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CROWTHORNE PARISH COUNCIL (CPC)  
 

Morgan Centre (Parish Office), Wellington Road, Crowthorne, RG45 7LD   Tel: 01344 771251  
E-mail: administration@crowthorne-pc.gov.uk 
 

The Council works in partnership with ‘Crowthorne Reduce Our Waste (CROW)’ and promotes the use of 
reusable cutlery and crockery and the avoidance of single-use plastic and products for events on its premises.  
Please support us in this endeavour. 

 

Terms and Conditions of Hiring Facilities 
1  Terms 

1.1  Hirer: The Hirer must be an adult of 21 years or over.  In signing the Booking Form the Hirer accepts the stated Terms 

and Conditions of Hire and that the Hirer is responsible for ensuring they are adhered to. 

1.2  Hire Period(s) and Hourly Charge:  Is as stated on the Booking Form. 

1.3 Refundable deposit:  Is as stated on the Booking Form and subject to clauses 2.1 – 2.5. 

1.4  Hire Times:  Are as stated on the Booking Form and must include any time required for set up and clearing away. 

1.5 Total Cost of the Hire:  Will be invoiced to the Hirer and must be paid not less than 14 days from the Hire Date(s) on the 

Booking Form or the Booking will not be guaranteed. 

1.6  Premises Licence:  Is issued by Bracknell Forest Council and defines the Licensable Activities applicable at the Premises 

offered for Hire which can be viewed on request.  The Hirer is responsible for ensuring that the proposed use of the 

premises will not contravene the Premises Licence. 

1.7  The Premises and Facilities required and Event Purpose of the Hire: Are as stated on the Booking Form. 

1.8 Maximum Attendees: Must not exceed the conditions stated in 2.14 below. 

1.9 Insurance Expiry Date: Ensures that the Public Liability Insurance of the Hirer is valid for all dates of the Hire. 

1.10 Multiple Hire Bookings 

 1.10.1 Multiple Hire Bookings cannot take place in period greater than 12 months from the earliest Hire date on  

  the Hire Schedule.  The Hire Schedule End date is the last calendar date of any Multiple Hire Booking. 

 1.10.2 The Hire Schedule is attached to the Booking Form and defines what is required by the Hirer in respect of 

 Multiple Bookings and must be signed and dated by the Hirer and CPC representative.  

  

2  Conditions 
2.1  Once the booking deposit has been paid, an admin charge of £20 will be made if cancellation by the Hirer occurs and 

will be deducted from the returnable deposit. 

2.2 Cancellation of a booking must be given by notice in writing/e-mail not less than 14 days before the Hire Date as stated 

on the Booking Form.  The hall hire charge is not refundable if cancellation occurs less than 14 days prior to the booking 

date.  In the event that the hall hire charge has not been paid, the equivalent amount will be deducted from the 

deposit.  

2.3 Upon arrival at the facilities, the caretaker will run through a facilities checklist which will include details such as the fire 

alarms, fire escapes and the removal of waste. 

2.4 a The Premises must be vacated at the end of the Hire period and left in a clean and tidy condition as found. 

 b  The Premises must not be used for purposes other than that stated on the Booking Form. 

 c  All tables and chairs used must be left clean and returned to the place of storage as found. 

 d The Hirer is financially liable for any loss and/or damage or nuisance however caused during the Hire period 

including that caused accidentally, maliciously or negligently. 

 e  Rubbish and recycling must not be left anywhere on the Premises and must be removed from the site by the Hirer 

at the end of the Hire Period.  The disposal of any rubbish found in the premises or in the vicinity will be charged to 

the Hirer. 

2.5 In the event of breach of any of the Conditions in 2.4 above, CPC may retain the whole or part of the Deposit. 

2.6  The volume of sound must be kept within reasonable limits so that residents in the vicinity of the premises are not 

annoyed or unduly disturbed.  It is the duty of the Hirer to ensure that all music be turned off by 11.30pm prompt, as 
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stated in the Premises Licence issued to CPC by BFC, copies of which can be viewed on request.  The Premises must be 

completely vacated by 12am.  Where noise/disturbance complaints are received from local residents necessitating a 

visit to the premises/event by a member of staff or police/environmental health, CPC will charge any associated cost to 

the hirer. 

2.7  CPC shall not be responsible for any injury or loss to any person or damage to any vehicle or any possession therein 

which are the property of the Hirer or the property of any person attending the Premises during the Hire other than in 

respect of death or personal injury arising from negligence of CPC and then only to the extent that such death or 

personal injury is established to be attributable to the negligence of CPC.  CPC accepts no liability for any personal 

possessions, or any equipment brought by the Hirer or any attendees to the Hire. 

2.8 Use of Power Sockets 

 2.8.1  CPC accepts no responsibility for any electrical equipment attached by the Hirer or their associates to the fixed 

 power sockets of CPC Premises. 

 2.8.2  The Hirer is responsible that all Portable Electrical Appliances brought into the Premises must be Portable 

 Appliance Tested by a competent person and are safe and in a good state of repair.  

 2.8.3  Hirers who attach any electrical equipment to the Stage 3 Phase Stage Supply in the Parish Hall for any purpose 

 must ensure that all electrical equipment attached must have been certified at the Hirers expense as safe to use.  

 No additions or alterations are to be made to the semi-permanent wiring without the permission of CPC and 

 the ceiling tiles are not to be disturbed for any purpose. 

2.9  No intoxicating liquor shall be sold on the Premises unless the Hirer has, at their own expense, obtained the necessary 

licence from BFC.  A copy of this Temporary Event Licence must be given to CPC prior to the event. 

