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Hire Agreement terms & Conditions
These should be read in conjunction with the Operational Conditions, Equal Opportunities Policy and Booking Confirmation. 
This Hire Agreement is entered into between:

Event Northumbria (Northumbria Students’ Union) – ‘NSU’ &
The Client (as referred to in the Booking Confirmation)

1. Confirmation. All bookings are considered provisional until a contract has been signed. Confirmation of all booking requirements must be made by the Client at least 14 days prior to the event. If confirmation is not received within this period, NSU reserves the right to release the booking and re-let the facilities.
2. Licence. In consideration of the payment by the Client of the event cost NSU hereby grants the Client the right and licence for the hire period as stated in the booking confirmation. This licence is for the purposes only of the event and in accordance with Operational Conditional and the Equal Opportunities policy of NSU.
3. Rates and Payments. On receipt of the Booking Confirmation, the Client shall pay a deposit of 50% of the room hire charges. Until a deposit is paid, NSU reserve the right to re-sell the space. A pro-forma invoice will be issued to the customer to be settled in full 14 days prior to the event unless an alternative payment plan has been agreed. Any extras must be settled at the time of request. Unless otherwise stated in the Booking Confirmation all charges and fees paid to NSU are exclusive of VAT. 
4. Cancellation Charges. If the Client terminates this Hire Agreement, NSU shall be entitled to retain the deposit. The Client shall also be liable to reimburse NSU for any costs incurred by it in connection with this agreement or the event. If the Client cancels the event within 28 days of the event date, 100% of the event cost will be payable to NSU.
5. Right of Entry. NSU reserves the right to enter any part of the venue at any time during the hire period.
6. Protection of Children from Harm. NUS as a licenced premises have an obligation to protect children from harm.  Ensuring that the safety of children and under 18’s is maintained at all times.  Therefore, for events with persons under the age of 18, clients will be required to provide additional risk assessments and operating procedures to ensure that safety is paramount for any event and that children’s safety is paramount.  You will be asked to provide additional information upon booking.  
7. Age Restrictions. For private events such as weddings and parties: guests under the age of 14 must be supervised at all times. NSU has multiple venues with the capacity to host multiple events simultaneously. In order to ensure the safety of our younger guests, we insist that children are not allowed to leave the venue of the event they are attending without being accompanied by an adult. Guests under the age of 14 must vacate the premises completely by 9pm. For public events such as live music or entertainment: Due to the added security and controls in place for our public events, we ask that guests under the age of 14 are accompanied by a responsible adult. Entry is only permitted (under these conditions) to the venue in which the public event is taking place. 
8. Force Majeure. NSU will not be liable for any loss or damage caused by, suffered or incurred by the Client which causes the breakdown of machinery, failiure of supply of electricity or other utilities, leakage of water, fire flood, explosion, strike or labour dispute, external road or building works, Government controls, restrictions or prohibitions or any other Government act or omission whether local or national, act of terrorism or any circumstances outside the control of NSU which may cause the event tio be interrupted or cancelled. 
9. Contractors and Agents. The terms of this Hire Agreement shall apply to the Client’s agents and contractors and the Client shall be responsible for ensuring the compliance of such agents and contractors.
10. Conduct. The client shall use the venue so that it is at all times maintained in a clean, tidy and safe condition. 
The Client shall ensure that no person:

a) Fixes anything to the structure or contents of NSU.
b) Marks, soils or damages the structure or contents of NSU.
c) Paints or constructs (save by way of approved prefabricated components) any object or structure inside NSU or
d) Leaves anything in, or in any way obstructs an emergency exit or emergency stairwell, or obstructs any notice of any emergency exit. 
The Client agrees and undertakes as follows:
a) To conduct, promote and manage the event in a reputable, lawful and orderly manner having due regard to the settings and surroundings and the integrity and reputation of NSU.

b) To use all reasonable endeavors not to do or permit or suffer to be done in the venue any act or thing which may become a nuisance, damage, annoyance or disturbance to NSU, any licensees of NSU or to the owners or occupiers of any neighboring property. 

c) To comply with the terms of this agreement and ensure that all the Clients staff, agents and sub-contractors comply in all respects with the provisions of this agreement and any instructions or notices from NSU from time to time and to make all reasonable efforts to ensure that any guests or other persons present at or involved with the event so comply, and
d) To comply with all reasonable instructions of the appointed NSU representative or such other person as nominated by the appointed NSU representative to act on his behalf in relation to the use of the venue.

