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The Medan Centre Room Hire Form

Booking enquiries can be made by emailing Ruth Cluness, UCTC Manager.
facilities@udnycommunitytrust.org.uk or telephoning 01651 843776 or 07436 811 759.

This form is for first time users only and all sections must be completed.
Once complete, it should be returned by email to Ruth Cluness, UCTC Manager.
facilities@udnycommunitytrust.org.uk 

Bookings will be confirmed by email and are not valid until then.

	Name of Club / Organisation / Company / Applicant
	

	Contact Name of Responsible Person
	

(This person must be in attendance at all times during the hire.)

	Contact Address inc. Postcode
	

	Email Address
	

	Phone Number
	

	Purpose of Hire
	

	[bookmark: _Hlk101275300]Room
	Hourly
Rate
	Daily
Rate
	Date
	Start Time
	Finish Time
	Frequency

	Conference Room
Suitable for up to 12 people.
	£12
	N/A
	
	
	
	

	Meeting Room 1
Up to 6 people. 
	£10
	£40
	
	
	
	

	Meeting Room 2
Up to 5 people. 
	£10
	£40
	
	
	
	

	For above, includes use of kitchen facility which includes tea, coffee, juice and biscuits at £2 per person.  Please state number in box opposite.
	

	Quarry Room
	£15
	N/A
	
	
	
	

	Bronie Room
Suitable for 8-10 people.
	£12
	N/A
	
	
	
	

	If catering is required for the Quarry Room, this is by separate agreement with Cafe48.  Please contact Fraser Ferguson, Cafe48 Manager cafe@udnycommunitytrust.org.uk, 01651 842346.

	If you require any of the rooms for longer than 4 hours, or require refreshments, then please contact Ruth Cluness, UCTC Manager, facilities@udnycommunitytrust.org.uk 

	Invoice to be produced the following month after hire. Future hires will not be accepted if there any outstanding payments from previous hires.

	OFFICE USE ONLY

	
	Total
	£

	Processed By
	Name
	Date

	
	
	




Cancellations: The hirer must give Udny Community Trust 48 hours’ notice prior to the hire start time or the full hire charge will be levied.  Please email Ruth Cluness, UCTC Manager facilities@udnycommunitytrust.org.uk or telephone 01651 843776 / 07436 811759 to inform of a cancellation.

I confirm that I accept the terms and conditions applicable in the Terms & Conditions supplied with this form and I will ensure that the users comply with them.

I authorise the use of my personal information for the purposes stated in the relevant Privacy Notice.


Signature		__________________________________________________


Name			
(Print)			__________________________________________________


Date			__________________________________________________


Udny Community Trust Company Limited
The Medan Centre, 14 Oldmeldrum Road, Pitmedden, AB41 7AG
Terms & Conditions of Room Hire

For the purposes of this agreement:
UCTC is Udny Community Trust Company Limited, Scottish Charity Number SCO43777.
The Hirer is any Club, Organisation, Company or Applicant wishing to hire a designated room at a pre-arranged time.
The Premises means Udny Community Trust Company Limited, The Medan Centre, 14 Oldmeldrum Rd, Pitmedden, AB41 7AG.

GENERAL TERMS & CONDITIONS OF ROOM HIRE

1. No room shall be used without UCTC authorisation.
2. No bookings shall extend beyond 10pm without special permission from UCTC.
3. In the event of a cancellation, the hirer shall give at least 48 hours’ notice.  Failure to do this will result in the full hire fee being charged.
4. It shall be within the discretion of UCTC to refuse occupancy, withdraw equipment or to terminate any hire in cases where such an action appears necessary.
5. It is the responsibility of the Hirer to have in place the appropriate documents and procedures in relation to the hire, e.g. national governing body affiliation, instructor qualifications, insurances, accounts, constitution of organisation and PVG checks.
6. Use of rooms is limited to that which is described in the application.
7. Activities must be confined to the times and areas described in the application.
8. Hirers using specialist equipment can only use that equipment if there is a person authorised and qualified to use that equipment.
9. Electrical equipment taken into the building for use during the period of room hire should be PAT tested or equivalent.
10. The hirer shall name one competent and responsible person who must be present and in charge during the hire.  This “person in charge” must be familiar with the Terms & Conditions and all emergency procedures relating to the building.  Emergency procedures are clearly posted in each room.
11. The hirer will be responsible for communicating to the group information regarding fire regulations, the Terms & Conditions, and any other emergency procedures.
12. The hirer will be responsible for the proper conduct of the hire and will reimburse UCTC for the cost of any damage done to the building, furnishings, fittings, or other contents during the period of the hire.
13. UCTC will not accept liability for any accident that may happen, or any loss that may be sustained in connection with a hire unless there has been contributory negligence.  The hirer must ensure that all damages to property and injuries to persons during the time of use are notified to UCTC staff within 24 hours of the incident.
14. The sale of alcohol is prohibited.
15. Smoking is prohibited throughout the building.
16. The hirer is responsible for carrying out an appropriate risk assessment to cover the activity being undertaken.

BUILDING SPECIFIC TERMS & CONDITIONS OF HIRE

17. First floor room access: 
a. Entry is via the Trust Office door, left-hand side door at the steps.  No other entrances / exits can be used. 
b. Entry will be made using a 4-digit code on the keypad at the door mentioned above. 
c. This code will be emailed to the responsible person on the week of the meeting. Door codes will be changed on a regular basis.
d. There will be strictly no access to any ground floor areas.
18. Quarry Room access:
a. Entry to the Quarry Room is via the automatic door situated at the top of the car park. 
b. This door is accessed via an app-operated keybox. 
c. Instructions for accessing the Quarry Room will be emailed to the responsible person on the week of the meeting. 
d. Access via the app is restricted to the hire period plus time for set-up and clear down.
e. There will be strictly no access to ground floor areas other than the Quarry Room and toilets, or to the first floor.
19. Toilet facilities are available on each floor.
20. The hirer must leave all rooms and other communal areas in a clean and tidy condition.
21. The heating system is under automatic control and should not be changed.
22. Communal areas are covered by a monitored CCTV system to ensure building security.
23. It is the responsibility of the hirer to turn off all lights and ensure that external doors are locked behind the last person out.


Terms for room hire over four hours can be agreed by separate written agreement.
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