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1.0 Introduction 

1.1 This policy relates to the letting of the premises, facilities, and outdoor spaces of Warfield 
Parish Council.  

1.2 It is the policy of the council to maximise the use of its facilities for the benefit of the local 
community. To this end, our facilities are for hire by organisations, groups, and individuals 
subject to availability and in accordance with the terms and conditions of hire and this policy. 

1.3 The council will have a positive attitude towards an application for the use of our premises, 
facilities and open spaces will be a positive one and will endeavour to let out premises, 
facilities, and open spaces as much as possible. 

1.4 We will seek to encourage local organisations, including businesses, not for profit organisations 
and particularly registered charities to use the premises, facilities and open spaces for meetings 
and activities, where such meetings and activities are complementary to the well-being of 
Warfield.   

2.0 Authority to Act 

2.1 The council has delegated responsibility for the management and lettings of its facilities to the 
Parish Clerk. This authority includes the setting of charges and fees, although these will usually 
be within the framework of the agreed rates and charges set. 

3.0 Available facilities 

3.1  The council will consider letting requests for the following facilities: 

 The Brownlow Memorial Hall  

 Whitegrove Community Centre 

3.2 The council will consider requests to use following facilities on a shared basis: 

 Frost Folly Car Park 

4.0 Permanency 

4.1 The Council will not permit any lettings or other permission to any organisation if this creates 
an effective business or permanent address for the organisation at a parish council premise, 
facility, or open space.  Any requests for lettings that are permanent will require approval by the 
full council. 

5.0 Lettings 

5.1 A request for a letting can be received via the telephone, e-mail or through the council website.  

5.2 All letting requests will be considered on their own merits, although the council reserves the 
right to ask for more information of the prospective hirer to establish their requirements and if 
the request can be considered further. This is to ensure the letting can be accommodated safely 
and is acceptable to the council.  
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5.3 The hire rates payable are the rates prevailing at the date of the booked event.  The minimum 
hire period for a casual booking is 3 hours. 

5.4 The council will consider letting requests on a casual (one-off or irregular basis) or on a regular 
basis (usually weekly or monthly).  

5.5 In respect of every request for a booking, a completed hire agreement is required, signed by 
both parties.  

5.6 All bookings are subject to availability. Booking requests are considered on a first come, first 
served basis. 

5.7 It is the policy of the council not to allow its facilities to be used for parties or events for young 
people such as 16th and 18th birthday parties. This also includes school prom events. 

5.8 All events and activities for children and young people must be properly supervised by a named 
responsible adult. 

5.9 In respect of Frost Folly Car Park, the council will accept requests to use the car park on a non-
exclusive basis from community groups and organisations as the base for walks or other 
activities agreed with the council. The council will not apply a charge for this type of activity. No 
commercial or business activity is permitted in the car park. 

6.0 Capacity 

6.1 The following maximum capacities will be applied at each hall. Bookings will not be accepted 
where the capacity will be exceeded. The council reserves the right to refuse bookings where it 
believes the capacity may be exceeded. The capacities are in place to comply with regulations 
and insurance purposes. 

6.2 The operating capacities are: 

 Seated Standing 

Brownlow Hall (whole building) 90 150 

Brownlow Hall (Blue room only) 25 - 

Whitegrove Community Centre 60 110 

Note: The capacity includes any staff or volunteers supporting an event or activity 

7.0 Insurance 

7.1 Individuals, groups and organisations using the council’s facilities or organised activity are 
required to have their own public liability insurance cover and provide evidence of this to the 
parish council. 

7.2 Private parties and events (casual bookings) are covered by the council’s insurance. However, if 
the party or event is supported by a third-party contractor (e.g. bouncy castle, caterer, etc.) 
then evidence of the contractor’s public liability insurance is required ahead of the booking 
taking place. 

8.0 Requests at short notice 

8.1 The council will not normally consider an application for a booking with less than seven days’ 
notice.   

9.0 Cancellation 

9.1 The council reserves the right to withhold a proportion of any hire fees paid in the event of a 
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cancellation with less than seven days’ notice at the discretion of the Parish Clerk. 

9.2 Regular hirers may be charged for short-notice or multiple cancellations of agreed booking 
days at the discretion of the Parish Clerk. 

10.0 Terms and Conditions 

10.1 The model terms and conditions of hire are attached as an appendix to this policy. The terms 
and conditions are reviewed regularly.  

10.2 Failure to comply with the terms and conditions of hire may lead to the termination of, or 
refusal of future bookings. 

11.0 Payment terms 

11.1 Invoices for casual bookings will be issued at least one month ahead of any booking date and 
payment is expected on return. Payments not received within seven days of the booking date 
will be cancelled. 

11.2 Regular hirers will be invoiced in accordance with the councils Income Collection & Debt 
Management Policy. 

12.0 Damage 

12.1 The parish council requires payment of a damage deposit for all casual bookings these are 
applied based upon the time of the end of the booking. 

 For bookings ending before 7pm - £100 

For bookings ending after 7pm – £250  

12.2 Damage deposits will normally be returned following the booking if no damage or additional 
cleaning is required.  

12.3 All or part of a damage deposit may be withheld to cover the cost of damage or additional 
cleaning/staff time resulting from the booking. 

12.4 The council may apply damage deposits to regular bookings at the discretion of the Parish 
Clerk based upon the activity type. 

13.0 Community Use 

13.1 The council will give priority to municipal requirements for the use of its facilities, such as 
elections and responding to civil emergencies. This means that bookings may be cancelled with 
limited notice.  

13.2 Whenever possible the council will advise regular users of non-availability ahead of accepting 
their session dates (for example: for cyclical elections). 

14.0 Hours of operation 

14.1 The usual operational hours for the Brownlow Hall and Whitegrove Community Centre are 8am-
11pm. Bookings until midnight will be considered for the Brownlow Hall but are at the 
discretion of the council. 

15.0 Licences 

15.1 It is the responsibility of the hirer to ensure they have the correct licences for activities taking 
place, including the sale of alcohol. The parish council can provide advice to hirers on this.  

15.2 The council hold licences for the playing of recorded music.  
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16.0 Supervision 

16.1 The hirer is responsibility for the supervision and security of the hired facility during their 
booking.  

17.0 Safeguarding of Children and Vulnerable Adults 

17.1 Hirers who wish to use the hall for activities which include children and vulnerable adults, other 
than for hire for private parties arranged for invited friends and family, must produce a copy of 
their Safeguarding Policy and evidence that they have carried out relevant checks through the 
Disclosure and Barring Service (DBS) when requested to do so. 

17.2 When there is a requirement for DBS check to be undertaken, the hirer must keep appropriate 
records in line with the DBS Code of Practice and report to the council any safeguarding 
concerns which may arise. 

17.3 The hirer is responsible for informing the Parish Clerk and the relevant authorities of any 
safeguarding incident that occurs on the council’s premises. The Parish Clerk will separately 
inform authorities of any incident. 

18.0  Review 

18.1  This Policy will be reviewed every three years. 

18.2  Hire charges for Premises and Facilities will be reviewed annually. The terms and conditions of 
hire are kept under review and may be changed without notice. 
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