11. Termination by NSU for breach or anticipated breach. If the Client, his agents, licensees, guests or delegates or any person using NSU in connection with the Hire Agreement or the event  breaches or fails to observe or perform any of the terms of this Hire Agreement, or if the Client fails to secure their observance of performance or is the subject of an Insolvency Event or if it appears to NSU that:
a) The Client intends to use NSU for any purpose other than the event specified in the Hire Agreement, or

b) The event may lead to a breach of the peace, or acts of violence may occur or damage may be caused to NSU or its contents, or

c) The nature of the event or of any item in its programme is such as to render it undesirable that it should take place in a building under the control of NSU then NSU may, without prejudice to any accrued rights against the Client forthwith and without notice terminate the Hire Agreement. 
Upon such termination:

a) The Client shall immediately vacate NSU and ensure that his agents, licensees, guests, delegates or any other person using NSU in connection with the Hire Agreement or the event leave NSU immediately. 

b) NSU shall be entitled to retain all sums paid under the Hire Agreement and the Client shall be liable to pay forthwith the balance of any charges payable under or in connection with the Hire Agreement, and any costs incurred by NSU or for which NSU may become liable in connection with the event but without prejudice to any rights and remedies of NSU in respect of such omission, and

c) The Client shall have no claims against NSU for any costs, expenses, loss or damage he may sustain or have sustained no for any such costs, expenses, loss, damage or liability it may incur or have incurred in consequence of such termination by NSU.

12. Complaints.  Any complaint arising from the hiring of the venue must be made in writing to NSU’s appointed representative within 3 working days after the expiration of the hire period.
13. Entire Agreement. This Hire Agreement and the following listed constituent parts constitute the entire agreement and understanding between the parties. 
a) Booking Confirmation

b) Operational Conditions

c) Equal Opportunities Policy
operational conditions
These should be read in conjunction with the Hire Agreement, Equal Opportunities Policy and Booking Confirmation. 

1 Access Times. The Client may only access the venue during the agreed hire period unless prior agreements have been made between an NSU representative and the Client. If the Client or any agent or contractor of his fails to vacate the venue by the end of the hire period or to remove from the venue anything brought into the venue for the purposes of, or in connection with the event, the Client shall be liable to pay NSU on demand, without prejudice to the costs incurred by NSU as a result of that failure, the amount of any other person delayed in or prevented from, obtaining access to the venue of NSU for a subsequent event. 
2 Catering and hospitality. Any food or beverage provision must be supplied by NSU through a list of accredited suppliers. No food or drink should be brought into the Venue unless prior authorisation has been agreed.
3 Cleaning. The Client must leave the venue at the end of the event in the same condition that it is received. The Client shall no later than the end of the hire period remove from NSU anything which has been brought in by the Client including, without limitation, all event literature, display materials and boxes used for the purposes of or in connection with the event. Standard cleaning of the venue once the gusest have departed is included in the hire charge. The authority reserves the right to make additional charges to cover the cost of any special cleaning requirements if the Client has not, in NSU’s opinion, complied with the Operational Conditions. 
4 Maximum Capacity. The Client shall not permit more than the  maximum capacity of the venue (as advised to him by NSU) at any time. The authority shall have the right to refuse entry to people in excess of the maximum capacity to leave the venue. 
5 Display Material. All displays must be free standing. It will not be permitted to attach any materials to the building fabric. 
6 Plastic Bags. The use of plastic bags is prohibited in this venue in compliance with our environmental policy. 
7 Electrical Equipment. Current PAT must have been carried out on any electrical equipment brought into the building. The certification must be produced if requested. Any equipment not certified will not be allowed on site.
8 Filming & Photography. The Client, it’s guests and delegates are permitted to film and take still photographs of the event. Professional photographs and filming of the event is also permitted. However, where photographs or footage of showing NSU is to be used for publicity of any form, the Client must seek the prior written permission of NSU. 

9 Fire Evacuation Procedures. The Client must at all times comply with fire evacuation procedures.   Upon booking confirmation the Client will be provided with full Evacuation details and assembly points.  In the event of a fire, the in-house PA system speakers are used to transmit emergency messages within the building. NSU has total authority to order an evacuation of the building or terminate the event in order to prevent injury or loss of life. The internal voice alarm system will be deployed and provide instructions to guests. 

10 Health & Safety. The Client and his agents shall comply in all respects with the Health & Safety at Work act 1974 and any other acts, orders, regulations and codes of practice relating to health and safety. 
a) The Client will be responsible for the conduct of their guests during an event.

b) A representative of the Client must be present and available throughout the event to ensure it runs smoothly.

c) The Client shall ensure that satisfactory risk assessments and method statements are provided by their contractors before their event. 

d) The Client shall observe and comply with any additional regulations as NSU may make. 

