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Garden use by community and private groups – terms and conditions
We welcome bookings for meetings or events (including children’s birthday parties), but this is usually only possible outside the public opening hours (currently 11am – 5pm Saturday and Sunday from March to the end of October). If you want to use the garden for group activities during the public opening times you need to discuss this with the coordinator.
The garden is there for all members of the community to enjoy. In the past it has been used for celebrations of all kinds including weddings, children’s naming celebrations, courses, demonstrations (arts, craft, movement, gardening, permaculture) music and poetry evenings, meditation evenings, events, community picnics and BBQs. The garden is run almost entirely by volunteers and relies on generous donations and good will to continue operating as a resource for the local community.
The person booking the garden must sign and return an agreement (see page 3) and agree to be accountable for use of the site during its use. This includes carrying out a risk assessment before the meeting or event takes place. (An example risk assessment is shown on pages 4-7; this is intended to supplement rather than replace any existing risk assessment procedures carried out by the group making the booking. The garden does not need a copy of any risk assessment undertaken, only confirmation that one has been carried out). If the garden is being used for course or similar event where the public is charged for entrance, the person running the course must ensure that that they have their own insurance to cover their liability, including public liability for this event. 
Whilst using the garden please ensure that:

· children are accompanied at all times by their parents or carers, who have responsibility for their safety
· alcohol or drugs are not consumed on site 

· any waste materials that cannot be used for composting are taken away by the person(s) who brought them on site.
Bookings: should be made in writing and a hard copy, signed agreement returned to address shown, along with a donation. Any provisional booking made by phone or email will not be confirmed until these are received. To see when the garden is available, please visit the public calendar at: http://calendar.yahoo.co.uk/barrackslanegarden to choose a date and time that is available.
Picking up the key for access: once your booking has been confirmed; please contact John Green (Trustee) or Julieanne Porter (Coordinator) at least 48 hours before your booking starts, to arrange a time to collect the key to access the garden for your event. Email barrackslanegarden@yahoo.co.uk or call John: 249 450 or Julieanne 236 088.

Donations: go towards the running costs of the project, such as water rates and insurance and administration costs and allow us to keep the garden open throughout the year, and to continue to develop our resources for the benefits of users. As a guide, for private bookings people generally donate around £10-£25 per hour. Some people pay a lot more because they want to support the garden as a community resource. We ask people to donate based on their circumstances and the number of people they will have at the garden. We also aim to ensure that no-one is excluded from using the garden if they cannot afford a donation of a particular value.  This is particularly the case for community events in tune with the garden aims and objectives, which are starting up and which are not charging fees. Please contact the Coordinator if you have any questions about donations.
The suggested minimum of £10-£25 per hour covers:

1. Contribution towards booking administration and key arrangements.
2. Contribution towards maintenance of the garden, the compost toilet and all its features.
3. Access and use of garden. This includes costs such as using water for drinking and cleaning dishes, and for using toilet/toilet paper, etc.
4. Contribution towards electricity (see next section for details).

5. Privacy of booking – you have the site to yourselves for the duration of the booking. 
What the donation does not cover:

Gas: this is an expensive item for the garden to have available, and also requires time etc when it needs replacing. Therefore, whilst we make gas urn available for use, there is an additional charge of £3 for up to half a day (4 hrs) and £5 for a full day (8 hrs). As a sustainable project, we ask people to use the gas responsibily and turn it off once the urn has boiled. Water left over can be used for washing dishes etc, and the urn must be emptied prior to the end of your booking. If you notice the gas is running low, please inform the Coordinator by emailing barrackslanegarden@yahoo.co.uk.
Electricity: We remind all user groups and private bookings that this is a sustainable project. For an evening or winter bookings, users may turn on the lights in the cabin and shelter (and turn them off again at the end of the booking). For any other use of electricity (i.e. plugging in something), the garden would expect an additional donation (to be agreed upon prior to confirmation of booking) to cover this cost.
Wood: We ask user groups and private bookings to bring their own wood for the wood stove in the cabin and for a barbeque or the cob oven if used. Only dry/seasoned wood should be used (not green wood or wood that isn’t completely dry). We expect that the wood stove will need c. 30 minutes or so to really get going to warm the cabin. At the end of the booking, the wood stove/cob over/fire pit should be cleaned up and all waste/rubbish taken away with you for disposal.

Note: The Trustees and/or Coordinator reserve the right to drop-in during the period of your booking.

If you have any queries or want to make or change a booking, please contact the Coordinator by email at barrackslanegarden@yahoo.co.uk. Please note that emails to this address are not checked every day, and so there may be a short delay in replying to you.
Booking form (please use block capitals)
I/we ………………………………………………………………........................................…..   wish to book
Barracks Lane Community Garden on ….….............…………………….................................…...… 2012
from ..............................am/pm  to ..............................am/pm.
Address  ……………………………………………………………………………….....................................
……………………………………………………………………………………………...................................
Postcode  …………………………  Email  ………………………………………………………....................
Telephone / mobile  ……………………………………………………………………..................................
I/we enclose a donation for the booking of:
£.................................
Gas charge
£5/£3 (only delete if not using any gas)

Total donation
£.................................
I/we agree to:

· Be responsible for myself/ourselves and any others I/we bring onto the garden site, and to have completed a risk assessment prior to the booking taking place.
· Only use of the space for activities in keeping with the aims, objectives & the community spirit of the garden.
· Abide by the rules and the health and safety policies which are displayed on the site notice board and outlined in the introduction to this agreement.
· Be aware that all gardens potentially contain some plants that may be poisonous or may cause an allergic reaction. Users are responsible for taking care around plants to ensure your safety, and that of your dependants, within the garden. Poisoning occurs from eating parts of certain plants (leaves, berries, etc) but allergic skin reactions can result simply from touching certain plants.

