
 
 

Conditions of Room Hire 
 
West Oxford Community Association (WOCA) agrees to let to ____________________ (the hirer) 
the room(s) on the date(s) and time(s) as specified on the Booking Confirmation Form.  
 
The hirer agrees to the following terms and conditions:  
 
1. One-off activities: The hirer agrees to pay in full in advance of the event. There will be an 
additional deposit for higher risk events, which will be refunded subject to compliance with 
these terms and conditions. Payment must be received for the booking to be confirmed. 
 
2. Regular activities: The hirer agrees to pay one calendar month’s rent in advance of the start 
of any activity. Initial payment must be received for the booking to be confirmed. 
 
3. The hirer is responsible for the laying out of furniture and equipment in the premises, and 
agrees to leave the premises, which includes the room hired, as found, and the toilets and 
corridors reasonably clean and free of litter and refuse. The Kitchenette must also be left clean 
and tidy. 
 
4. Smoke/Dry Ice machines are not permitted. Glitter is also not permitted. Use of materials 
such as paint, glue etc should only be used with prior agreement, and with adequate 
protection for the fabric and fixtures in the centre. No black soft rubber soled shoes are 
allowed for activities in the hall. Bouncy castles are permitted, but the hirer is responsible for 
any loss, damage or personal injury resulting from their use.  
 
5. Any loss or damage to fixtures, fittings or property of WOCA must be reported to WOCA staff 
as soon as reasonably possible. The hirer agrees to indemnify WOCA in respect of any such 
loss or damage (fair wear and tear excepted) and any such indemnity will not be limited to the 
deposit payable under paragraphs 1 or 2.  
 
6. Hirers agree to be considerate of the residents in the neighbourhood of the community 
centre and avoid wherever practical making excessive noise. External doors and windows 
should remain closed when the premises are being used for the performance or production of 
live or recorded music, or where such music or any public address system is used in 
connection with any activity of the hirer.  
 
7. The hirer must not exceed the hours of public entertainment which for the purposes of this 
agreement shall be 9am-11pm Monday to Saturday and must ensure that patrons depart from 
the premises no later than 30 minutes after the event finishes, without causing disturbance 
outside the building. Care must be taken not to slam car doors and cars must leave quietly. 
The Association shall hire the services of a police officer if and when the need arises and any 
charges so incurred shall be the sole responsibility of the hirer.  
 
8. Noise emanating from the main hall shall not exceed 40dB(A) as measured at 1 metre from 
any external facade of any habitable dwelling between the hours the premises are open for 
public entertainment.  



 
9. The hirer undertakes to make certain that no more than 120 persons (seated) or 280 persons 
(standing) shall be present in the Main Hall at the function for which it is booked. The maximum 
number of persons attending functions in the Mary Town Room shall be no more than 60 
(standing) or 40 (seated); and in the Seminar Rooms no more than 15 (standing) or 12 (seated).  
 
10. No alcohol may be bought or sold for consumption on or off the premises unless the hirer 
has, with the consent of WOCA, obtained a temporary licence from the relevant licensing 
authority.  
 
11. The hirer agrees to be bound by WOCA’s Health and Safety Policy and Safeguarding Policy 
(click on the links to view), as well as any additional requirements due to Covid-19. A copy of 
the Health and Safety policy is displayed on the main notice board and is also available from 
the office on request.  
 
Please note risk assessments may be requested for bookings for over 100 people. Activity 
leaders need to consider whether DBS checks are required, as specified in the Safeguarding 
Policy. 
 
12. The hirer agrees to WOCA’s Equal Opportunities statement: Users of the Community 
Centre must comply with the Equalities Act 2012. They must ensure that the Community 
Centre is open to all members of the community regardless of sex, sexual orientation, 
nationality, age, disability, race, or of political, religious or other opinions.  
 
13. The hirer is solely responsible for the well-being and safety of users and occupiers of the 
premises hired out under the terms of this agreement. Consideration must be given to the 
security of people attending events, which may involve the need to hire professional security 
staff.  
 
The hirer will indemnify WOCA for all loss and damage and personal injury arising from and 
during such use by the hirer, howsoever caused. WOCA accepts no liability for any loss, 
damage, or personal injury resulting from any activity carried out on the premises by the hirer.  
 
14. The person agreeing to these conditions shall be the person responsible for such indemnity 
provided for in paragraph 13 above and both in his / her personal capacity and on behalf of the 
organisation he / she represents.  
 
15. If the hirer or his / her invitees are found to be in serious breach of the terms of this 
agreement WOCA reserves the right to terminate the use of the room hired forthwith.  
 
16. The hirer has the right to cancel this agreement on giving no less than 14 days’ notice to 
WOCA and will receive a full refund of any monies paid.  
 
17. WOCA reserves the right to cancel the agreement at any time in the event of the building 
being required, or required to close, or otherwise restrict access, because of any national 
emergency or any purpose of national or local importance not contemplated at the time of 
hiring. The decision as to whether the Community Centre is required for any of the purposes 
aforesaid shall be in the absolute discretion of WOCA and shall be final and conclusive.  
In the event that WOCA is unable to provide the room booked under this agreement because of 
circumstances outside of its control (eg flooding, fire, interruption of power supply or heating 
failure) all possible steps will be taken to provide an alternative room. If however it is 
impossible to accommodate the hirer, WOCA reserve the right either to offer an alternative 

file:///C:/Users/WOCA/WOCA%20Dropbox/WOCC%20Manager/Policy%20and%20Procedures/Health%20and%20Safety%20Policy%20Croner%20reviewed%20October%202022.pdf
file:///C:/Users/WOCA/WOCA%20Dropbox/WOCC%20Manager/Policy%20and%20Procedures/WOCA%20Safeguarding%20Policy%20updated%20April%202025.pdf


booking or cancel and refund all monies paid under this agreement. The hirer acknowledges 
that WOCA will not be responsible for any losses financial or otherwise, which the hirer may 
suffer as a result of cancellation in accordance with this clause.  
 
18. West Oxford Community Association operates a key-fob entry system for hirers, to allow 
access to the room(s) at the time(s) as agreed with the association. Hirers should not pass the 
fob on to any unauthorised person, and the fob should be returned as soon as possible 
following the booking.  
Hirers whose fobs are lost or damaged will incur a replacement charge of £6. If hirers require 
an additional fob, it will be available at WOCA’s discretion for a deposit of £6. Fobs are 
generally limited to a maximum of two per group.  

 
Please sign and return (or email) your agreement that you have read and undertake to observe 
WOCA’s terms and conditions of hire. 
 
 
NAME: _________________________________  
 
 
SIGNED: ______________________________ 
 
 
POSITION IN ORGANISATION, IF ANY: _____________________________________________ 
 
 
DATE: ________________________________________________________________________ 
 
NB - An email indicating acceptance is also a suitable means of agreement to WOCA’s terms 
and conditions. 
 
 
 
Signed for WOCA 
  