11 Licences. NSU is licensed for events until 02.00am Sunday-Thursday and 2.30am Friday and Saturday.   The Client and all guests must comply with licensing legislation at all times.  Guests under the age of 18 cannot be served alcohol and guest looking under the age of 21 will be asked for age verification. Bars and drinks service must close at least 15 minutes before the end of the event.

12 Theming. The Client must agree the content of any themes and activities taking place during an event. NSU reserves the right to veto any themes or activities as deemed necessary. Any content, design or activity deemed to have connotations of illegality or to be inappropriate to NSU will be refused. 
northumbria students’ union Equal Opportunities Policy 
1. Introduction

As a forward looking organisation Northumbria Students’ Union recognises the positive benefits of the implementation of an Equal Opportunities Policy for all its members, staff, visitors and the organisation as a whole and that it is essential to provide equal opportunities to all persons without discrimination.

This  policy is designed to ensure that, as a minimum, Northumbria Students’ Union complies with obligations under anti-discrimination legislation to ensure that all of our members and employees are able develop their full potential and  talents. It exists to define the general policy of Northumbria Students’ Union with regard to equal opportunities and to describe the organisational structure which exists for the maintenance, monitoring and pursuit of equal opportunities.
This policy exists to: 
1.1Ensure that Northumbria Students’ Union carries out its activities within a framework that respects and promotes equal opportunities, and alongside legislative requirements.
1.2   Ensure that Northumbria Students’ Union is pro-active in promoting equality of opportunity.
1.3   Make explicit the rights and responsibilities of all members. 

1.4   Commit the Northumbria Students’ Union to monitoring the implementation of this policy and the evaluation of its effectiveness.

2.  Equal Opportunities Statement of Intent: 

2.1 The University of Northumbria Students’ Union, herein ‘The Union’, is committed to encouraging and ensuring fairness and equality of opportunity for all during their membership, employment or contact with the Union.

2.2 The Union celebrates, promotes and values the diversity brought to its membership by individuals, and believes that the Students’ Union will benefit from engaging membership and employees from a variety of backgrounds, thus allowing it to meet the needs of the membership within a diverse society. The Union will treat all members and staff with respect and dignity, and seek to provide an environment to work, learn and live in free from discrimination, harassment or victimisation. 

2.3 The Union opposes practices which, directly or otherwise, promote sexism, racism, heterosexism, or which neglect and are prejudicial to people with disabilities, special educational needs, or from disadvantaged socio-economic backgrounds. The Union will ensure that individuals are treated solely on the basis of their merits and abilities

2.4 The Union will act to ensure members will receive equal and unbiased representation, access to services, and be free from harassment, irrespective of gender, race, ethnic or cultural origin, marital status, family responsibilities, sexuality or sexual orientation, HIV status, transsexual or transgender identity, age, belief system, mental health status disabilities, socio-economic background or status and/ or any other irrelevant distinction. This list is not an exhaustive one and although a section of the University's population may not be mentioned above that does not mean that they are not covered by this policy. 

2.5 The Union not only prides itself on promoting equal opportunities, but pledges to campaign against discrimination both on campus and in wider society.
2.6 In seeking to achieve this vision, the Union will strive to: 

· Encourage equality of opportunity for all members, employees and customers.
· Make this policy known to all members, the University and partner organisations.

· Eliminate any conditions, procedures and individual behaviour that can lead to discrimination even where there was no intent to discriminate. Whilst recognising that individuals may experience disadvantage on more than one level.

· Offer services and representation fairly to all members and ensuring that anyone in contact with the organisation is treated with respect, making provision for those groups within the community whose needs and expectations are less well met.

· Work proactively to involve students in its activities who are typically under-represented or marginalized.
· Provide a working and learning environment in compliance with all relevant legislation.  This policy will be amended as appropriate to meet the demands of future legislation. This Union’s policy is guided by all current and relevant legislation. 
· Achieve a workplace culture in which diversity is embedded in all its activities

· Ensure mechanisms are in place for responding to complaints of discrimination and harassment.

