional inspection, along with the other items within the centre, with any applicable costs being passed onto the users.

· Representation from the group at some monthly ECA meetings

APPENDIX 1 – Penalty / Recompense for Deferrals and / or Cancellations
The ECA will endeavour to ensure that the Regular Users have continuity of hire and understand that users also have commitments to their groups, some of which may have financial implications.

However, there will always be occasions when either the Users or the ECA need to vary the terms of use of the centre. Therefore this appendix attempts to provide fair and reasonable control over this process and an approach to providing recompense, should the agreed limits be exceeded.

(It is reasonable to expect that the centre will not be available over Bank / Public Holidays and for the traditional Christmas closure period, so these are not included in the tables below. )
Re-scheduling of Meetings by upto one hour
(Anything in excess of an hour will be treated as a cancellation) This is subject to the proposed alteration to the hire not impacting on other users of the centre. It is expected that this will occur no more than 4 times per year, or twice in any 4 week period, without penalty. Should this be exceeded then the following will apply.

	Occurence
	Penalty on responsible party

	5 times in any one calendar year
	Payment of £10

	3 times in any contiguous 4 week period
	Payment of £20

	6 times in any one calendar year
	Payment of £30

	4 times in any contiguous 4 week period
	Payment of £40


	Anything in excess of the above
	To be referred to the Exec committee


APPENDIX 1 – Cont’d

Complete session cancellation by either party
This could be due to unforeseen circumstances. It is expected that this will occur no more than 4 times per year, or twice in any 4 week period, without penalty. Should this be exceeded then the following will apply.

	Occurence
	Penalty on responsible party

	5 times in any one calendar year
	Payment of One session

	3 times in any contiguous 4 week period
	Payment of Two sessions

	6 times in any one calendar year
	Payment of Three sessions

	4 times in any contiguous 4 week period
	Payment of Four sessions


	Anything in excess of the above
	To be referred to the Exec committee


APPENDIX 2 – Storage of user items at the centre
There is obviously a finite space available at the centre, which has to be apportioned and used in the most equitable manner. (i.e. fair and reasonable to needs of all users and those of the centre. As a condition of this privilege, users will be expected to undertake an annual check / clearout of their items.

This is not intended to be a contentious issue and the following priority will be applied.

All items will be stored at the owners risk and consequently will need covering on their own insurance.

Safety & Security - No items left in the centre will compromise either the safety or security of the building, which includes its other users. 
e.g. Electrical items will not be left plugged in / switched on when the owning user group has vacated the centre. 

e.g. All items will be stored safely and not pose a risk (by falling or otherwise) to anyone.
e.g. The value of any items stored will pose an additional risk of break-in at the centre 
Storage will not inhibit access to any of the building’s facilities i.e. There is access to electrical plant.
Appropriateness of storage – Items that require special attention e.g. Crockery will be stored separately from less hygienic items. Similar comparisons may occur later
Volume of free space - Reasonable / proportionate storage is subject to the number of regular users at the centre at any one time and so must be subject to formal annual review. 
Abuse of storage  - This is considered as storing any items that are not used by the respective users at least once every 4 weeks. 
e.g. the storage of seasonal items should be the responsibility of the users to arrange outside of the centre.

This applies to quantity as well as type of item e.g. If only 20 out of 80 items are regularly used then only 20 are permitted to be stored free of charge.
Centre’s needs – Although last in the list of priorities, the ECA does have its own needs for the efficient and effective running of the centre. Therefore one condition of storage is that users may occasionally be asked to remove some or all of their items from storage on a temporary basis. This may be for special events (particularly around the stage area and its adjacent changing rooms**) or for installation and maintenance of systems / facilities.

(**Please note that this may require the centre’s table and chairs being re-located in storage areas that will have to be vacated by user groups. )
APPENDIX 2 – Cont’d

Where space has been provided to free of charge to users and this has to be relinquished on either a temporary (or possibly permanent basis) there will be no financial recompense from the ECA.
 Excessive Storage - Where it is deemed by the ECA that the storage being utilised by a particular user group is excessive then a meeting will be arranged with that group will be arranged with the aims of :-

· Looking to reduce the storage need

· Looking at alternative storage within the centre, which will be charged separately to centre hire. 

This document is to be amended and agreed by the ECA Committee and the user groups to reach a mutually satisfactory outcome. Any failure to do so will result in the ECA imposing a condition of hire which enables regular users to have their substantial discount on Normal rates.
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