Terms and conditions for the booking of rooms at Vale of Glamorgan Libraries
1. General information 

· All room bookings are accepted at the discretion of Vale of Glamorgan Libraries
· You can bring your own food and drinks into the meeting space as long as you have our prior agreement.
· You cannot consume alcohol on the premises and you cannot bring alcohol onto the premises.  

· Smoking is not permitted in the building. 

· We accept no responsibility for any publicity you have produced prior to the booking being confirmed. 

· You are responsible for the promotion, organisation and administration of your event

· No animals on the premises, with the exception of guide and assistance dogs 

· Any filming must be declared upon booking and can only be authorised by the booking staff. 

2. Room booking procedure 

· Bookings are made on a first come first served basis. 

· You will not be given access to your room before your booking time and you are expected to leave the room at the agreed time. 

· Bookings will usually be made within the opening hours of the Library.  Bookings that extend beyond this period will be by prior arrangement only and will incur additional charges to cover staff costs. 

· If your event is open to the general public you must indicate this on the booking form. 

· If the level of noise you create disturbs other library users you will be asked to reduce this noise. 

· There must be a named individual on the booking form who will take the responsibility for the observance of terms and conditions. 

· Your booking is not confirmed until a completed booking form has been received by us and we have sent you a booking confirmation e-mail.
3. Room payment 

· You must make any payment arrangements with the librarian prior to your event.
4. Policies and procedures including Health and Safety and Equal opportunities 

· Your event must be conducted in a safe and responsible manner and in accordance with all relevant regulations,  byelaws, requirement and policies of the Vale of Glamorgan Council. 
· In particular  you and those attending your event  must not  behave or use language which could be construed as discriminatory whilst on the premises.
· If necessary for your event, you are responsible for providing your own designated first aider. 
· You are responsible for ensuring that everyone in your group is familiar with the fire regulations and emergency exits (which are displayed on the wall of each room)
 5. Safeguarding children, young people and vulnerable adults 

· If your booking involves children or vulnerable adults you must make sure that they are supervised at all times while on the premises and that the supervisor has the appropriate DBS check and follows best practice. We expect you to safeguard children and vulnerable persons in line with all health and safety regulations and legal requirements and with Vale of Glamorgan Council’s safeguarding policies. 

6. Use of premises and insurance 

· You can only have access to the particular room you have booked shown on your invoice plus use of the first floor kitchen area, the public toilets and other common areas, and you can only use the room/s for the purpose stipulated on your booking request form. 

· You are responsible for ensuring compliance in every respect with Performance Regulations as we do not hold a Premises Licence.
· You are responsible for ensuring that the room booked is suitable for the intended activity. Please arrange a suitable time to check the room prior to booking with one of the library managers. 

· You are responsible for any damage or harm done to persons, building or property arising from your actions or omissions or those of your members or group. You must ensure that you have insurance policies to cover your activities; in particular that you and anyone engaged on your behalf is covered by public and employers' liability insurances. 

· You are responsible for ensuring that no activity takes place that might endanger the general health and safety of any person present in the building. If you are involved in activities on the premises where injury or damage may be possible you must provide us with a Risk Assessment, method statement and appropriate liability insurance in advance. 

· You must have permission from us to bring any equipment onto our premises. Any equipment you bring onto the premises is done so at your own risk and any loss or damage to your property is your responsibility. You must advise us in advance of any electrical equipment you plan to bring onto the premises. Such equipment must be fit for use and display a current PAT test label. The use of any equipment that does not have a current PAT test label is strictly prohibited.  
· You must ensure that you leave the room as you found it, removing all of your equipment and putting all rubbish in the bin. Any equipment or items (e.g. crockery) hired or borrowed from the library should be left in the room. 

· If you hire Vale of Glamorgan IT equipment (laptop/projector) it is your responsibility to check that the equipment is compatible with any other software or hardware that you would like to use. 

7. Room cancellation charges 

· All cancellations must be in writing or emailed to  barrylibrary@valeofglamorgan.gov.uk.
· The cancellation of a booking less that 24 hours prior to the time of the booking will be subject to a cancellation charge of £5.
· The Vale of Glamorgan Council reserves the right at its discretion, for reasonable cause, to cancel bookings at any time. We will endeavour to give reasonable notice to you of the cancellation and ensure any prepayments are refunded.  In such an event the Council is not liable for any consequential losses or expenses experienced as a result of such cancellation
