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Otley COURTHOUSE

an  arts  and  resource  centre  for  everyone
OTLEY COURTHOUSE PARTY GUIDELINES

· Please ensure that your guests are aware of the fire exits and evacuation procedures.

· For the safety of your guests we do not allow children under 18 onto the balcony. Please ensure that your guests remain in the downstairs areas that you have hired.

· Any electrical equipment brought into the building must have a current PAT certificate or purchase receipt if less than 12 months old.

· It is your responsibility to ensure that your event is covered by insurance.

· As with all public buildings the Courthouse is strictly non-smoking. Smokers should go outside onto the forecourt and use the smoker’s bin provided. In the event that the fire brigade attends because of smoke alarms being activated, the cost will be born by the party organiser.
· No confetti of any kind including rice, paper or real flower petals, is to be used anywhere in the Courthouse or outside in the forecourt.

· Please ensure that chairs are stacked and tables put away at the end of the night. The House Manager will help you with this.

· Please ensure that the room is left in the condition it was in at the beginning of your event. Cleaning equipment is available: please ask the House Manager.

· Please be aware that the Courthouse is situated in a residential area and under the terms of our entertainment license all music must stop at 11pm. Guests will be asked to move into the building at 10pm in order not to cause distress to our neighbors. If the House Manager asks for the music volume to be reduced the party organiser must comply.
· No one under 18 is allowed to consume alcohol anywhere in the Courthouse or on the forecourt. Anyone suspected of doing so will have the alcohol confiscated and poured away, following police guidelines. The Courthouse reserves the right to ban such young people from the function.
· Young people will be asked for ID when asking for service at the bar.

· Illegal substances are strictly not allowed. Anyone found to be in possession of such items will be asked to leave the premises and will be banned from using the Courthouse in future.

· The House Manager & Bar Manager has the right to stop any party or event if the consider any of the above rules have been infringed, or if they consider that actions of any of your guests are breaking the law or likely to cause damage to property. In the case this case the hirer will be liable for all party/event hire charges and damages.
· 28 day notice of cancellation is required otherwise you will be charged at the full rate.

