§PADSTOW
&’ TOWNCOUNCIL

PADSTOW COMMUNITY HUB
GUIDANCE AND INFORMATION FOR HIRERS

This advice and guidance is to be read in conjunction with the Terms and
Conditions of Hire on the Booking Form.

Submission of your booking form is not confirmation of your booking. Your
booking will be confirmed in writing. Until the Hirer receives confirmation in
writing, the booking is considered provisional only.

Please ensure that you include setting up and clearing away time within your
booking time, the hire charge does not include the Council setting up/putting
away furniture.

Should you wish to cancel your event or booking/s, please advise Padstow Town
Council as soon as possible.

Full instructions about the Hub, furniture, equipment, H&S and fire regulations
etc are provided to Hirers in the Hub for reference during the Hire - this Hirer’s
Instruction folder is located in the Kitchen in the identified cabinet.

Please note that no bookings will be made for private functions or parties.
There are three Community Spaces available to hire.

Community Space 1

As you enter the Hub Building, Community Space 1 is on your left. This large,
light and airy double-height space has direct access to the kitchen and is
furnished with four rectangular tables and four semi-circular tables (all on
lockable castors) which can be combined to form round tables and boardroom
style layouts. 24 chairs are also available.

The kitchen can be booked as part of the hire - if you wish to use the kitchen,
please remember to state this on your booking form.

For details regarding capacity and room layouts, please see the capacity and
room layout document. Please note the maximum capacity noted for Fire
Regulation purposes is 80.

Community Space 2

As you enter the Hub Building, this room is on your immediate right, at the end
of the corridor.

This room is suited to meetings and is furnished with three rectangular tables
and 15 chairs which can be combined to seat attendees in boardroom, U-shaped



or theatre style layouts. The tables can be collapsed and stored at the end of
the L-shaped room if you wish to use chairs only.

The kitchen can be booked as part of the hire - if you wish to use the kitchen,
please remember to state this on your booking form.

For details regarding capacity and room layouts, please see the capacity and
room layout document.

Community Space 3

Our third, and smallest meeting space is located immediately to the right of the
foyer and is suited to smaller groups and one to one meetings, furnished with a
single rectangular table and five chairs.

The kitchen can be booked as part of the hire - if you wish to use the kitchen,
please remember to state this on your booking form.

For details regarding capacity and room layouts, please see the capacity and
room layout document.

Public Liability

The Town Council require all Hirers to hold, and provide evidence of, adequate
Public Liability Insurance prior to commencement of the hire period. A risk
assessment for the booked activities will also be required prior to your booking
date. If your group/event does not have Public Liability Insurance cover, please
contact the Town Council to discuss.

Hire Costs:

Sessional hire: £25 per room, per session (a session is considered to be a
morning, an afternoon or an evening, irrespective of length
of hire)

Payment is required, in full, prior to commencement of the hire period.
Guest Wifi
Those using the Hub will have access to the guest wifi available.

When logging into the network, users can view the full terms and conditions of
use and by logging into the network the user is accepting the full terms and
conditions of use.

Information for hirers:

e Children under 13 must be supervised. Monitoring of use of the internet
by those under 13 is the responsibility of that parent, carer or appropriate
adult

e You agree to use the network for lawful purposes only. Any use of the
network that violates any applicable laws or regulations is prohibited.

The following activities are not permitted:



e Uploading, downloading, or transmitting any material that infringes any
intellectual property rights.

e Accessing, distributing, or storing any material that is obscene, offensive,
or otherwise inappropriate.

e Engaging in any activity that disrupts or interferes with the network or
other users.

e Attempting to gain unauthorized access to any systems or networks.

e Watching live TV or BBC programmes on iPlayer anywhere on these
premises

Full terms and conditions of use are available to view when accessing the
network. A full copy of the terms and conditions are displayed in the Community
Hub and are also available on request. Please contact the Town Council offices
to request a copy.

Login password is displayed in the Hub (noticeboard outside Community Space 1
and in the Hirers Folder located in the Kitchen cupboard).

Parking

The Community Hub is situated within The Lawns car park operated by Padstow
Town Council. Pay and display charges are applicable at all times payable by
cash, card or by using the RingGo app. There are no concessions for Blue Badge
holders.

Availability and use of parking is not included within the Hire. There are no
unloading spaces specifically available for use by Hirers, please use an available
parking space as appropriate. Please note that Lawns Car Park is subject to
patrols by Parking Enforcement Wardens employed by Cornwall Council on behalf
of the Town Council. Any payment of enforcement notice or appeals must be
directed to Cornwall Council and not the Town Council.

Additional parking is available at the nearby Link Road Car Park. This car park is
owned and operated by Cornwall Council.

First Aid and Health and Safety

The Hirer is responsible for providing adequate First Aid provision for their
period/s of hire. A First Aid kit is sited in in the kitchen in the identifiable
cabinet. In the event of an accident - if an emergency, call 999. The location of
the Community Hub is Lawns Car Park, Hill Street, Padstow, Cornwall, PL28 S8EB.

‘What-3-Words’ location of the Hub Building are: QUIRKY.RANCH.ALIKE

Should an accident or injury occur (emergency or non-emergency) during your
Hire, please take an Accident Reporting slip which are kept in in the Hirer’s
Information Folder (located in the identifiable kitchen cabinet) and report the
incident to Padstow Town Council as soon as possible after the event, providing
the information detailed on the reporting slip. This will be recorded in the
Accident Book which is held at the Town Council Offices. Should any further
information be required, we will contact you.