2.10  Alcohol cannot be served or sold for any Hire involving Children’s Parties, which must finish by 9pm. 

2.11  The use of candles or naked flames, gas appliances or spray foam is prohibited on the Premises. 

2.12  All equipment brought to the Premises for the purpose of the Hire must be removed at the end of the Hire Period.   

2.13  No smoking is permitted on the Premises.  

2.14  The maximum number of persons allowed on the Premises is:  

  Morgan Centre: Seated audience - 140       Parties - 100   

  Parish Hall:  Seated audience - 120       Parties - 80 

2.15 Dogs are not permitted into the indoor facilities unless they are registered assistance dogs.  

2.16 CPC may cancel a booking at short notice if required for public health reasons or in the event of another emergency.  

In such a case the Hirer’s deposit and any booking payment already made will be refunded in full. 

2.17 Use of Inflatables and bouncy castles 
 Hirers wishing to bring bouncy castles/inflatables on to site for use during their hire must comply with the following: 

 2.17.1  Complete and return the ‘inflatables compliance form’ with all information required – your booking will not 

be confirmed or allowed to proceed without this. 

 2.17.2  Pay a one off non-refundable administrative charge of £10 for the processing of the ‘inflatable compliance 

form’ in addition to the hire charges and deposit.   

 2.17.3  CPC’s own insurance does not cover the use of inflatables and CPC accepts no responsibility for accidents, 

injuries or damage of any kind which occur during your hire which are related to the use or presence of 

inflatables on site. 

 2.17.4  Hirers found to have brought or used inflatables on site who have not completed and returned the 

‘inflatables compliance form’ will forfeit their entire deposit. 
 

3 Conference Equipment 
3.1 The CPC Caretaker will set up the equipment and remove it at the end of the hire. 

3.2 The Hirer shall pay a refundable deposit as per CPC charges and the hiring charge must be paid in full, at least 14 days 

prior to the event. 

3.3 The Hirer shall be refunded the deposit after the event, if the equipment has been left undamaged.  If found to be 

damaged/faulty, the equipment will need to be tested by a qualified technician, and if any damage found to have been 

caused by the Hirer the cost of testing and repair will be charged.  It is the responsibility of the Hirer to notify the 

Caretaker of any concerns at the end of their booking. 
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3.4 The Hirer shall make his/her own arrangements for Third Party insurance for use of their own equipment. The Hirer’s 

own equipment (ie laptop) is not covered by CPC’s insurance and the Hirer would need personal insurance cover for 

this.  The Hirer’s equipment must comply with point 2.8.2 above. 
 

4 Responsibilities of the Hirer 

4.1 Hirers must familiarise themselves with all fire exits and equipment.  At no time can the illuminated emergency lighting 

be blacked out for theatre or other productions. 

4.2 Fire evacuation procedures are clearly displayed on the premises and should be brought to the attention of all attendees 

during the Hire.  Persons identified as being at risk should be assisted to evacuate the building.  Further advice can be 

obtained from the Caretaker on arrival.  Hirers can obtain a copy of the current Fire Risk Assessment, Emergency Plan 

and Fire Safety information from CPC. 

4.3 Regular Hirers are requested to produce a Fire Risk Assessment based on the ability and needs of their members and to 

forward a copy to CPC. 

4.4  It is recommended that the Hirer should make arrangements for Public Liability Insurance during the Hire period. 

4.5  Regular hirers who use music during their booking period are required to hold a relevant music license – PPL/PRS. 

4.6 CPC’s premises are not licensed for TV.  Hirers must therefore not use any device (e.g. TV, laptop, mobile phone, tablet 

etc) to watch or record live TV programmes on any channel or download or watch BBC programmes on iPlayer. 

4.7  No notices or decorations may be fixed anywhere at the Parish Hall and Morgan Centre apart from the Notice Boards 

provided and any unauthorised advertising is a breach of this agreement.   

4.8 The Hirer is responsible for immediately notifying CPC of any defects requiring urgent attention. 

4.9 CPC must be notified at time of booking, if any large appliances, ie lighting rigs, staging equipment, are to be brought 

onto the premises during the Hire.  The Hirer is responsible for ensuring any such activities are insured and risk assessed. 

4.10 CPC accepts no responsibility for food brought onto the premises by the Hirer.  The Hirer is responsible for ensuring that 

any food served at their event has been prepared according to guidelines provided by the Food Standards Agency:  

 https://www.food.gov.uk/food-safety and https://food.gov.uk/business-guidance/safer-food-better-business-sfbb 

4.11 Safeguarding children, young people, and adults at risk: The Hirer must ensure that any activities for children, young 

people and adults at risk are only provided by fit and proper persons in accordance with the Children Act 1989 and 

2004, the Safeguarding Vulnerable Groups Act 2006 and any subsequent legislation.  Hirers providing activities for 

children, young people and adults at risk must have a Safeguarding Policy and, when requested, the Hirer must 

provide the Council with a copy of the Hirer’s Safeguarding Policy and evidence that they have carried out relevant 

checks through the Disclosure and Barring Service (DBS).  All reasonable steps must be taken to prevent harm, and to 

respond appropriately when harm does occur.  Relevant concerns must be reported by the Hirer in line with their 

safeguarding policy. 

4.12 The Hirer is responsible for ensuring compliance with all legislative requirements for their booking. 

 

5 Authorised Key Holders to be contacted in an Emergency 

Paul Chase Morgan Centre Caretaker 07930 811182 

Keir Walker Parish Hall Caretaker 07864 512141 

Melanie Saville Parish Clerk 07788 372444 

Joanna Robertson Assistant Clerk 07795 823991 

 
* * * Please ensure you have this in your possession during your Hire * *  
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