NEW PUBLIC SERVICES

Terms and conditions for bookings

1 IsledonArts CIC —who we are

1.1 IsledonArtsis a community interest company that delivers youth services at Lift and Rose
Bowl on behalf of Islington Council. When the buildings are not being used by young
people, the spaces are available for commercial hire. This generates revenue to help
contribute to the costs of running youth services. We employ a high percentage of young
people and help them transition into work and plan fortheir future careers.

2 Making a booking

2.1 Allinformation aboutthe spaces, including prices, layouts, dimensions, maximum
capacities, photos and the booking requestform can be found on our websites. Once you
have decided which space you wish to hire please download abooking requestformand
returnin a word document formatto bookings@isledon.co.uk

2.2 The booking request form must be completed electronically, we do not accept scanned or
hard copies. By submitting the booking request form, you are agreeingto these terms and
conditions.

2.3 Once wereceive a bookingrequest form, we place a provisional hold on the space(s), if
available. If not, we will getin touch about any suitable alternatives.

2.4 We aim to return quotes within five working days of a booking request form being
received and this quote will be valid for seven calendar days. Note that all our prices and
sums quoted are subjectto VAT at the standard rate.

2.5 Ifyou do not confirm acceptance of your quote within seven calendar days this may result
in the provisional hold being released and the space(s) being made available to other
hirers. If more time is required to agree the quote this should be requested within the
seven calendar days.

2.6 Oncea quoteis accepted, we will send you a PayByLink request for a deposit.

2.7 New customersare expected to pay the full projecttotal in advance to secure the booking
via a PayByLink.

2.8  Once5 project payments have been made future bookings willbe confirmed via deposit
payments which is normally 50% of the booking value or the whole amount if the booking
valueis lessthan or equal to £100 (excluding VAT).

2.9  Note that PayByLinks expire seven calendar days after they have been sent. Failure to pay
by the set date will result in the space automatically being released forresale.

2.10 The bookingis only confirmed and secured once the PayByLink deposit has been received.

2.11 Amendments must be requested via email. We will make the requested update(s) and
return to you for confirmation. There is no need to complete a new booking form.
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Note that amendments requested on the day are subject to availability and require the
completion of a ‘change form’ available at the venue on the day.

The final invoice will be sent afterthe eventand will reflectany amendments agreed in
advance and/or made on the day. If the full amount has been paid any additions will be
included on the invoice or a refund provided at this time where applicable.

2.14 Invoices must be paid within 15 days.

2.15 We cannot facilitate split invoicing for a single project.

3 Making changes to a booking

3.1 All changes, including cancellations, must be emailed to bookings @isledon.co.uk

3.2 Changesthat might affect the value of a bookinginclude but are notlimited to; room hire
duration, catering, parking and chargeable resources such as projectors, flip charts or
teleconferencing.

3.3 Changesthatincrease the value of a booking are subject to availability and will be
considered up to four calendar days before the event date.

3.4 Changesthatdecrease the booking value must be made seven calendar daysin advance of
the eventdate.

3.5 Cancellations or a change of date made more than seven calendardaysin advance of the
eventwill result in any deposit paid being refunded minus a £20 + VAT administration fee.

3.6  Cancellations or a change of date made within seven calendar days of the event will result
in the deposit being retained and the full booking value being invoiced.

4 Access to the venue on the day

4.1 Bookingtimes are calculated from the point of access to point of exit. This includes any set
up or setdown time.

4.2 Ifthe spacesare available, we may allow access to the space(s) upto 15 minutes before
the official booking start time.

4.3 The hirer is responsible for ensuring that all people admitted to the premisesin
connection with the booking comply in all respects with these Terms and Conditions.

4.4 We reserve the rightto charge forany overrun or extension of use beyond what was
agreed prior to your event date. Our standard rates will apply.

4.5  Accessoutside of our standard operating times are subject to conditions and can be
arranged in advance by email. Additional rates may apply.
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Equipmenthire

We hire a numberof resourcesincluding projectors and screens, flip charts,
teleconferencing, PA systems and microphones. The full list of available hire items can be
found on our website along with the costs. No equipment otherthan whatwe provide can
be used on the premises without advanced consent.