· Will regularly monitor practices to ensure that this Union meets its commitment to equality of opportunity.  
3. Statutory Requirements

This policy is in accordance with the relevant legislation concerning discrimination, including but not limited to:

· Sex Discrimination Act 1975 (as amended 1986) 

· Race Relations Amendment Act 2000 

· Race Relations Act 1976 

· Equal Pay Act 1970 (as amended) 

· Disability Discrimination Act 1995 

· Rehabilitation of Offenders Act 1995 

· The Protection from Harassment Act 1997 

· Employment Protection (Consolidation) Act 1978

· Employment Equality (Religion or Belief) Regulations 2003 

· Employment Equality (Sexual Orientation) Regulations 200

· The Employment Equality (Age) Regulations 2006
Other relevant legislation includes: 

· Human Rights Act 1998

· Flexible Working (Procedural Requirements) Regulations 2002

· Part-time workers (Prevention of less favourable treatment) Regulations 2000 and 2002 

· The Fixed Term Employees (Prevention of less favourable treatment) Regulations 2002 

· Maternity and Parental leave regulations 1999, 2001 and 2002

· Paternity and Adoption leave regulations 2002
4. Equal Opportunity in Membership Provision

·  The Union understands that the needs of different groups vary and will therefore strive to provide according to need, which in some cases will result in different provisions. 

· The Union recognises the need for liberation groups (Ethnic Minority, Women and LGBT students for example) to have a ‘safe space’. 

· The Union is committed to making our service provision accessible to all students.  Where offices are inaccessible, staff and elected officers will endeavour to find alternative space for meetings and events in order not to exclude any interested party. Any alterations to and/or development of the Union building shall occur with improving access as a requirement 
5. Equal Opportunities in Employment

· Advertisements for posts will give sufficiently clear and accurate information to enable potential applicants to assess their own suitability for the post. Information about vacant posts will be provided in such a manner that does not restrict its audience in terms of sex, race, marital status, disability, age, part-time or fixed term contract status, sexual orientation or religion or any other irrespective difference. 
· All descriptions and specifications for posts will include only requirements that are necessary and justifiable for the effective performance of the job. 

· All selection will be thorough, conducted against defined criteria and will deal only with the applicant´s suitability for the job. 

· All advertisements that are placed in publications will indicate that the Union is committed to effective implementation of an equal opportunities policy and welcomes applications from all sectors of the community. Where such advertising takes place this will be in publications that are readily available to all sectors of the community. 

· When applying for employment, all job applicants are considered having regard only to their individual aptitudes, abilities, knowledge, experience and qualifications in the relation to the job as stated in the job description and person specification. 

· No method of recruitment that might unfairly exclude any potential applicant from being recruited will be used. 

· All employees will be given equal consideration for training, career development and promotion. Staff are encouraged to develop themselves through training and to obtain qualifications that are appropriate to their employment. 

· Staff have the right to raise a query or grievance that they have concerning the application of this policy, initially with their line manager

· All employees have a clear obligation to ensure that this policy is effective with regard to equal opportunities and the absence of discrimination. Employees must not harass or intimidate others. Severe action will be taken against any employee who breaches this policy.
6. Areas of Responsibility

· The Union recognizes that all of its members and employees have a duty to support and uphold the principles contained in its Equal Opportunities Policy and supporting policies. The commitment of all members of the Union’s community is required to make the policy a success.

· The Equal Opportunities Policy is the responsibility of every member of the Union. However, those who hold Sabbatical, management, supervisory or other senior positions (ie student councillors)  in the organisation have additional and particular responsibilities to ensure the effectiveness of its application and that all staff and students are aware of its implementation. 
· The development, implementation and operation of the Equal Opportunities Policy are the responsibility of the Trustee Board, Sabbatical Officers and Senior Management Team within the Union. The Trustee Board has overall responsibility for ensuring that the Union operates within a framework of equality of opportunity.

· The Vice President Welfare and Equality, as diversity champion, has overall responsibility for ensuring the correct application and implementation of the policy to the membership, is charged specifically with duties relating to equality and diversity. This person will also be responsible for keeping the membership informed of all developments made in this area.
7. Employees Responsibility

· Individual employees at all levels must accept personal responsibility in relation to this Policy for the application of the principle of equal opportunities to all within the workplace. Individual employees personally and the Union could both be found liable for any acts of discrimination within the workplace.

· Employees must not discriminate against fellow employees, contractors, job applicants or clients in the course of their employment with the Union and are required to draw to the attention of the Chief Executive any apparent instances of discrimination.

