Heathfield and Waldron Parish Council

HEATHFIELD COMMUNITY CENTRE

Conditions of Use and Hire – August 2025
1.  
CORRESPONDENCE - correspondence should be addressed to Heathfield and Waldron Parish Council, 73 High Street, Heathfield, East Sussex, TN21 8HU.  The address of the Community Centre is Heathfield Community Centre, Sheepsetting Lane, Heathfield, East Sussex, TN21 0XG. Alternatively, please email nlee@hwpc.org.uk. 
2.  
BOOKINGS - All Bookings must be made on an official Booking Form together with a relevant (RA) risk assessment form (RA to abide by Martyn’s Law if relevant on GOV.UK. )  through the Parish Council. Cheques should be made payable to Heathfield and Waldron Parish Council. Submission of the Booking Form and RA shall constitute acceptance of these conditions. All bookings to be vacated by the agreed time.  Bank transfer facilities are available please see account number and sort code on the invoice. For debit card payments please visit the office. 
3.
PURPOSE OF HIRE –The premises shall not be used for any purpose or in any manner other than that stated on the Booking Form.  The premises shall not be sub-let to another person or organisation.


Please note the use of the stage area is at your own risk.

4.
REGULATIONS – All users of the Centre are bound by the Conditions of Use and 

Hire laid out in this document.  The decision of the Council in interpreting the Conditions is final.

4.1
KEY SAFE ACCESS – IMPORTANT INFORMATION

Users accessing the centre after 4:30pm will do so using the key safe. Hirers are expected to: 

· Lock the facility securely after use.

· Return all keys to the key safe, including the equipment key, if used.

If a caretaker is required after 4:30pm, an additional charge of £7.50 will be added to your booking.

Misuse or loss of keys will result in immediate termination of the current booking and cancellation of any future bookings.


For urgent assistance, please contact the emergency number provided.
5.
CANCELLATIONS – By Hirer: All cancellations must be in writing and sent to the correspondence address shown at 1. above.  In instances where less than 7 days’ notice is given, the booking fee will be retained unless an alternative booking for that hire period is received. 
 5.1       By Council: The Council shall have the right to cancel the booking if the hall is required as a polling Station at the relevant time and if for reasons beyond the control of the Council, the Council is unable to provide the facilities on the Hire Date, the booking will be cancelled and all hire charges will be refunded in full.  This shall be the limit of the Council’s liability. 
6.
RESPONSIBILITIES OF THE HIRER: The Hirer will be responsible for:
6.1
the hirer will ensure that the premises is not used for any unlawful or improper purpose, or in any manner which might endanger or invalidate any policy of insurance. 
6.2
ensuring that sufficient responsible persons are in attendance and provide supervision at the function. 
6.3
obtaining any consents and licences as may be necessary for the purpose of the hire including compliance with Performing Rights requirements.
6.4
ensuring that the relevant regulations regarding Public Entertainment Licence (see 8 below) are complied with for any function that is open to the general public and involves entertainment and dancing;

6.5
ensuring that there is no infringement of copyright during the period of the hire and that the requirements of the Performing Rights Society Limited in relation to musical works are complied with;

6.6
ensuring that any electrical appliance used in the premises shall be safe and in good working order and used in a safe manner;

6.7
for any damage caused to the premises or equipment during the period of hire, as a result of the hire and shall pay to the Parish Council on demand any costs incurred in making good such damage.

6.8
for immediately notifying the Police of any criminal damage of anti-social behaviour occurring on the premises within the period or hire and notifying the Parish Council of the crime report number, if applicable, during 3 working days of the period of hire;

6.9
for ensuring no gaming, betting games or lotteries shall be carried on in the premises in contravention of the Betting Games and Lotteries Acts;

6.10
FIRE - for ensuring that all exit doors are unlocked and unobstructed.


In the event of a fire alarm sounding (loud continuous siren) the hirer is to evacuate the building (in liaison with the Primary Care Trust’s Evacuation Officer if during working hours).  The Assembly Point is by the caged waste compound in car park and call the Fire Service by dialling 999 stating the address of the premises as Heathfield Community Centre, Sheepsetting Lane, Heathfield, East Sussex, TN21 0XG

6.11
Once the building is evacuated and Fire Service have been called, the Hirer should notify the on-duty Caretaker that the alarm has sounded.  

6.12      Ensuring that they are familiar with the additional sheet Emergency Procedure for Hirers

7.
PUBLIC ENTERTAINMENT LICENCE – The Licence for the Centre requires that any public entertainment finishes by 23.00 hours.  For certain performances, 21 days’ notice must be given to the Licensing Authority, the Chief Fire Officer and the Chief Officer of Police.   

8.
SMOKING – No smoking or vaping is allowed in any part of the Centre.  No Smoking notices are displayed and failure to comply with this Condition may result in the loss of your deposit.

9.
INDEMNITY AND INSURANCE – The Hirer shall be liable for and indemnify the Council against any liability, loss, claim or proceedings however arising as a result of the hiring.  The Hirer may consider it prudent to effect insurance against potential liability arising from the hire. 

10.
CHANGE OF REGULATIONS – The Council reserves the right to amend these Conditions of Use and Hire at any time and the Conditions in force shall be those applying at the date of hire.

11.
COMPLAINT – Any complaint by the Hirer in respect of use of the Centre shall be made to the Clerk to the Parish Council in writing within 7 days of the date of the hiring and addressed to the correspondence address shown at 1. above. 

12.
SECURITY – Would all users of the premises ensure that they do not leave packages or parcels behind at the end of their hiring period 

13
SEATING – please note that the chairs in the Hall have a manufacturers’ maximum weight limit of 16st 9lbs.  It is the hirer’s responsibility to make users aware of this where appropriate.
14. 
DOGS – No Dogs are allowed in the HCC building unless they are guide dogs. Any fouling on the grounds including the car park to be picked up and placed in the dog bin provided. 
15. 

KITCHEN FACILITIES - Users shall, if preparing, serving or selling food or drink, comply with all relevant health and hygiene rules and regulations. Please note ovens are for heating of prepared food only.

All catering and other equipment is to be left clean and tidy and replaced where it came from.  The 
kitchen and surrounding area are to be left in a clean and tidy condition, properly locked and secured 
unless agreed otherwise by the Council’s representative.  The Council will be at liberty to make an 
additional charge for remedying any of these matters, if necessary.  

16.
The Hirer will be personally responsible for the cost of all losses or damage incurred during the hiring, and for the cost of removing any belongings or rubbish left behind, unless specific permission has been obtained in advance from the Council’s representative

17. 
Use of own equipment on site – The hirer is responsible for any equipment brought and on site. It is the hirer’s responsibility to ensure the equipment adhere’ s to all regulations, electrical equipment must be PAT tested. 

18
By signing the waiver form, the Hirer accepts the terms specified in the waiver of risk document attached. 
Please Note:  We would ask all our hirers to ensure that those attending the Centre, park in a responsible and

considerate manner to avoid nuisance to local residents or obstruction to emergency vehicles.  Wherever

possible, those unable to park in the Centre car park should use the free public car park at Mill Road instead   of parking on verges outside the Centre.  We thank you for your kind co-operation.
2
Important Note: Hirers confirm their acceptance and understanding of these terms and conditions by signing and returning the Booking Form 