Requests forequipment are subject to availability and must be confirmed seven calendar
days before the event.

Catering

All catering and refreshments required willbe provided by Lift Kitchen, our in-house
catering operation. We prepare freshly made food daily with locally bought produce.
Hirers are not permitted to bring their own food or catering onto the premises.

Our menu is available on the Lift website. Bespoke menus can be arranged upon request.
We cater for people with allergies or special dietary requirements however can only
provide this food with prior knowledge and agreement.

Cateringrequirements should be confirmed no later than seven calendar days prior to the
event.

Increases to catering are subjectto availability and can be considered up to four calendar
days before the event.

Reductionsin quantities of catering orders cannot be considered within seven calendar
days of the event.

Food and beverages willbe delivered to the room or space that you have hired at the
time(s) indicated on yourbooking form.

Parking

Lift has seven parking spaces for cars, light vans and motorbikes and these can be hired.
Please see price list on website for details.

Parking spaces can be booked through the bookings team prior to your eventand on the
day via the on-site team. On the day parking can only be paid via card. Spaces will be
allocated on a first-come basis.

Isledon takes no responsibility for damage or theftto any vehicle.

Parking spaces must be vacated ontime and Isledonreservesthe rightto clamp and
charge arelease fee where individuals fail to remove their vehicle on time.

If you intend to leave the premises whilst your vehicle remains on site please check
building closing times on the day.
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8 Ongoingor long-term hires (same times and space every week)

8.1 Arequesttobecome anongoing or long-term hirer must be sent via email detailing the
nature of the project. We reserve the right to refuse such requests.

8.2  Ongoinghires begin as standard hires. See section 2.

8.3  All confirmations and payments detailed in section 2 remain the same.

8.4  Onceyou confirmthe quote aninvoice will be issued for the value of the first two months
of the booking.

8.5 Paymentsshould be received within 15 calendar days from the date the invoice was
issued and in advance of the first event.

8.6 Aninvoice will be sentat the end of each month for the value of the booking from that
monthly period, less the value of any the deposit paid.

8.7  Oncethevalue of the deposit has been exceeded by the invoice value, payments must be
received within 15 calendar days and each new month thereafter.

8.8 Requeststo continue a long-term booking should be received in writing to
bookings@isledon.co.uk.

8.9  Provisional longer-term bookings can be taken 12 monthsin advance and put on hold until
confirmation of the booking.

8.10 Confirmation of longer-term bookings for future dates must be confirmed 30 days before
the next whole quarter. For example, if we are in the quarter April —June, confirmation of
your intention to continue through to July — September should be received in writing no
later than the end of May. Failure to confirm this may result in the space being released
even if you have placed a provisional hold.

9 Making changes or cancelling isolated dates within an ongoing or long-term booking

9.1 Changesor cancellations made to confirmed bookings must be made via email.

9.2 Changesthatreduce the bookingvalue including cancellations of isolated dates can be
made without charge up to 14 calendar days in advance of the affected date(s).

9.3 Changesthatreduce the booking value including cancellations of isolated dates within 14
calendar days will be charged in full.

9.4 A maximum of four isolated dates can be cancelled within a rolling three-month period.

9.5 Changesthatincrease the value of the booking are subject to availability and can be
considered up to four calendar days of the booking date.
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9.6  Additional feesare charged at our standard rates forany additional catering, resources or
room hire that exceeds what has been agreed and quoted. These costs will be included in
the monthly invoice.

10 Terminatingan ongoing or long-term booking

10.1 Termination of confirmed bookings must be made via email.

10.2 Notifications of terminations received in advance of 30 calendar days of the booking
period will not be charged.

10.3 Notifications of terminations within 30 calendar days of the booking period will be
chargedin full.

11 General
11.1 Publicliability insurance mustbe held by all organisational and/orindividual hires and

certificates provided at least seven calendar days before the eventif requested.

11.2 Where applicable, risk assessments must be provided at least seven calendar days before
the eventif requested.

11.3 Outdoorshoesshould notbe wornin the dance studios. Footwearthat might damage,
scuff or leave marks onthe flooring should not be worn.

