                         Lightup Foundation Multi-Purpose Centre
RESPONSIBILITIES OF USERS
1. Signing in

All organisations are required to nominate an individual to be the main contact person, and to be responsible for providing a list of attendees and for signing them in. Smaller groups of ten or less can sign in the visitors’ book at the main entrance.. A list of actual attendees should be on hand for your own use in case of emergencies.

2.Escort
A member of staff from the attending organisation should be on hand to escort fellow attendees to their room.

3. No smoking

Lightup operates a strictly no smoking policy.  We ask smokers to smoke away from our entrance, and to dispose of cigarettes ends in a responsible way.

4. Catering

We provide light refreshment  for meetings, we will appreciate if you could inform us of any external catering arrangement. We can provide details of catering firms who have proved to be reliable and who cater for various budgets. We cannot however be held responsible for the quality of catering although all have offered reasonable service on previous occasions. Please note we do not serve/organize refreshments for meetings so please appoint a member of your own staff for this if necessary. See  criteria for details.
5. Furniture

We have no objection to the furniture being moved around in order to maximise the use of the rooms and ensure they are comfortable. However, we do require that the rooms are restored to their natural state after the meeting  please.
6.Rubbish – PLEASE NOTE:
All left over food, paper and waste must be put into black bags/ bins and the rooms and kitchen left as you found them –please make sure staff attending are aware of this.
7.Emergency

In the event of any fire incident the alarm within the premises will go on and  a member of Lightup Foundation will escort you to the appropriate fire exit and advise you of the relevant procedures.

8.Safety

Under no circumstances should users litter or disorganise other meeting areas not in use..

9.After meeting

The event organiser must report to reception and the room will be checked in order to ensure that it has been left in a satisfactory state.
10.Compulsory deposit

Users will be asked to deposit a REFUNDABLE AMOUNT OF £50, we will refund this money if our space and facilities are left they way it was met.

If not you will loss your deposit and if there is any major damage, there will be a special arrangement for such situations.
If we find that any users are abusing our hospitality and/or rooms, we reserve the right to refuse their application in the future.

I agree to the conditions above:-

Signed: ……………………………………..     

Date:    ……………………………………..

Please return a copy of this form to Lightup Foundation Multi-purpose Centre, 2, Union Road West Croydon. CR0 0HQ. 0800 0435395, 07838547924.
