Sandy Town Council
Lettings Policy
Community Facilities


Objective

· To define the terms and principles that will apply to lettings of Community Facilities managed or owned by Sandy Town Council.
Permitted Hire & Charges
· The facilities are available for hire by all private individuals and community organisations at published rates subject to the defined terms of Acceptable Usage.
· Usage by commercial or charitable organisations may be permitted by special permission of Sandy Town Council. Charges in these circumstances will be subject to negotiation depending on the nature of the event and any special requirements (e.g. plans to charge admission, requirements for complex line marking etc.).
Acceptable Usage

· Sporting activities associated with the facilities at Sunderland Road Recreation Ground and Sandy Upper School.

· Coaching and training activities associated with football and cricket.

· Other sporting, coaching or training activities compatible with the facilities which would not damage or hinder use for their primary purpose.
Unacceptable Usage

· Any other use deemed by Sandy Town Council to be incompatible with the aims and purpose for which the facilities have been provided (e.g. car boot sales).
1. APPLICATION FOR HIRE

All applications for hire of community facilities must be made on an official application form. Application must be received at least 14 days prior to let.

The receipt of an application form for let of a community facility does not constitute an acceptance of the application by Sandy Town Council. The premises shall not be deemed to be let until the applicant has received confirmation in writing from Sandy Town Council.

All applicants must be over the age of 18 years and proof of identity/age may be required.

All bookings made in respect of community facilities are subject to the times stated on the booking form. Hirers must ensure that the community facility is cleared at the appropriate time. Entry to the community facilities will be from the time specified on the application for let. Additional time will be charged after the event, if necessary.

All groups/organisations using accommodation shall state the purpose for which they are engaged and shall not sublet or alter the purpose for which they are engaged without the consent of Sandy Town Council. If the community facility, or any part thereof, is used for purposes different from that for which they are engaged Sandy Town Council reserves the right to terminate the booking at any time without Sandy Town Council being liable to the hirer for costs incurred by the group/organisation.

All applications must state the specific areas of accommodation within the facility required for let. No other areas of the facility will be available as part of the let.

No application for let will be accepted while any accounts for payment by the hirer to Sandy Town Council remain outstanding.

Sandy Town Council reserves the right to grant or refuse any application for let in whole or in part without giving any reason for same.

2. BOOKING COMMUNITY FACILITY IN ADVANCE 

Bookings for community facilities can be made up to one year in advance of the date of booking. Provisional bookings will be accepted within this same time scale and will be held by the Council for 7 working days. A booking will be confirmed on receipt of a correctly completed application form and the payment of a deposit. If no confirmation of a provisional booking is received after 7 days the booking will be cancelled.

3. PAYMENT

 Bookings of a sole/one-off nature must ensure that payment is received in advance of the booking. Payment must be received at least 7 days prior to the booked date. 

Sandy Town Council reserves the right to bill additional charges as a result of any damaged outlined in Section 5 after the event. The Town Council also reserves the right to levy a deposit against potential damage.
Failure to pay any accounts within the time required will result in no further availability of premises until the account is paid.

4. CANCELLATION

Sandy Town Council reserves the right to cancel a let without being liable for compensation in the event of facilities becoming unavailable as a result of act of God, act of Superior Authority, force majeure, public emergency or for any other compelling reason.
Notification of hirer's intention to cancel a let must be made in writing. In the event of cancellation by the hirer the following charges are payable by the hirer:
· More than 14 days – No charge.
· 7 to 14 days in advance – 50% of hire charge.
· Less than 7 days in advance – 100% of hire charge.

5. LOSS, INJURY OR DAMAGE

The hirer is responsible for any loss or damage to the building, fixtures, fittings, contents and décor during the let.

The hirer is advised that Sandy Town Council can accept no responsibility in respect of loss or theft of articles from the premises during the let or any articles left on the premises at any time.

Sandy Town Council accepts no responsibility for any loss or damage, including personal injury and death, resulting from the premises proving to be unsuitable for the hirers intended use.

The hirer is advised to take out appropriate insurance to cover loss or damage of property belonging to themselves, Sandy Town Council or members of the public and to cover death or injury of persons in the building during the period of hire.  
When an event is open to the public, the hirer is required to take out at least public liability insurance and the premises are let on the understanding that this will be done. Proof of insurance must be provided to the Town Council.
The hirer must indemnify Sandy Town Council against any loss or damage as described within these conditions.

6. LAYOUT & CAPACITY

Sandy Town Council shall be notified by the hirer at least four days prior to the date of the hire in order that any arrangements can be made in terms of seating and layout.
The hirer must strictly adhere to the capacities of each community facility. Failure to comply with the given maximum capacities may result in the termination of the let at any time without Sandy Town Council being liable to the hirer for damages.

7. HEALTH & SAFETY

If a hirer is operating any portable electrical appliance not provided by Sandy Town Council this equipment must have a valid portable appliance test label or certificate. If the valid label or certificate is not available then this equipment will not be able to be used within Sandy Town Council facilities.

The hirer is responsible for ensuring that all gangways, doorways, stairways, exits, emergency exits and entrances are kept unobstructed at all times.

Hirers must make themselves aware of Fire Regulations and procedures in force and as outlined in the fire evacuation notices displayed in community facilities.

No explosives, highly flammable spirits or liquid gas containers shall be brought into community facilities and the use of naked lights in any part of the building is strictly prohibited.

All chemical substances used by users must be approved by Sandy Town Council. In accordance with the COSHH regulations the council would then seek a product data sheet and there after carry out assessment of the product suitability in relation to Health and Safety. No chemicals will be allowed in any facility without prior approval. 

In the event of an accident within the premises the lessee must report the incident immediately to an officer of Sandy Town Council and an accident report form must be completed and returned.