11.4 No food or drink otherthan bottled wateris allowed in the dance studios.
11.5 Music appliances used must not exceed the indicated output levelmarked on the system.

11.6 The hirer shall not interfere with any part of the premises or attempt to fix any apparatus
or equipment without the written permission of Management.

11.7 The use of decorations such as but not limited to, banners, bunting, confettiand balloons
must be requested inadvance. The use of these items will only be permitted if agreed by
management.

11.8 The use or heliumfilled balloons is not permitted.

11.9 The hirer agreesto pay the cost of repairing or making good any loss or damage arising
out of the booking. We reserve the right to use our approved suppliers to make good any
damage caused, and we will recharge this toyou.

11.10 We reserve the rightto refuse entrytoany person at any time and remove any person
from the premises.

11.11 Theright to use Lift and Rose Bowl or associated equipmentis not transferable, and the
hirer may notsub-let any facilities hired undera booking without the written permission
of Management.
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Where applicable organisations must have a policy in place to ensure safeguarding of
children and young people and provide this upon request.

All hirers must share our commitmentto equality and diversity and uphold our policies.

Isledon Arts reserve the right to close or prohibit the use of any facilities at its discretion,
for example but not limited to:

= if the booking is not in accordance with the use indicated at the time of booking
= on any grounds of health and safety
= if there is a breach of these Terms and Conditions

= if the theme or nature of the booking conflicts with our core values as a youth focussed
organisation

Isledon Arts reserves the right to cancel bookings at any time for circumstances that may
arise that are beyond our control and/or would endanger clients, users, staff or anyone
within the premises.

Isledon Arts will not be liable forany expenditure incurred, orloss sustained, directly or
indirectly by the hirer arising from a cancellation of this nature. You agree to insure your
eventto coverthis rare possibility or proceed atyour own risk.

12 Press & publicity

12.1

12.2

12.3

12.4

12.5

12.6

12.7

The hirer retains all responsibility for promotion of their service; however, we may be able
to offersupport as part of the booking price, especially if the eventis youth focussed.

Posters, leaflets, and other promotional materials must be submitted forapproval prior to
circulation. If Isledon Arts deems any promotion material to be of poor quality, in breach
of copyright or of an offensive nature we willrequire its use to cease immediately.

If you are usinga webpage to promote the event, please emailus a link. We may be able
to help promote youreventvia our social media.

Where young people underthe age of 18 appearin any promotional photographsthen
parentalconsent must have been procured by the hirer or recognised photo library used.

The Lift and Rose Bowllogos and Islington Council logo and branding may not be used
without the agreement of our marketing team. Where the eventis agreed as a partnership
with a venue the relevantlogo must be used as perbranding guidelines.

The hirer is welcome toinvite the pressto visit the premisesin relation to their booking
but mustinform us by email in advance of any visits.

The name and address for the relevant venues must appear on all publicity material as
follows:
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Lift Rose Bowl
45 White Lion Street St Paul’s Park
Islington Ramsey Walk
London London
N19PW N12PT

13 Supervisionand security

13.1 Lift and Rose Bowl will always have at least one first aid qualified member of staff on duty.

13.2 Anyteachers, coaches andinstructors employed by the hirer must be suitably qualified
and copies of these qualifications made available on request.

13.3 Ifthe eventisto accommodate children or young people, thenthe hirer must comply with
all statutory requirementsin respect of the supervision of children. This mustinclude
specific risk assessments agreed with the manager within a reasonable time frame prior to
the event.

13.4 Isledon Arts cannot underany circumstances accept responsibility or liability in respect of
any property stored orleft onthe premises by the hirer or any other person.

13.5 Ifyou, the hirer, have hired a space you are responsible for access control to that space. If
someone you believe to be unauthorised or not connected with your hire project enters
the space, you are required to inform one of the on-site managementteam.

14 Health & Safety

14.1  The hirer will, in liaison with the on-site managementteam, ensurethat all staff or
volunteers involved with the booking adopt and maintain adequate standards of health
and safety in accordance with the appropriate legislation. They will also be aware of the
buildings fire and evacuation procedures.

14.2 No naked flames are permitted anywhere on-site.
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