THE NOTTAGE MARITIME INSTITUTE

Application for use of the Nottage Maritime Institute (NMI) premises and facilities

Please fill in the shaded areas in this form and tick the relevant shaded boxes. 

	Name of Applicant/Organisation
	

	Address
	



Contact details of the organiser/co-ordinator responsible for the event:
	Name
	

	Address
	

	Telephone
	

	Mobile
	

	email
	



Details of the Event:
	Class
	
	Meeting
	
	Exhibition
	
	Party
	
	Meal
	
	Other
	

	For “Other” please give details
	



Duration of event:
	Full Day (0900-1700)
	
	Morning (0900-1300)
	
	Afternoon (1300-1700)
	

	Evening (1800-2200)
	
	Other times (minimum two hours)
	

	For “Other times” please indicate the times requested
	



Rooms required:
  	 Note:  1. Maximum seating capacity:     Main room = 70       Library = 12
		2. Maximum recommended number for meals/buffets using the kitchen = 25
3. The use of the kitchen is included in the hire fee. Teas/coffees can be made in the   
    kitchen. Please leave payment - £1 per person - in the box provided. 
	4. If the kitchen is required to be used to prepare and serve refreshments or meals, 
                an extra deposit and charge may apply. See “Charges” and “Deposit”.

	All of the premises
	
	Main room only
	
	Library only
	

	Use of the kitchen for the preparation of food - refreshments, buffet or meal
	


 
Single Event:
	Date
	
	Time from
	
	Time to
	



Repeated/Regular events:	
	Date from
	
	Date to
	

	Time from
	
	Time to
	

	Frequency of the event
	



	Expected number of people attending the event
	



	Will alcohol be served at the event?
	Yes
	
	No
	



	Number of people under the age of 18 attending the event (if known)
	



	What arrangements will be in place for the supervision of people under the age of 18?
	



	Will any electrical equipment be brought to the event?
	Yes
	
	No
	

	If “yes”, please describe it and see note 8                                 in the terms and conditions
	



Equipment available
The following equipment is provided for the use of those hiring the premises: Overhead projector, screen, sound system, DVD player, hearing loop.
The kitchen is stocked with plates, bowls, cutlery, wine glasses, cooking pans and utensils, hob, oven, microwave, dishwasher and two sinks. Instructions for using the equipment and an inventory are provided in a folder.

Charges
	Session
	Times
	Main room
	Library
	All

	Morning
	0900 to 1300
	£35
	£20
	£60

	Afternoon
	1300 to 1700
	£35
	£20
	£60

	Day
	0900 to 1700
	£75
	£40
	£120

	Evening
	1800 to 2200
	£45
	£25
	£75

	Hourly rate for other times
(minimum two hours)
	£10 per hour
	£8 per hour
	£15 per hour

	Use of the kitchen for the preparation or cooking of food: an additional £20 to the charge above



Cancelling a booking
A full refund of the room hire fee and deposit is available if a booking has to be cancelled.

Repeated events
Repeated and regular bookings for weekly/monthly classes/meetings for 5 events or more per annum will qualify for a 10% discount on the room hire charge.

Deposit
a) For single events a refundable deposit of £50 must accompany the hire fee, both fee and deposit to be paid at least one week before the event. 
b) For the establishment of a schedule of regular events, no deposit is required. The NMI reserves the right to terminate a booking of regular events if the terms and conditions are not adhered to by hirer.
c) If the kitchen is required to prepare or cook food for an event, an additional deposit of £50 is requested, to cover breakages or loss of cooking and serving equipment. 

Exclusions
Applications for use of the NMI by charities or small local groups can be considered by the Management Committee, who may offer individual rates, or free use of the premises.  

Payment
	
	Charge

	Room Hire Charge
	£

	Kitchen use charge £20 (if applicable)
	£

	Room Hire deposit £50
	£

	Kitchen deposit £50 (if applicable)
	£

	Total Payment
	£




I agree to comply with the terms and conditions, shown below, for the use of the premises.

	Name
	

	Signature
	

	Date
	



This form can be emailed to:   admin@nottage.org.uk   or delivered to the NMI by hand, or sent by post to the address below.  

If paying by cheque, please make the cheque payable to:    “Nottage Maritime Institute”. 

Please post or deliver the cheque and form to: 
The Nottage Maritime Institute, The Quay, Wivenhoe, Essex CO7 9BX

Payment can be made by BACS transfer:  
Sort code: 	08-92-99   
Account No: 	67202825
A/C Name: 	The Nottage Maritime     


For more information please ring: 01206 824142  or email: admin@nottage.org.uk


Please provide any further information, questions or comments in the box below:

	















PLEASE RETAIN THE TERMS AND CONDITIONS, FIRE AND SAFETY PROCEDURES AND EMERGENCY CONTACTS BELOW ON PAGES 4 - 6:


Terms and Conditions for the use of the Nottage Maritime Institute 

1. Organisations, groups and individuals using the premises shall be responsible for ensuring that all events comply with these terms and conditions of use.

