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1.0
INTRODUCTION
1.1
The Town Council owns several open spaces that can be let for a variety of non-sporting meetings or events.  These lettings generate income for the Council.  Separate terms and conditions apply to the provision of sports pitch bookings.
1.2
This policy sets out the letting procedure for these open spaces and clarifies the Council’s position on charging for use.
2.0
OPEN SPACES
2.1
The Council owned open spaces available for lettings are:
· Luxford Field

· Victoria Pleasure Ground 
· West Park Recreation Ground 
· Harlands Farm 
· New Barn 
· Ridgewood Recreation Ground 
3.0
REGULATIONS
3.1
All users are bound by the rules and regulations governing the use of the open spaces and incorporated into these conditions. 
4.0
INTERNAL AND EXTERNAL BOOKINGS
4.1
Bookings may be internal or external.  Internal bookings are the Council’s own bookings, e.g., Road Safety Week.
5.0
CHARGES
5.1
External bookings will be charged at either commercial or non-commercial rates.  

5.2
All charges are with effect from 1st April each year.  Each booking will be charged at the rate in effect at the date of the event (not the charge in effect at the time of booking).
5.3
The commercial hire rate will be charged where the organisation making the booking will be charging delegates or visitors a fee or charge for attending the event, or are made by commercial companies or businesses as part of their day-to-day business, i.e., funfairs, etc.
5.4
The non-commercial rate will be charged where the organisation making the booking is:

· A local community organisation, society or club.
· Non-profit making or has charitable status which can be verified.
· A member of the public wishing to hold a private meeting or event or party.
· A local, district or county council, health authority, school or other statutory body.

6.0
BOOKING PROCEDURE
6.1
All bookings must be made prior to the meeting or event taking place.

6.2
The following procedure for bookings and payment shall generally/where applicable apply to all bookings.
6.2.1
Hirers must be 18 years of age or over.

6.2.2
All bookings will be deemed to be “provisional” until completed and signed forms are returned from the hirer.  Provisional bookings will be held open for a period of 14 days from the issue of the booking forms.  
6.2.3
A signed confirmation copy will be sent to the hirer.

7.0
PAYMENT
7.1
Hirers will be invoiced for the hire charge payable, at least 28 days prior to the booking and paid in full within 14 days.  All payments must be made in advance of the booking date.  
8.0
CANCELLATIONS
8.1
Hirers may cancel bookings by telephone, by fax, by email or in person by visiting the Council Offices.  Staff will attach notification of the cancellation, including details of when it was made and by whom, to the original booking form.

8.2
Cancellations made within 14 days of the actual date of the booking will incur the full cost of the hire charge as previously invoiced.
8.3
The Council reserves the right to cancel a booking if it is found that the information as to the proposed use, maximum numbers attending or any relevant factor given at the time of booking was incorrect.

8.4
The Council reserves the right to cancel a booking if there is any outstanding invoice for the date of hire, or if the hirer has other invoices outstanding for previous bookings which the Council is actively pursuing in accordance with the Late Payments (Bad Debts) Policy No. 41.    
8.5
The Council reserves the right to cancel a booking to undertake any emergency work or repairs that may be required.  Every effort would be made to find an alternative venue for the hirer within other Council open spaces as appropriate.
8.6
The Council reserves the right to cancel bookings at any of its open spaces in the event of a disaster (e.g. flooding).

9.0
PURPOSE OF HIRE AND SUBLETTING
9.1
The hirer shall not, without previous consent in writing from the Council, use the open spaces for any other purpose other than that stated on the booking form.  

9.2
The hirer shall not, without previous consent in writing from the Council, under-let or part with possession of the open spaces or any part thereof to any other person or organisation.

10.0
MAINTENANCE OF GOOD ORDER
10.1
The Council reserves the right to remove or cause to be removed from its open spaces any person without given reason for doing so.

10.2
The hirer is responsible for the maintenance of good order and ensuring there are adequate responsible persons for the proper supervision of the match or event, if appropriate before and after the period of hire.
10.3
The hirer is responsible for ensuring that any persons under 18 years of age are properly supervised at all times during the match or event, and, if a bar is available, that no persons under 18 years of age buy alcohol or consume any alcohol bought for them from the bar.
11.0
PERSONAL INJURY AND LOSS OR DAMAGE TO PROPERTY
11.1
The use of the Council’s open spaces and equipment is permitted entirely at the user’s own risk and the Town Council shall not be liable for any personal injury to any user, or for any loss or damage to any user’s property (whether they be the hirer, employee, invitee or associate of the hirer.)
12.0
SECURITY
12.1
Where keys to open spaces are issued to a hirer, either for a short term booking or for a seasonal booking, the Council reserves the right to make a refundable security charge for the return of the key.  
12.2
The hirer is responsible for ensuring that the open space is locked and secure at the end of their booking, and that the key(s) are returned to the Council offices promptly.
12.3
The hirer should inform the Council offices as soon as is practicable if keys are lost or misplaced.  The Council reserves the right to retain the security charge (if levied) if keys are lost, and also to charge the hirer any additional costs incurred in replacing keys or locks in the event that  keys are lost during the period of hire.  
12.4
Where it is felt that a refundable security charge should be made, these charges will be as follows:


Short term hirers (1 - 4 dates hired) 

£5 per key


Seasonal hirers (5+ dates hired)


£20 per key


Replacement of lock 




Charged at cost

13.0
CATERING
13.1
The Council is unable to provide catering at any open space.  However, there are tea rooms and a kitchen at both pavilions which can be hired.

13.2
Hirers may not sell or provide alcoholic drinks at any open space unless prior permission has been sought from the Council and the relevant licences obtained.
14.0
BROADCASTING AND FILM RIGHTS
14.1
No person or body hiring any open spaces shall grant broadcasting (sound or television) or film rights without the prior written consent of the Council.
14.2
If such consent is given, the Council reserves the right to take part in any negotiations, to be party to the terms and conditions of any agreement reached and to share in any income and publicity derived therefrom.

15.0
PUBLIC PERFORMANCE AND COPYRIGHT WORKS
15.1
The Council will not include events on its PRS For Music declaration that are organised by a hirer.
15.2
In these cases, the Council is obliged to provide the details of any events for which it provides permission to be held to PRS For Music.  These details must be provided on the Council’s booking form in advance of the meeting or event taking place, including the contact details for the organiser and the dates of the event.
15.3
It is a condition of the Council’s hire agreement that the organiser must arrange a PRS For Music licence if required.  PRS For Music can be contacted at: Performing Right Society Limited, 29-33 Berners Street, London. W1T 3AB.  www.prsformusic.com

15.4
The Council requires that the hirer shall observe all Acts of Parliament, regulations and byelaws applicable to public entertainment including music, singing and dancing in public places. 

16.0
SERVICES AND ALTERATIONS
16.1
No additions or alterations shall be made to services and no alterations shall be made to the open space or to any of property of the Council.

16.2
No equipment or materials requiring attachment to the open spaces shall be installed except with the prior express permission in writing from the Council, and upon such terms and conditions as shall be stipulated and to the entire satisfaction and under the supervision of the Council.
16.3
The Council reserves the right to request from the hirer a copy of the current portable appliance test certificate for any electrical equipment that will be brought onto and used on any Council owned open space.

16.4
The Council maintains and provides an electrical box on Luxfords Field that may be used by hirers using the field for fetes, etc.  The Council will ensure that the meter is read immediately prior to and immediately after any such hiring and will recharge any electricity used to the hirer within 7 days of the date of hire.  The Council will provide separate guidelines for use of the electrical box on Luxfords Field. (Appendix A)
17.0
 MAKING GOOD OF DAMAGE
17.1
The cost of making good any damage to the open spaces shall be determined by the Council, and such costs shall be payable by the hirer within 14 days of being sent a written demand for such payment.

17.2
The Council reserves the right to charge a refundable deposit for use of open spaces that will be used for funfairs or other such events.

18.0
LITTER 

18.1.
Users of all open spaces are required to arrange their own collection and disposal of litter on the day that they vacate the site including:

· Not leave bins overflowing;

· Making arrangements for suitable containers/bags to be in place for the collection of litter during the event;

· To replace bags/empty the bins around the field if overflowing during or at the end of the event
Details of such arrangements should be forwarded to the Council prior to the event.  Failure to do so will result in the Council clearing such litter and recharging the organisation the full costs of such removal and also withdrawing their future use of the facility. 
19.0
RIGHT OF ENTRY
19.1
The Council reserves (for any authorised Officer whether of the Council, Police, Fire or other statutory authorities) the right of entry at all times to Council owned open spaces and the right to require the hirer to refuse admission to, or remove from the open spaces, any disorderly person or persons or any article which, in the opinion of the Council, may cause danger or damage to the open spaces or the users thereof.
20.0
INDEMNITY AND INSURANCE
20.1
The hirer shall be liable for and shall indemnify the Council against any liability, loss, claim or proceedings whatsoever arising under any statute or any common law in respect of any default or injury howsoever or by whosoever caused or to any persons which shall occur whilst such person is in or upon any part of the open space, or in respect of any loss or other damage suffered or sustained by any person as a consequence of any such default or injury other than arising from the Council’s negligence.
20.2
The Council reserves the right to require any hirer to produce evidence that the necessary insurances referred to in 19.1 have been taken out and are in force at all material times.
20.3
Hirers are advised to consult their insurers so as to safeguard themselves in the event of them being held liable for any claim, demand, action or proceedings in this connection.