· Only use equipment or tools or materials from the shed only if agreed by the Trustees in advance.

· Supply our own wood/charcoal if using the wood burner or the fire pit; to undertake a risk assessment and supervise at all times; to make sure all fire is put out and area clean before leaving the site.

· Use the minimum amount of water from the tap (water for use other than cooking or drinking can be taken from the containers at the side of the shed), and to make sure the tap is turned off after use.

· Report damages or hazards to the Coordinator or Trustees.

· Ensure that no rubbish or tools are left out at the end of the session & that the sandpit is covered after use.
· Ensure all lights/electricity have been switched off.

· Ensure that all dishes etc washed, dried and returned to their appropriate place and that the urn has been emptied of all water. No food or other items should be left behind.
· Ensure that the shed is locked and the cabin and garden are left at least as tidy as they were on arrival.

· Ensure that the compost toilet is used according to the instructions and is left in a clean and orderly state.

· To ensure all waste (both recycled and landfill items) have been collected and taken with you when the booking is complete. Your booking should include enough time to set/pack up and tidy up.

· Ensure that the gate is locked when leaving & the key returned to the address below (unless otherwise agreed).
· The terms and conditions listed on pages 1 and 2 of the booking form and above.

signed:
Please return one copy of this form (keep a copy for your reference), along with your donation to:


Barracks Lane Community Garden, c/o 36 Kenilworth Avenue, Oxford OX4 2AN
	Example Risk Assessment for Barracks Lane Community Garden
Note: each group or individual booking must carry out their own risk assessment for their particular groups and activities. By signing the booking form you are agreeing to undertake responsibility for risk assessment for the time you use the garden

	Group booking:
	Name of person of responsibility:
	Person(s) carrying out assessment:
	Date assessment started:

Review dates:


	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	COMMENTS/
ACTIONS
	RESIDUAL RISK
	INITIAL

IF DONE

	Animals, insects, poisonous plants etc
	Injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· Avoid high risk situations

· Take necessary avoidance actions if encountered

· Ensure those with known allergies carry medication


	Brief group
	Low
	

	Avoidable objective dangers/unsuitable location

	Injury
	Volunteers

Visitors (all people on site for the period of the booking)
	· Check all areas of the site to ensure no objective hazards (tools & materials safely stored in shed, no open lying water or dog mess)
· Ensure first aid kit available (there is one kept in the Ali Baba basket in the cabin)

	Brief group
	Low
	

	Low lighting


	Injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· Check all areas of the site to ensure now tools/objects are put away.

· Advise all visitors of low-lighting hazards

· Take necessary avoidance actions if encountered

	Brief group
	High
	


	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	COMMENTS/

ACTIONS
	RESIDUAL RISK
	INITIAL

IF DONE

	Gas urn & hot water

	Burns, injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· Turn off the urn once boiled.
· Ensure the urn does not run dry at any time.
· Ensure children are kept away from hot items.

	Identify an adult to be responsible for supervising it’s use for the duration of the booking.
	High
	

	Fires, including use of barbecues and ovens
	Injury, burns, food poisoning
	Volunteers

Visitors (all people on site for the period of the booking)
	· Close supervision of any fires, urn or other heat sources

· Gas bottles stores and used according to instructions

· Fireguard in place for woodburner

· Outdoor fires kept small and only burn wood
· Barbecues and ovens only to be used by responsible adult with basic food hygiene training and experience of cooking using open fires


	Only have fires if there is a responsible adult supervising at all times. 

Running water and first aid kit accessible  all times
Barbecues and ovens only used with the express permission of the garden Trustees

Identified, qualified adult to supervise cooking at all times

	Medium
	

	Group control
	Injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· Close supervision, large groups split into small groups each with leader 

· Responsible person allocated to  each group understands hazards 

· Overall leader remains in touch with all groups and ensure everyone has left premises before locking up.

	Pre-planning of activities and supervision
	Low
	


	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	COMMENTS/

ACTIONS
	RESIDUAL RISK
	INITIAL

IF DONE

	Compost toilet
	infection
	Volunteers

Visitors (all people on site for the period of the booking)
	· Ensure normal hygiene procedures followed. Handwashing facilities and toilet paper

· Ensure all visitors understand instructions for use

	Brief group
	Low
	

	Extreme weather, cold or sun/heat injury


	Cold injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· Seasonal activity, consideration of forecast and amendment of plans if necessary, use of suitable clothing and equipment, dry spare clothing and emergency equipment if needed

· Daily weather forecast obtained and plans adjusted accordingly.
	Pre-planning, equipment lists to group, kit checked before departure
	Low
	

	Emergencies
	Injury, possible fatality
	Volunteers

Visitors (all people on site for the period of the booking)
	· The group has an emergency plan for dealing with an incident including mobile phone and contact details for emergency services
	Brief group on your emergency plan
	Low
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