The Hirer shall be responsible for the Health and Safety of all those attending.
In particular, the Hirer shall make themselves familiar with the Fire evacuation
procedures, exit routes etc before the event commences, ensuring those
attending are aware of the fire evacuation procedures at the start of the event.

Access and Toilet Facilities

Access to the Community Hub is suitable for wheelchair users. There is one
unisex toilet plus an additional accessible toilet with baby changing facilities
available.

There is an emergency pull-cord in the accessible toilet. The reset button is
located in the toilet cubicle, next to the light switch.

Access: Opening and Closing of the Community Hub

Once your booking is confirmed in writing, you will receive a code for the key
safe which is situated on the front elevation of the Community Hub a week prior
to your hire date. Please ensure that this code is kept confidential- this code is
not to be shared with anyone else. This key code is changed on a regular basis.
Regular Hirers and those who have booked a series of hire dates will be
contacted and advised of any changes to the key code as appropriate.

Should more than one hirer book the Hub at a time, the Council will contact all
hirers to advise of such, for their information.

When you have unlocked the main entry door, please replace the key back into
the key safe. This is to ensure that in the event of multiple hirers using the Hub
at the same time, that all hirers may access the Hub as required. The main
entry doors can be locked from the inside, if required, using the twist lock.

Please ensure that you secure the building on departure and replace the key in
the key safe for the next hirer.

Electrical Items

Any personal electrical appliances brought into the Community Hub during the
hire period must be suitably PAT tested and safe to use.

E-bikes and E-Scooters

E-bikes and E-scooters are not permitted inside the Hub building.

Smoking, Vaping and Use of Candles/Open Flames

Smoking and vaping are not permitted anywhere within the Community Hub or
in the outside courtyard area. Lighted candles and open flames are also not
permitted.

Alcohol

The consumption of alcohol is not permitted in the Community Hub or in the
outside courtyard area.



Kitchen

Please state on your booking form as to whether you wish to use the kitchen.
Please be aware that another hirer using a different space within the Hub, may
also be using the kitchen at the same time.

When booking the kitchen, Hirers may use the kitchen to provide hot and cold
beverages.

The Kitchen is equipped with an under-counter fridge, sink, two kettles, two
pump thermos flasks and a microwave. Knives, forks, spoons, teaspoons, small
plates, mugs, glasses and water jugs are also provided. The kitchen does not
have any cooking facilities. Hirers to provide their own tea/coffee making
supplies and refreshments if required.

The Hirer must ensure that all items used are washed, dried and returned to the
cupboards on departure. Washing up liquid, sponges, tea towels and surface
cleaner are provided. All food items must be removed from the fridge and all
rubbish from the premises at the end of the hire period (black bin bags are
available for use and are located in the kitchen cupboards).

The kitchen may not be used for food catering purposes without prior permission
from Padstow Town Council. If you require to provide catering via an external
food business, please contact Padstow Town Council at the time of booking.

Padstow Foodbank

Padstow Town Council are delighted to host the local Foodbank within the
Community Hub. The Foodbank is operated and administered by Foodbank
volunteers and operates from their office in Hub reception area on Thursdays
from 1pm to 3pm. Hirers may book the community spaces and kitchens whilst
the Foodbank is open but are to be aware that the Foodbank will be on site at
this time.

Consideration for local residents

We would request that Hirers and those attending the event/booking are
considerate to our local residents when arriving and leaving the Community Hub,
and during the period of hire.

Licences

Padstow Community Hub is not licensed for the sale of alcohol, music
performances and/or the use of amplified music, gambling (including games of
chance, sweepstakes, lotteries or betting) or markets.

End of Hire

At the end of your session, please ensure that the areas are left clean and tidy,
all furniture is stacked at the side of the room, all lights and radiators are turned
off, all rubbish removed, all internal doors are closed, all windows closed and
secured and all external doors secured. There is a hoover, broom, mop and
bucket and dustpan and brush available for use and located in the kitchen
cabinets. If you have any concerns, comments or to report any issues regarding



your hire or the Hub Building, please contact Padstow Town Council as soon as
possible.

CCTV

The Lawns car park is covered by CCTV, owned and managed by Padstow Town
Council. The CCTV system is operational 24/7 and records images for the
purpose of reducing anti-social behaviour in the Lawns area, supporting
prosecutions for criminal damage/vandalism, and improving perceptions of
public safety and confidence in using the recreational facilities in this area. If
you require further information about CCTV in this area, please contact us.

In case of Emergency

In cases of emergency, call 999. The location of the Community Hub is Lawns
Car Park, Hill Street, Padstow, Cornwall, PL28 8EB.

‘What-3-Words’ location of the Hub Building are: QUIRKY.RANCH.ALIKE

Privacy Statement

Your information will not be used for any other purpose by Padstow Town Council
other than for Community Hub hiring purposes. Your information will be held for
as long as the Town Council consider it necessary. All personal information held
by Padstow Town Council is held safely in a secure environment. You can view
our General Privacy Notice on www.padstow-tc.gov.uk Alternatively, please
contact the Council Offices for a copy.

If you have any further queries regarding the hire of the Padstow Community
Hub, do not hesitate to contact us.

Padstow Town Council, Council Offices, Station House, Station Road, Padstow,
Cornwall, PL28 8DA

Tel: 01841 532296

Email: enquiries@padstow-tc.gov.uk
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