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West Street, Wilton, Salisbury, Wiltshire. SP2 0DG

centre Website: www.wiltoncommunitycentre.org.uk

Facebook: www.facebook.com/WiltonCommunity Centre

Wilton Community Centre is a Registered Charity Number 278026 and is managed by The Board of Trustees.

Wilton Community Centre Trustees: Chair: Charlotte Blackman; Vice Chair: Gary Nunn; Treasurer: Tony Riseley; Service Manager: Earle Broadbent;
Health & Safety: Martin Bowditch; Trustee: Ivan Seviour; Trustee: Chrissie Musselwhite; Secretary to the Trustees: Lucy Dalrymple.
Booking Secretary: Dawn Humphries 01722 744859

Dear Hirer

The Trustees are pleased that you wish to make use of the Wilton Community Centre for your
event and they thank you for your booking.

Your Booking Form / Invoice is attached and should be completed and returned to me.
Please ensure you have enclosed your payment or indicated how you have paid.

A copy of the Terms and Conditions of Hire is also attached — do read this carefully.

If you have any queries or concerns, | will be happy to help you.

Unless alternative arrangements have been made with me, keys should be collected from Wilton
Post Office in North Street.

At the end of the event you must be the last person to leave the room.
It is your responsibility to check that all the windows are closed and secured, and lights, ceiling
fans and water boilers are switched off. All furniture must be returned to its original location

and rubbish must be taken home with you. Please do not use the Centre’s rubbish bins.

If you are also the last person to leave the building (no other rooms still in use}, you must check
that all outside doors are securely locked.

Your keys should then be placed in the letter box at the side of the main door.
I hope that you and your friends will enjoy your visit to the Community Centre.

Yours faithfully,

Davsn Fumphnies

Booking Secretary,
On behalf of the Trustees

Booking Secretary: 01722 744859
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Terms and Conditions for the Hire of Rooms
Hirers (and any appointed person acting on their behalf) must be over 18 years of age

Throughout the duration of the hire, you {or an appointed person acting on your behalf) must be present and
be responsible for:
< The supervision and care of the premises, its fittings and contents
The behaviour of all the persons using the premises
Ensuring that no smoking occurs within the premises and that no excessive

noise is permitted inside or in the immediate vicinity of the premises

X4 Ensuring that your occupation of the premises concludes at the agreed time
and that all furniture is returned to its original location, all rubbish is removed
and that the premises are left in a clean and tidy condition.

< Ensuring that before vacating the premises, all the windows are closed and
secured, and lights, ceiling fans and water boilers are switched off.

During Winter months, please see that radiators are turned down to “2” in your
room(s). if other events are still taking place when you leave, there is no need to
lock the front door — just leave your keys in the letter box at the side

of the main door.
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Alternatively, if you are the last person to leave the building {no other
rooms still in use), you must ensure that all outside doors are securely locked
and that your keys are placed in the letter box at the side of the main door.

The Premises

X The premises may only be used for the purpose entered on the booking form.
Unauthorised heating/electrical appliances may not be brought into the
premises, unless they are PAT tested.
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Highly flammable substances are not to be brought in to the premises
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Nothing is to be done that may contravene Gaming, Betting and Lotteries
Legislation.
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Hirers must not make any alterations or additions to the premises nor install or

attach any fixtures or placards, decorations, or other articles in any way to any

part of the premises without the Trustees’ prior approval. A-boards, banners and other
advertising may only be displayed around the entrance to the Centre for the duration of
the hire (this does not apply to posters on the notice boards).

< If lockable store cupboards are used and/or rented, they must not contain
anything which might cause harm to the building or its occupants in the event of
a fire and must be available for inspection at all times.
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Terms and Conditions for the Hire of Rooms (continued)

Insurance

The Trustees take out adequate insurance to cover your legal liability for accidental bodily injury, illness or
disease (including death) accidental damage to the premises or contents and to other property not the
responsibility of the hirer. However, you will be responsible for the insurance policy excess and any difference
between the amount of the liability and the monies received from the insurer.

General

All accidents involving injury to the public must be reported to the Trustees or their representative as soon as
possible after the event and entered in the relevant section of the accident book.

FIRST AID KIT & ACCIDENT BOOK ARE LOCATIED IN THE MIDDLE OF THE MAIN CORRIDOR

Safeguarding children, young people and vulnerable adults

You must ensure that any activities for children, young people and vulnerable adults are only provided by fit
and proper persons in accordance with the Safeguarding Vulnerable Groups Act 2006 and any subsequent
legislation. When requested, you must provide us with a copy of your Safeguarding Policy and evidence that
you have carried out relevant checks through the Disclosure and Barring Service (DBS).

Public Safety
The hirer must draw the attention of all visitors to the Wilton Community Centre to the Fire Notices that are
prominently displayed in every room.

Hirers’ Property
The Trustees accept no responsibility for any stored equipment or other property brought on to or left at the
premises, and all liability for loss or damage is hereby excluded.

Cancellation

The Trustees reserve the right to cancel a booking in the event of the premises being required as a Polling
Station or as an emergency shelter for victims of a disaster.

If the booking is cancelled by the Hirer within 14 days of the event, the Trustees reserve the right to retain
50% of the booking fee.

If the booking is cancelled by the Hirer within 7 days of the event, the Trustees reserve the right to retain all
the booking fee.

Deposits will be repaid in full in the event of cancellation.

Damage/Cleaning Deposit
The Trustees may, at their discretion, require a damage/cleaning Deposit at the time of booking.
This Deposit should be paid in addition to the hire charge.

