Information of Harrow Arts Centre Group Leaders

Rooms at Harrow Arts Centre are booked on the understanding that they will
be available and ready at the start of the booking period. The room may be
ready in advance of that, but it is not guaranteed.

If the room is not unlocked at the start of the booking period, you should
contact the Facilities Team on 07736 778458 rather than going to the Box
Office. Box Office staff will just contact the Facilities Team to investigate any
issues, so going there will delay any resolution. We have been asked to request
that you do not contact the team until the start of the booked time which in
most cases is the same as the meeting start time.

If the room is late being opened, or is not set up as specified, you should
inform premises.hu3a@yahoo.com so she can take the matter up with the Arts
Centre. If the problem is such that you can’t hold your meeting as planned,
contact the Facilities team immediately.

If your room is in use prior to your booking, no one should enter the room until
the start of the booking period, or until the previous group has left. If the room
is still occupied at the start of the booking period, one person (the group leader
or a representative) should enter and point out that their booking is over. If this
doesn’t resolve the issue, you should contact the office or facilities team. All
Harrow u3a members should remain outside of the room until the situation is
resolved.

Please remember that cancellations made less than 61 days before the booked
date incur a charge, so, depending on your group, it may be a good idea to
have an alternative meeting leader so that meetings can still take place if you
are unavailable at short notice. The alternative meeting leader should be aware
of these Arts Centre rules, basic safety requirements and your risk assessment.
If they have member contact information, they should also have signed a GDPR
agreement (available from the Study Group Coordinator).