21.0
FLY POSTING
21.1
The practice of displaying posters on vacant shop facilities, street furniture, builders’ hoardings, trees, etc, without the consent of the local planning authority is illegal and makes the offender liable, on summary conviction, to substantial penalties. 

21.2
The unauthorised display of posters may result in the cancellation of the booking to which the posters refer, and would be taken into account when considering future bookings of any Council open spaces.
22.0
LOTTERIES, RAFFLES AND GAMING
22.1
No gaming, betting games or lotteries shall be carried out on, or allowed to be carried out on Council owned open spaces, except those games made lawful by the Betting Games and Lotteries Act, and then only if the appropriate statutory provisions are complied with.
23.0
FUNFAIRS

23.1
The Council allows a funfair to be held on Luxford Field as part of the Uckfield Carnival celebrations, and will consider other funfairs using the field at other times during the year. 
23.2
All applications will be considered on merit. 
23.3 
The fun fair proprietors shall:- 
i. Maintain a policy of insurance (a copy of which must be submitted to Uckfield Town Council a minimum of 21days prior to the event), indemnifying the Council against any liability, loss, claim or proceedings, in respect of personal injury or death of any person, or damage to any property real or personal, arising as a result of the hirer’s negligence or wilful default or that of their employees or volunteers.

ii. The minimum limit under (i) above to be £10,000,000, (ten million pounds), in respect of any one claim arising out of any one occurrence.

iii. No later than 21 days prior to the funfair arriving on site, pay to the Council the operating day charge, (excluding Sundays and the days set aside for erecting and dismantling).

iv. No later than 21 days prior to the funfair arriving on site, deposit with the Council the appropriate deposit. Such deposit will be returnable if no clearance or reinstatement work etc. is found to be necessary, but without prejudice to the Council’s right to claim a further sum if works in excess of the deposit are found to be necessary as a result of the use of the site.

v. Provide current copies of the Engineers Equipment Inspection Certificates for all equipment and machinery entering the site at least 21 days prior to arrival on the site.

vi. Ensure that the daily records of equipment inspections are available for scrutiny by the Council at any time whilst on the site.
vii. Ensure that the funfair complies with the Health and Safety at Work Act 1974 and any and all subsequent or subordinate regulations made under that Act, together with all duties within the Management of Health and Safety at Work Regulations 1999, provision and use of the Work Equipment Regulations 1998 and the Workplace Health, Safety and Welfare Regulations 1992.

viii. Fire Safety – The proprietor shall also ensure that suitable and sufficient fire fighting equipment is provided for each fare paying facility.  All such equipment to be maintained and available for use at clearly identified locations.  A record of annual maintenance is to accompany each piece of equipment.
ix. First Aid – The proprietor shall ensure that suitable and sufficient first aid equipment is provided for each fare paying facility.  All such equipment to be maintained and available at clearly identified locations.  A competent person, trained in first aid, must be appointed to inspect, replenish or replace first aid equipment.

x. The proprietor shall also ensure that operating practices and procedures as set out in the Health and Safety Executive’s Code of Practice for Fairgrounds and Amusement Parks, (HS (G) 81 refers), are adopted as the minimum operational standards for the conduct of their undertakings.

xi. Provide sufficient competent supervisory personnel to ensure the safety and control of participants and members of the general public.

xii. Ensure that the funfair does not come onto the site before and vacates the site by noon on the agreed dates.  No extensions to these dates will be considered.

xiii. Only open the funfair for business between the following hours:- 

a. Weekdays



18.30 to 22.30 hours. 

b. Saturdays and Bank Holidays
14.30 to 23.00 hours.

c. In the event that a “Happy Hour” is proposed the proprietor may be permitted to open the funfair for business from 13.30 hours on Saturday. 
xiv. Undertake not to open the funfair for business on Sundays.

xv. Ensure that any amplification equipment is controlled to the satisfaction of the Council so as not to cause a nuisance to nearby residents or members of the general public.

xvi. Ensure that all generators and associated equipment are fully serviced, fitted with efficient silencers and sound proofed as necessary.

xvii. Ensure that all generators and associated equipment are sited as far as possible from houses, with vehicle cabs facing residential properties, with, wherever possible, operators’ caravans being placed between the generators and the residential properties.

xviii. Ensure that the siting of all equipment and displays is strictly in accordance with the instructions of the Council and undertake to immediately remove any article not so positioned.

