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Dance Action Zone Leeds, 

DAZL HQ Dance Studio, Middleton Community Centre, Acre Rd, Leeds, LS10 4LF
(0113) 2716 910

DAZL HQ Booking Pack
Thank you for making a hall booking with Dance Action Zone Leeds (DAZL)
Please ensure that all appropriate actions required by the checklist below are completed. All relevant information and documents are provided in this booking pack.
Completion of this pack ensures that both parties have all the relevant information required to confirm your hall booking.
Bookings Checklist
	
	Item

	Action Required
	Done

	1
	Room Booking Form
	Complete the room booking form.

	

	2
	Payments & Invoicing
	Familiarise yourself with these details.

	

	3
	Public Liability Insurance
	Provide proof of your insurance to when returning this form.
	

	4
	Risk Assessment
	Provide a risk assessment for your session (Including a  COVID-19 risk assessment). Please ask us for a relevant example, if required.
	

	5
	Safeguarding
	Provide a safeguarding policy.

	

	6
	Induction Checklist

	Book an induction at the building to be completed prior to your booking date
	

	7
	Terms & Conditions 
	Read our terms and conditions & sign to confirm agreement.
	


If you have any questions or feedback about our booking process, please do get in touch. You can contact us at: community@dazl.org.uk / 07519 018675 (Community phone)
Thanks for your support,
	1. Room Booking Form

	Organisation Name
	

	Organisation Address/Postcode
	

	Contact Name
	
	Phone / Email
	

	Event Detail
	


DETAILS OF HIRE
	Day
	Date/Regular
	Start Time
	Finish Time
	Total number of hours

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	

	
	
	Total Fee @ (rate to be agreed) £  per hour
	


	Further Information

	Additional charges may be applied for the use of extra facilities or out of hours bookings. These costs are provided on a case by case basis and made clear ahead of a final confirmation of your booking: 

· Weekend bookings are subject to £5 per hour surcharge for reception/cleaning.
· Weekend bookings may not be accepted if total price less than £30.


I have read the Conditions of Hire as set out in this pack and accept them.  I also note the safeguarding and Health and Safety requirements and will comply with them.

Signed (hirer) ……………………………………………………………………….    Date …………………………………

	2. Payments & Invoicing

	One-off & Short-Term Bookings
	DAZL will request payments at the point of booking confirmation. These should be paid no later than 14 days prior to your booking, or as soon as possible for short notice bookings. If you are unable to provide advance payment, please let us know this when returning this form and we will try to accommodate. We ask for an advance minimum deposit of 50% payment – again, please let us know if this may not be possible.
 

	Regular Bookings
	Groups with regular bookings at DAZL HQ are invoiced at the beginning of the month for their upcoming bookings in the coming month. Invoices are supplied on 30-day payments terms. DAZL reserves the right to remove any future bookings from a group that has yet to pay for its previous month’s bookings, until payment has been made. 


	Bank Transfer
preferred method
	Reference your name and invoice number and transfer payments to:
Bank Account : DAZL 
Sort Code:  05-01-23
Account: 70831640


	Cash or Cheque
	Payment by cash or cheque on the day of the event can be done but please confirm this arrangement with us at the point of booking.


	Invoice Contact 
If differs from above
	

	Purchase Order
if required
	


	3. Public Liability Insurance

	Public Liability insurance helps protect you against any damage or legal claims should something happen when running your session that results in an injury to a member of the public or damage to the property. We recommend https://www.policybee.co.uk/ if you do not yet have cover.
Please provide a proof of your insurance cover (e.g. a valid insurance certificate) at the point of returning this booking pack. Send your evidence by email to community@dazl.org.uk


	4. Risk Assessment

	Please provide us with a risk assessment for your session (including a COVID-19 Risk Assessment) . We can provide you with an example from similar groups that have booked with us at the point of booking. Send your risk assessment by email to community@dazl.org.uk


	5. Safeguarding


	· Hirers must familiarise themselves with the Safeguarding Policy of DAZL and ensure action is taken should an allegation be made, or concern identified by someone either within or leading the group. 

