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TERMS AND CONDITIONS 
 

1. The minimum charge for any hire is two hours. 
 

2.  The above hire charges DO NOT apply to public holidays or bank holiday weekends. Rates for these 
dates will be subject to negotiation as there will be additional costs for the              Community Centre. 

 

3. On New Year’s Eve and New Year’s Day bookings will only be taken for community events open to all 
Duxford residents. 

 

4. Bookings for weddings during term time will only be agreed to subject to approval by the trustees, 
and community events will take priority. If agreement is given, access to the venue will only be 
available after earlier bookings have finished. This includes setting up. 

 

5.  The discounted community rate is subject to the following conditions: 
 

a. clubs/associations must be an Affiliate Member of the Duxford Community  
           Centre CIO. Membership is free.  

b. Members receiving this discount are requested to support the Community  
           Centre by holding at least one fundraising event each year and donating the 
           proceeds to the Duxford Community Centre CIO. (It will be left open to each  
           organisation how they do this.) 

 

6. The Community Kitchen is only available for use by room hirers, and by prior agreement.  When the 
Café is open for business, food and drink from the Community Kitchen or other sources external to 
the Community Centre cannot be consumed in the communal areas at the front of the building, 
including the foyer. 

 

7. The hire period includes setting up and clearing away. If the hall/room is not vacated promptly at the 
end of the hire time a further charge, equivalent to two hours hire, may be levied at the discretion of 
the management.  

 

8.  Furniture must not be moved from the room in which it is stored without prior agreement. 
 

9. The premises must be left in the same condition as they were found. If additional cleaning is    
required, a fee of £20 per hour may be levied. Breakages or damage to the premises will be charged 
for. Where parties exceed 50 attendees, a cleaning charge will be automatically applied. 

 

10. In the case of the changing rooms, the cleaning fee will be automatically applied unless it can be 
demonstrated that they will be left in the same condition as they were found. 

 

11. The following time slots will be allocated to sessions: 
 

 Monday to Saturday  Morning:  8am to 1pm 
Afternoon: 2pm to 6pm 
Evening:  7pm to 11pm 



Sunday   Morning: 9am to 1pm 
Afternoon: 2pm to 6pm 
Evening: 7pm to 11pm 
 

These times may be varied at the discretion of the management. 
 

12. All evening events are required to end promptly at 11pm. Clearing up may be done after this time. All 
hirers are requested to minimise noise when leaving. 

 

13. All group hirers should have appropriate Public Liability Insurance which must be seen and approved 
by DCC management before the hire commences. Private hirers are strongly recommended to have 
insurance covering public liability and damage to property. Hirers are responsible for complying with 
any conditions of their insurance. 

 

14. Hirers must ensure that sufficient attendants, each over the age of 18, are on duty on the premises 
during each hire period, to assist people entering or leaving and to supervise the event taking place 
but subject to the following minima: 

 

          up to 20 people:   one attendant 
          between 21 and 100 people:  two attendants 
          between 100 and 200 people:  three attendants 
 

          The maximum number of people allowed is 200. 
 

Such supervision must include ensuring that alcohol is not served to under 18s and that there are no 
unauthorised entrants to the event. 

 

15. A deposit of £20 or 20% of the total hire fee, whichever is the greater, is payable on     receipt of 
booking confirmation and must be received within 7 days of the event.   

 

16.  Payment 
 

a) In the case of a single booking, full payment must be received no later than one calendar month 
before the event. 

b) Where the booking is for a monthly hire, an invoice will be issued quarterly in advance and payable 
within 7 days of receipt. 

c) Where the hire is weekly, payment should be made by the first day of each month in advance. 
 

The Trustees of the Duxford Community Centre CIO reserve the right to alter these    arrangements 
in consultation with the hirers. 

 

17. Cancellation  
 

- If a booking is cancelled within 28 days no further charges will be made.  
- If a booking is cancelled between 14 and 28 days before the event 50% of the hire fee  

will be payable.  
- No refund will be due if the booking is cancelled within 14 days of the event. 

 

     Hirers may wish to consider cancellation insurance. 
18. The trustees of the Duxford Community Centre CIO reserve the right to refuse any booking. They also 

reserve the right to cancel or interrupt a booking if they consider an event is, or might be reasonably 
thought to be unlawful, might lead to a breach of licensing    conditions or is materially contrary to 
these Conditions of Hire. 

 

19. The Trustees of the Duxford Community Centre CIO are unable to waive hire charges for any booking. 
In exceptional circumstances groups may apply for a hardship grant. Any such application must be 
accompanied by: 

 



 (a) a clear rationale indicating the value to the community of the group’s activities 
 (b) financial data demonstrating the group’s current position, and 
 (c) an on-going budget. 
 

20. Storage for equipment may be possible at the discretion of the Trustees, and if space allows for 
groups and associations. The charge will be £35 per square metre per term (four months). 

 

21. Duxford Community Centre CIO reserves the right to review and amend these conditions at any time. 
In the event of changes, the terms of existing bookings will be honoured. 
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