The Trustees will refund the Deposit within 28 days of the termination of the period of hire provided that no
damage or loss has been caused to the premises and/or its contents and that the premises were left in a clean
and proper condition.

Deposits will be repaid in full in the event of cancellation.
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Fire Guide for the Users of the Wilton Community Centre

The person who books a room or rooms within the Wilton Community Centre will deemed to be the
Responsible Person as defined within the Regulatory Reform Fire Safety Order 2006.

Should it be necessary to evacuate the building using the fire alarms, the Responsible Person or
nominated deputy will telephone for the Emergency Services to attend the Wilton Community
Centre by using a mobile telephone.

The Assembly Point is the Car Park Pembroke Court, West Street, Wilton SP2 0DG

The Responsible Person will ensure that there are sufficient stewards to assist with and supervise an
orderly evacuation of the building and/or to ensure that the building is empty in the event of an
emergency. This is especially important with events where unknown numbers of people could be
attending at any given time e.g. a coffee morning.

Where a room or rooms have been booked for a meeting, the Responsible Person will ensure that the
names of those attending the meeting is known for accounting purposes at the Assembly Point.

Where it is possible that people with disabilities could be attending an event within the Wilton
Community Centre the Responsible Person must make provision for the safe evacuation of these
individuals in the event of an emergency.

Designated Fire Exits are in Rooms one and 2. Rooms 3 and 4 share a Fire Exit to the rear of the
building. The nearest Fire Exit for the Kitchen is either the Main Entrance or the Fire Exit next to
the Caretaker’s Store. Alternatively the Fire Exits in Rooms one and/or two may be used to effect
safe egress from the building.

The Responsible Person or nominated deputy must point out to attendees and/or helpers the nearest
fire exit for the room(s) that has/have been booked. Where stewards have been appointed they
should be aware of the location of the fire extinguishers and the fire blanket.

The Responsible Person must remind the attendees that smoking is not permitted in the Wilton
Community Centre. There are three butt bins affixed to the walls of the Wilton Community Centre
where cigarettes may be extinguished safely

All corridors and Fire Exits will be kept clear of furniture or any other obstacles e.g. push chairs that
could cause an obstruction in the event of an evacuation.

Fire extinguishers have been provided at all the exits to the building and may be used by competent
persons to extinguish small fires.

Organisations that hire the facilities of the Wilton Community are responsible for ensuring that the
Responsible Person and/or nominated stewards have received Fire Awareness Training.

All Users must remove any rubbish generated by their event from the Wilton Community Centre

Once the building has been evacuated, no return can be made until advised by the senior Officer
present from the Emergency Services

A copy of the Wilton Community Centre Fire Risk Assessment is to be found on the notice board in
the Wilton Community Centre or may be obtained from The Board of Trustees by sending an e-mail
to dawnlouise82@gmail.com Further advice on this Guide may be sought by sending an e-mail to
the above named e-mail address.



Wilton Community Centre
Privacy Policy

The Trustees and Management of The Wilton Community Centre take the security of your data very seriously. The
Wilton Community Centre is the data controller and responsible for deciding how your data is used and making sure
it is kept private and secure.

We collect data directly from you, or from any person acting on your behalf, via website, email, social media,
telephone, personal contact and paper forms in order to confirm your identity, address and other means of contact.
The data will enable us to fulfil your requirements and ensure that you are kept abreast of any matters in the Centre
that might affect your booking. In some circumstances we may require bank details, for example to refund hiring
fees or deposits. If this applies, we will ask for your bank details, tell you why we need them, and ask for your
consent.

Our use of your data solely for the management of your room hire or facility hire gives us the legitimate right to
store your data and provide you with information regarding the services available, arrange hiring contracts, payment
requests and deal with relevant matters arising from them. The Wilton Community Centre will not use your data for
any other reasons without your specific consent

Your data will be kept for as long as you have a relationship with us. After this time, your data will be kept for as long
as required to settle any queries or complaints, and for as long as required by Her Majesty’s Revenue and Customs.

Your data will be held on computer files managed by Trustees or volunteers acting on behalf of the Trustees. All
relevant data files and computers will have passwords known only to the personnel managing the files. Data will be
processed within Microsoft Excel, Microsoft Word, Microsoft Access and Paypal Invoicing programmes. These service
providers may have back-up and other facilities outside of the UK. Data will also be passed between computers
managed by the Trustees or volunteers acting on their behalf, verbally and by means of email, telephone, and hard

copy.

Your data may also be held within hard copy (paper) files for record purposes and for accounting purposes, in secure
environments.

Your data, however held, will not be shared with any other party.

Your rights under the General Data Protection Regulation {GDPR)
You have the right to obtain confirmation that your data is being processed
You have the right of access to your personal data

You have the right to have inaccurate personal data rectified, or completed if it is incomplete
You can make a request for rectification verbally or in writing, to which we have one calendar month to respond

The GDPR introduces a right for individuals to have personal data erased
An individual can make a request for erasure or restriction verbally or in writing, to which we have one calendar
month to respond.

The Wilton Community Centre will be happy to answer questions or provide more information regarding this Privacy
Policy. In the first instance, please telephone Dawn Humphries, the booking secretary, on 01722 744859 who will
arrange for a Trustee to contact you.

If you have a concern about Wilton Community Centre’s information rights practices, or how your data is handled,
you may report it to the Information Commissioner’s Office heipline 0303 1231113.

Wilton Community Centre is Registered Charity No. 278026