· It is the hirers responsibility to ensure that they, their members/guests/employees/agents comply with all necessary legislation in relation to their activities.  Your attention is drawn to the Home Office Code of Practice ‘Safe from Harm’ in relation to those whose activities involve work with children.
· DAZL is committed to the protection of children, young people and vulnerable adults.  All working with such groups are required to have cleared DBS checks and adhere to our safeguarding policy


	6. New Tenant’s Health & Safety Checklist



	Induction Booked

Insert date/time
	

	All new tenants and users of DAZL HQ are required to complete the following Health & Safety Checklist. Please ensure that the person representing the hirer is made aware that it is their responsibility to cascade all the information provided to their staff working on the premises.

	Building
	DAZL HQ
	Hirer Start Date
	

	Hirer Organisation
	
	Contact Name
	

	Instruction to be undertaken on or before the first day that the Hirer uses the space
	Tick

	Key Contacts

Ian Rodley (Director) – Ian.rodley@dazl.org.uk / MOBILE
Chrisie Emmonds (Community) – community@dazl.org.uk/ 07519 018675
Amanda Noble (Finance) – amanda.noble@dazl.org.uk 
	

	Building Tour 

	Show Fire Assembly point
	

	Show all fire exits
	

	Location of call points (if there is an alarm system)
	

	Location of fire extinguishers/blankets
	

	Location of first aid kits and how to contact a first aider
	

	Notices – fire action and first aid notices
	

	Signing in & out procedures and explain importance
	

	Where permitted to smoke outside (all buildings are no-smoking)
	

	Toilet facilities
	

	Drinking water facilities
	

	Facilities for making hot drinks 
	

	Security alarm and locking procedure including ensuring building is clear, lights are off, heaters off, windows closed, and building is secure
	

	External electric products and testing
	

	Cleaning and notebook
	

	Evacuation Procedures

	Go through procedure and how the evacuations are managed by DAZL
	

	Show where fire alarms are displayed 
	

	Discuss what to do if alarm sounds, if discover a fire and show fire action notices
	

	Signing in & out procedures (clearly explain what they / DAZL are responsible for)
	

	Procedure in the event of an accident or serious illness
	

	Repairs/Defects Procedure 
	

	Further meetings – set up as necessary
	

	Questions / feedback
	

	

	Signed (Hirer)


	
	Signed (DAZL)
	


	7. Terms & Conditions

	Returning & signing this form confirms you agree to all the following terms and Conditions:

	Cancellation: Over two weeks’ notice will incur zero charge. Less than 14 days’ notice of your cancellation you will be charged 50% of the total cost of your booking. Less than 7 days’ notice you will be liable for the full cost. To cancel, email:  community@dazl.org.uk


	Deposit: We ask for full payment of your booking after receiving your booking form. If full payment is not possible, we will request a 50 % deposit (of total booking cost), which will be subject to the cancellation costs above. Only once a minimum payment is made will a booking be fully confirmed.


	Contact Information: We ask for email, phone number and postal address at the time of booking in case we need to confirm or amend details later. If we have not received your deposit, and have tried all available contact methods, we reserve the right to cancel the booking without further notice. All data held is subject to our GDPR compliant Data Protection Policy (available upon request).


	Modifications: Changes to bookings may be liable for cancellation fees if any fixed booked time is cancelled, even if the resultant booking is no shorter than the original.


	Termination: DAZL reserves the right to terminate bookings early for activities which we believe are discriminatory or bring the centre into disrepute, e.g. bringing alcohol on site, not turning off music at 10pm, event not being managed in such a way that ensures safety of participants and staff, etc. No refunds will be provided under these circumstances.


	Youth Bookings: Additional terms apply to events where most attendees are between 13 and 18, please ask for details.


	Booking Timings: Please only use the rooms that you have booked and give yourself time to set up and tidy up within your booking hours. Please leave any public areas as tidy as you found them. Public areas are shared with other users and may not be available.


	Late Attendance: You must let us know if you expect to be more than 30 minutes late for your booking, otherwise we may cancel the booking without further notice. You will still be charged.