8. External Contractors, Agencies and Other Organisations

· This Equal Opportunities Policy extends to all users of the premises including contractors and other agencies. It is therefore procedure for external parties to be given a copy of this policy. We ask that external parties abide by the conditions within this policy at all times

· Failure to do so could result in individuals being asked to leave if their behaviour is deemed inappropriate and/or offensive by any member of the Union. 
· The Union will provide support to members who feel they have been a victim of discriminations outside the Union.
9. Training

The Union will ensure that all staff, elected officers and volunteers have the training and development opportunities which they need to enable them to achieve the Union's objectives. The Union will ensure that all staff training and development activity is linked to individual and organisational objectives and that staff are treated equitably. 

All new staff and officers are made aware of the Equality Opportunities Policy at Induction and during the various training sessions run at the beginning of the term of office. 

10. Compliance

The Union takes equal opportunities extremely seriously. If you have any cause to believe that any aspect of this policy has not been adhered to, you, as an individual or external party, have the right to raise your concern in writing to the President’s office. All complaints will be investigated thoroughly and may result in action being taken under the Union’s student or staff disciplinary procedure. Serious breaches of this policy could result in dismissal from employment at Northumbria Students’ Union or expulsion from membership of the Union
11. Grievances

Informal Procedure

Employees who believe that they are being discriminated against on any of the grounds specified in this Policy should keep a record of any such instances of discrimination.  He or she should write down what happened, where and when it happened, how he or she felt at the time and whether there were any witnesses to the discrimination and the identity of such witnesses.

Employees who are victims of minor incidents of discrimination should, if possible, speak to the offender and make it clear that the behaviour is unacceptable and must stop.

Formal Procedure
Where the informal procedure fails, or it is impracticable in the circumstances to follow it, or where serious discrimination occurs employees should bring the matter to the attention of their immediate line-manager.  Where the employee’s immediate line-manager is the person about whom the employee wishes to complain, the employee should bring the matter to the attention of the Chief Executive.  If the Chief Executive is the person about whom the employee wishes to complain, the employee should bring the matter to the attention of the Union President.
The formal complaint should be made in writing and should contain:

· The name of the alleged offender.

· The nature of the alleged discrimination.

· Dates and times when the alleged discrimination occurred.

· The names of any witnesses to the alleged discrimination.

· Any action already taken by the employee to stop the alleged discrimination.
A confidential discussion will then take place between the employee and the line-manager, or Chief Executive if appropriate to discuss the employee’s complaint and in order that the can explain the procedure to be followed.  The employee can be accompanied at this meeting by a work colleague of their choice.

Upon receipt of a formal complaint and after the meeting set out above has taken place the Union will appoint an investigating officer who will carry out a full investigation of the complaint, which may include interviewing the alleged offender and any witnesses named by the employee in his or her complaint.

If necessary the Union will take action to ensure that the complainant and the alleged offender do not work together until such time as the formal procedure has reached a conclusion. In situations where the alleged bullying or harassment could amount to serious misconduct the alleged offender may be suspended from duty until the formal procedure has reached a conclusion.

All employees involved in the investigation must respect the need for confidentiality and they will be advised of this during their interview. Failure to respect confidentiality could result in disciplinary action.

The alleged offender may be accompanied at every meeting by a colleague of their choice. In cases where the investigating officer concludes that the complaint is well-founded the offender will be subject to the Union’s disciplinary proceedings as set out in the Disciplinary and Grievance Policy as detailed in the Staff Handbook.

In cases where the investigating officer concludes that the complaint is not well-founded but has been made in good faith no action will be taken against the complainant.

In cases where the investigating officer concludes that the complaint is not well-founded and has not been made in good faith the complaint may be subject to the Union’s disciplinary proceedings as set out in its Disciplinary and Grievance Policy.  Reports and monitoring action will be taken and will be submitted regularly to the line-manager of the employee making the complaint. 

12. Monitoring and reviewing
· The Union will seek to establish effective monitoring, reviewing and record-keeping systems to ensure effective implementation and development of this Policy. Reports on monitoring and action taken will be submitted annually to the Trustee Board and Student Council

13. Disclaimer

By producing this Policy, we are not implying or accepting that we have not sought to apply fair standards of practice in the past. On the contrary we have always done our best to practice the highest possible standards in this area, but we do recognise the need to constantly examine policy and practice to reflect changing standards and expectations. 

The formulation of this policy has not been prompted by any allegations of unfairness or inequality being practised by this organisation or its’ employees. This policy is functioning entirely in accordance with the law at all times. 

We recognise that there are many types of discrimination and this policy, (as well as related documents) does not attempt to address them all. The aim of the Union is to ensure that a framework of equal opportunities exists so that any form of discrimination can be addressed as the need arises.
By confirming a booking with either NSU or Event Northumbria you agree to be bound by the aforementioned terms and conditions. 