8. PROPERTY/EQUIPMENT

All additional fittings, decorations or scenery of any kind provided by the hirer shall be subject to the approval of Sandy Town Council before being fitted and must be removed, if required, on the orders of Sandy Town Council. Failure to remove items as required will result in making arrangements to remove the same at the hirer's expense.

All other property brought into the community facilities by hirers must be removed at the end of the let unless otherwise authorised by Sandy Town Council. Failure to comply with this condition will result in hire charges being extended to cover items involved and or any costs incurred relating to their temporary removal.

The hirer shall not interfere with electrical fixtures and fittings. No extension from existing electrical fittings shall be made without the consent of Sandy Town Council.

No fittings of any kind (bolt, nails, screws, blue tack etc.) shall be attached to any part of the interior or exterior of the building without prior consent from Sandy Town Council.

All hirers, including organisations, must leave the premises in a clean and tidy condition. Failure to comply may result in additional charge to cover cost of additional cleaning.

The hirer shall not encroach onto the cricket square except where the hire is for the purpose of playing a cricket match.
Parking of vehicles will not be permitted on the playing fields, without prior arrangement with the Town Council.


9. NOTICE/DISPLAY BOARDS

The use of community facility notice/display boards is prohibited unless by prior arrangement with Sandy Town Council.

No posters, boards, placards, logos. Fittings, banners, signs or advertisements or other display materials shall be affixed to any internal or external doors, walls or windows without prior consent being granted by Sandy Town Council.

10. STEWARDING

The hirer is responsible for the provision of adequate stewards and security staff and for the maintenance of good order at events/functions. Sandy Town Council reserves the right to specify and/or engage stewards, security staff and first aid personnel on behalf of the hirer at the hirers expense in circumstances that it deems appropriate.

11. SMOKING

Sandy Town Council operates a no smoking policy in all facilities.
The hirer is responsible for ensuring that the no smoking policy is adhered to and is liable for penalties or consequences arising from any breach of this policy.
12. PERFORMING RIGHTS SOCIETY/
PHONOGRAPHIC PERFORMANCE LTD.

The hirer must comply with all the Performing Rights Society regulations and supply any relevant information pertaining to this as requested by Sandy Town Council.

The hirer will obtain any necessary licenses from the Phonographic Performances Ltd in respect of use of sound recordings and indemnify the Council against any breach of copyright during the let.

13. CONSUMPTION OF ALCOHOL
All requests to consume alcoholic liquor require the permission of Sandy Town Council. It is the responsibility of the hirer to complete the booking form requesting this permission.
The Town Council prohibits the sale of alcoholic liquor on the premises.

14. FOOD SAFETY

The hirer is required to ensure compliance with the Food Safety Act 1990 and any subsequent related regulations.

The hirer is expected to familiarise themselves with the facilities available and to ensure that they are adequate for the purpose intended.

The hirer will be required to remove all reasonable waste from the environs of the facility and where necessary make special arrangements for its removal with a licensed contractor before final vacation of the premises.

15. AMENDMENTS TO CONDITIONS

Sandy Town Council reserves the right to amend or add to these conditions of let at any time.

16. SPECIALIST/SPORT/COACHING BOOKINGS

All bookings of a coaching/teaching nature are approved on the understanding that the appropriate coaching qualifications from the recognised sport or coaching body or association is in place and that the appropriate C.I.B. checks have been undertaken. Sandy Town Council reserves the right to inspect such qualifications.

Outdoor specialist footwear must not be worn be removed before re-entering the changing rooms after sporting activity.
Outdoor specialist sporting footwear must not be worn inside the Social/Education Room under any circumstances.

17. GENERAL

For the purpose of these conditions the term 'Sandy Town Council' shall include persons authorised by the Council and the term 'hirer' shall also include their employees, their agents, tradesmen, contractors, suppliers and member of general public entering at the invitation, express or implied, of the hirer of or their agents, tradesmen, contractors and suppliers.

The term 'Community Facilities' shall include all facilities administered by Sandy Town Council.

The relevant council officers shall have access to all parts of the community facilities at all times during periods of let.

Advice and instructions of Sandy Town Council must be strictly adhered to at all times during the let.

Sandy Town Council or persons authorised by the Council shall have the right to suspend or take action at his discretion on any matter which, in the opinion of the Council's officers, does not comply with the terms of these conditions, or which he considers necessary in the interests of safety and good order or to deal with any contingency not covered by these Conditions of Let.

	1 
	Name of prospective hirer 

	
	

	2 
	Contact details of prospective hirer 

	
	Name
	

	
	Address
	

	
	Telephone Number
	

	
	Email Address
	 

	3 
	Which of the facilities are required. 
	Available
	Required

	
	Pavillion 
	Changing Room(s) – No Disabled Facilities
	4
	

	
	
	Changing Room – With Disabled Facilities
	2
	

	
	
	Social/Educational Room
	1
	

	
	
	Kitchen
	1
	

	
	Football Pitches

(1st Sept.-30th Apr.)
	Full Size
	2
	

	
	
	Junior
	1
	

	
	
	Mini
	3
	

	
	Cricket Pitch

(1st May.-31st Aug.)
	
	1
	

	
	Bowling Green
	
	1
	

	4 
	Details of purpose of hire 

	
	

	5 
	Date/Dates of hire 

	
	

	6 
	Other relevant information as required by Conditions for Hire

	
	

	I have read and agree to the Conditions for Hire and confirm that the above details are complete and correct:
Signed………………………………………………………………….. Date…………………………………… 

On Behalf of…………………………………………………………………………………………………………. 


For Use by Sandy Town Council Only:

	Date Application Received
	Hire Approved/Rejected
	Date Applicant Notified

	
	
	