	Cleaning: Please make sure you leave the booked room(s) and public spaces in the same state you found them. If significant additional cleaning is required additional charges will apply. If using the kitchen, you are responsible for cleaning crockery, utensils, and surfaces after use; this includes use alongside a party package. Removal of chewing gums from flooring is chargeable at £50 per booking.


	Equipment hire: You agree to pay any costs for hiring any of our equipment you book in advance or use on the day. These costs will be provided ahead of final confirmation of your booking.


	Noise: We reserve the right to reduce or limit any amplified or unamplified sound at any time for the sake of other centre users, or our residential neighbours.


	Alcohol: We have a strictly no alcohol policy for all bookings.


	Storage: If you want to store anything at the centre please ask in advance of the booking. Space will be offered based on availability and charges may apply.


	First Aid: groups are responsible for their own first aid provision. DAZL HQ possesses a first aid kit that can be used by centre users, but any use must be reported to DAZL as soon as possible so it can be logged as part of our Accident & Injuries procedure.
 

	Damages: If anything is damaged beyond normal wear and tear it is your responsibility to let us know. You will be liable to make good or cover the cost of repair if you have caused damage. Decorations can only be attached to walls by the hooks in place. White tack may be used to attach paper to woodwork and glass only. Let us know in advance if you wish to hire our display boards. Any damage caused to walls by not following these terms will incur a maintenance charge.


	Health and Safety: 
· Whilst hiring a room you are responsible for those using it. Respect the centre by making sure that all activities remain safe and lawful.
· The lead person must sign into the centre and take a list of all the people attending the session for fire safety.
· Children and young people must be supervised by parents, guardians, or qualified staff. We follow NSPCC guidelines - there should be a ratio no greater than 9:1 of under 18s to adults.
· It is your responsibility to ensure you have any special licenses or insurance arranged prior to your booking. We may request to see your insurance depending on booking type/length.
· In line with our Fire Safety Policy we cannot have any naked flames.
· Incense may only be used by prior arrangement, burning material must be completely contained within a fireproof container.  
· Any electrical equipment you bring in needs to be safe to use and in a good state of repair, or ideally have a valid PAT certificate sticker.
· Fire escape routes and procedures are clearly posted in all rooms. Please familiarise yourself when you arrive and let your attendees know.                                            
· We will have a responsible person on site for your booking. Regular centre users will receive a building specific H&S briefing.         
· DAZL retains no liability for any injury caused to anyone acting irresponsibly or operating equipment in an unsafe and unreasonable manner.


	COVID-19

· All groups are responsible for ensuring that the UK government has given permission for their group to run according to the current Covid_19 regulations and laws.

· All groups must complete a DAZL Risk Assessment demonstrating how they intend to keep their group compliant and safe in line with current Covid-19 advice from the UK Government.

	Parking: We have a designated car park that is shared with other centre users; Please let your attendees know in advance to park thinking of other users. If the car park is full, park on the street outside. DAZL is not responsible for any thefts or damage that may occur to any vehicles parked onsite.          


	Emergency closure: If we do have to shut in an emergency, we will let you know as soon as we can and help to re-arrange the booking or refund depending on the circumstances.


	As a safe and welcoming space, we expect all centre users to: 
· Respect other people and to treat them equally in accordance with our Equal Opportunities Policy (available upon request)
· Be sensitive to the needs of others
· Be friendly and helpful

	We will not tolerate:
· Intimidation and harassment of any kind
· Racism, sexism, homophobia and any other form of discrimination and prejudice
· Violence or the threat of violence
· Aggressive or threatening behaviour
· The theft of other people’s belongings
Any person or group that performs any of the above behaviour will be immediately asked to leave and DAZL reserves the right to ban them from any of our centres. Any instances of criminal behaviour taking place on site will be reported to the police. 

	Terms and conditions are subject to change. Dance Action Zone Leeds reserves the right to immediately terminate bookings that contravene these terms or allow these terms to be contravened. By making a booking at Dance Action Zone Leeds, you agree to these terms and conditions. If you have any questions or concerns, please get in touch with community@dazl.org.uk.

	 Signed (Hirer)

	
	Signed (DAZL)
	

	Date (Hirer)
	
	Date (DAZL)
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