1. The Management Committee of the NMI reserves the right to reject an application for a room booking. NMI classes and events take priority and may limit availability.

1. Events taking place within the NMI should not disturb the neighbouring occupants or extend beyond the finish time of the booking.

1. For security reasons, whilst the booked event is taking place, the front door of the NMI must be closed and secured with the Yale latch in place. Late arrivals should be advised to ring the doorbell for admission.

1. Alcohol must not be sold on the premises.

1. Any person under the age of 18 attending an event must be accompanied by an adult who is responsible for their safeguarding. Alcohol must not be supplied to any person under the age of 18.

1. With the exception of guide dogs, no animals may be brought into the NMI without prior permission.

1. Smoking is not permitted anywhere inside the building or on the balcony.

1. Electrical equipment not owned by the NMI and not indicated on the application form must not be used. All electrical equipment used in the NMI must conform to current safety regulations and have appropriate certification. 

1. Decorations may be installed but must not be fixed in any way that may damage the surfaces or walls or any fabric of the building, including the artefacts and paintings.

1. Any damage that occurs to the NMI’s fabric, furnishings or fittings during, or as a consequence of, the event must be paid for in full. The cost of making good such damage may be deducted from the deposit.

1. The NMI accepts no responsibility for any property lost or left on the premises.

1. Organisations or individuals using the premises are responsible for leaving them clean and tidy. This includes washing up, removal of decorations and wiping tables. Bottles and bagged rubbish should be removed after the event. Any additional cleaning costs that may be required after the event will be the responsibility of the event organiser and may be deducted from the deposit.

1. It is the responsibility of the organiser of any event, class or meeting to ensure that all participants are aware of the fire and safety procedures and the fire and emergency exit routes. Details of these important procedures are given below and should be announced at the start of any event. Class tutors should keep a register of their students and supervise the evacuation of their students in the event of an emergency. Organisers of all other events should have a list of those people present and should supervise the evacuation of all present in the event of an emergency. The Fire Assembly Point is by the shelter on the quayside opposite the British Legion building.

NMI Fire and Safety Procedures

All tutors of NMI and private classes, and all organisers of meetings and other events within the NMI, must be aware of the fire and safety procedures below. Class tutors and event organisers are also responsible for ensuring that their students and guests are also made aware of these procedures, including the fire and emergency exit routes.

1. No smoking may take place anywhere on the NMI premises, including the balcony.

2. The fire extinguishers in the NMI are located: 
i. Library: One CO2 extinguisher next to the emergency exit at the rear of the room.
ii. Corridor outside the Library: One foam extinguisher beside the office door.
iii. Main lecture room: 
One foam extinguisher next to the door to the Long Room. 
One CO2 extinguisher mounted on the bannister at the top of the main staircase.
iv. Ground floor workshop:  
One foam extinguisher by the toilets.
Three sand buckets by the toilets. 
One CO2 extinguisher against the wall below the First Aid cabinet. 
One foam extinguisher at the foot of the rear staircase.

3. The fire and emergency exit routes are:
i. First floor - front of building: Down the main stairs to the front door.
ii. First floor – rear of building: 
a. Through the library to the marked exit door fitted with a crash bar; thence down the fire escape to the garden and out through the gate to Anchor Hill. The gate key is on a hook by fire escape door.  or
b. Down the rear staircase beside the office door and exit via the front or rear exit routes described below.
iii. Ground floor – front of building: Out of the main door.
iv. Ground floor – rear of building: Through the marked door at the (NW) comer of the rear of the ground floor, then through an outer door to the garden, then through the gate to Anchor Hill. The gate key is on a hook by the outer door.

4. Unlocking/locking of the building and the fire exits:
i. Single bookings of the NMI will start with the NMI Warden unlocking the building. She will also unlock the fire exits and set up the facility as required. She will close down the building after the event and secure the fire exits.
ii. Regular and established users of the building may be instructed on how to open and close the building and the fire exits.  

5. First Aid:
There are two First Aid Kits: one on the ground floor on the wall beside the toilets; one on the shelf in the Library to the left of the entry door.








Emergency Contacts

Contact Numbers
If any help or advice is required during the period of hire of the NMI, or in the event of an emergency:

· Natalie Prelogov (Warden):					Mob: 07540 556155
· Libby Armstrong (Administrator):	01206 823890 	Mob: 07715 550464
· Peter Goldsmith (Chairman):		01026 823016		Mob: 07852 952202
· 
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