xix. Ensure that adequate toilet open spaces are available for use by persons accompanying the funfair and their personal visitors.

xx. Ensure that no livestock shall be given away as prizes or sold.

xxi. Ensure that all dogs are controlled so as to avoid causing a nuisance to any users of the site and ensure that they do not contravene any local bye-laws or dog control orders.

xxii. In accordance with this policy, not to advertise the fun fair using the technique known as “fly posting”.  The practice of displaying posters without the consent of the local planning authority is illegal and makes the offender liable, on summary conviction, to substantial penalties.  The unauthorised display of posters may result in the cancellation of the hiring to which the posters refer, and would be taken into account when considering future bookings.
xxiii. Leave the entire site free from litter and in a clean and tidy condition and undertake to reimburse to the Council any costs exceeding the amount deposited for any additional work, site clearance or ground reinstatement etc., which may be found necessary as a result of the use of the site.

xxiv. The proprietor will carry out all litter, rubbish and other clearance works on the day that they vacate the site, and will be responsible for any associated disposal charges.

xxv. The Council reserves the right to withdraw permission, if, in its opinion, prevailing weather conditions are such that excessive damage could be caused to the field or its surroundings.
24.0
COMPLAINTS
24.1
Any complaint by the hirer in respect of the use of any of the Council’s open spaces should be made in accordance with Council’s Complaints Policy No.17, a copy of which is available from the Council offices.
APPENDIX A

INSTRUCTIONS FOR THE SAFE USE OF THE

ELECTRICITY BOX ON LUXFORD FIELD.
To comply with the Town Council’s Health and Safety Policy No.3, a copy of which is available from the Council offices, the following instructions must be adhered to by the hirer:

1.
The key must be signed for using the attached form by the person named on the booking form and that person will be deemed to be responsible for the key at all times during the period of hire.  The key should be returned to the Council offices as soon as is practicable after the event.

2.
The door to the electricity box must be kept locked at all times, especially when in use.

3.
There is a trap at the bottom left hand side of the door through which all cables should be fed.  The trap can be opened and must be secured from the inside to prevent damage to cables.  The trap must be closed and secured at the end of the period or hire.

4.
All cables from the box crossing the public footpath must be covered so as not to be a trip hazard to members of the public and to prevent damage to cables.

5.
The Council will read the meter at the start and end of the period of hire.  Hirers are advised to check the readings and report any discrepancies to the Council offices immediately.  Hirers will be invoiced for the number of units used. 
6.
The cost of repairs for any damage caused to the box in any way during a let or as a result of the hirer’s failure to secure the box at the end of the period of hire, will be charged to the hirer.

7.
The hirer shall indemnify the Council against all claims, demands, actions or proceedings in respect of death or injury to any person which shall occur during the period of hire or prior or subsequent thereto, if in relation to or by reason of the hiring.

LUXFORDS FIELD ELECTRICITY BOX
KEY RECEIPT AND METER READINGS
Name:






Organisation:

Address:

Telephone:

Date of booking:




Booking No:

Date key collected:




Date key to be returned by:

Meter reading (start of hire):



Meter reading (end of hire):

            To read the smart meter press 9 on the keypad your will see the letters “IMP KWH” appear on the screen. On the bottom right of the screen you will see numbers and kWh. Take the first 7 digits this is your reading.

Instructions for the safe use of the electricity box on Luxford Field.

To comply with the Town Council’s Health and Safety Policy No. 3, a copy of which is available from the Council offices, the following instructions must be adhered to by the hirer:

1.
The key must be signed for using the attached form by the person named on the booking form and that person will be deemed to be responsible for the key at all times during the period of hire.  The key should be returned to the Council offices as soon as is practicable after the event.

2.
The door to the electricity box must be kept locked at all times, especially when in use. 

3.
There is a trap at the bottom left hand side of the door through which all cables should be fed.  The trap can be opened and must be secured from the inside to prevent damage to cables.  The trap must be closed and secured at the end of the period or hire. 

4.
All cables from the box crossing the public footpath must be covered so as not to be a trip hazard to members of the public and to prevent damage to cables. 

5.
The Council will read the meter at the start and end of the period of hire.  Hirers are advised to check the readings and report any discrepancies to the Council offices immediately.  Hirers will be invoiced for the number of units used. 
6.
The cost of repairs for any damage caused to the box in any way during a let or as a result of the hirer’s failure to secure the box at the end of the period of hire, will be charged to the hirer. 

7.
The hirer shall indemnify the Council against all claims, demands, actions or proceedings in respect of death or injury to any person which shall occur during the period of hire or prior or subsequent thereto, if in relation to or by reason of the hiring. 

Signed (Hirer):




Date:

Key issued by:



            Date Key returned:
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