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Terms and Conditions

BOOKING

· Enquiries should first be made to check availability with the venue.

· To make a booking, a Booking Form must be completed and returned to learningdevelopment@seap.org.uk
· A booking form can be obtained via email at learningdevelopment@seap.org.uk or on the website www.seap.org.uk/training
· The hire charge for the meeting rooms will be agreed at the time of booking.
· Please ensure you have read, understood and accepted the Terms and Conditions of booking before you submit a booking from. By placing a booking you will be deemed to have read, understood and accepted them.
 PROVISIONAL BOOKINGS
· A provisional booking will be held for a maximum of 15 days or until another enquiry for that room is made, whichever is sooner, at which point the hirer will be contacted and asked to confirm the booking or release it immediately.
USE OF FACILITIES
· The booking fee includes the hire of the room for the period stipulated on the booking form.

· Set up and pack up time must be included in the booking.

· The room, furniture and equipment must be left in the same condition as found on arrival. 

· The hirer is responsible for any damages to the building, furniture and equipment and shall pay to SEAP on demand the amount required to make good any such damage.
· There is no smoking allowed on the premises at any time.

· Fire evacuation procedures will be made available to you.
EQUIPMENT HIRE
· The hirer must book equipment required using the SEAP room booking form.

· Electrical equipment must not be brought onto the premises without prior permission. 
· All equipment and personal property is brought into the venue at the owners risk.


CONTACT OFFICER
· You are required to provide the name and phone number of a contact officer during the day of the hire, in case any problems arise.
CANCELLATIONS
· Bookings must be cancelled in writing, by post or email, and will be effective on the date received by SEAP.
· Our cancellation policy is as follows:

10 days or more: No Charge

Between 5 & 9 days notice: 50% Room Hire

Less than 5 days notice: 100% Room Hire 
· Where possible, every effort will be made to re-sell cancelled space to minimise any cancellation charges to the hirer.

· Any bookings that wish to postpone the date will be subject to cancellation charges.
PAYMENT
· Invoices must be settled within 30 days from date of invoice.

SEAP RESERVES THE FOLLOWING RIGHTS TO:
· Accept or refuse a booking at our absolute discretion.

· Cancel any booking if it is felt necessary to do so.  In such a case all monies will be refunded to the hirer but SEAP shall not be liable to pay compensation to the hirer.

· Cancel the booking if any part of the building is closed or otherwise unavailable because of events outside our control. No compensation shall be payable to the hirer in this eventuality. 
· SEAP reserve the right to terminate any hire without prior notice where the hirer fails to comply with these terms and conditions.

INSURANCE
· SEAP is insured only in respect of its own liabilities to third parties. Please make sure you are insured for injuries to your members of staff and others and for theft or damage to your own property.
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