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The Old Fire Station

Stone Street, Cranbrook 

Kent, TN17 3HF

Tel. 01580 713112

Email: clerk@cspc.or.uk
www.cranbrookandsissinghurstpc.co.uk
Caretaker’s Mobile No.: 07747743384
COUNCIL CHAMBERS BOOKING FORM
Time required from ____________am/pm   to________________am/pm

(Please note this must include time for setting up before the event and clearing away after the event)

Name of Hirer ____________________________________________________

Organisation (if applicable) _________________________________________

Address __________________________________________________________

_________________________________________________________________

Telephone _______________________Email:___________________________

(including alternative telephone no. for emergencies)

Nature of Event ___________________________________________________

Estimate of Numbers attending _______________________________________
(Maximum 40 - as per terms and conditions)
Is your Organisation profit-making?                                                      YES/NO

If Yes - please supply a copy of your Public Liability Insurance with the Booking Form
· Please remember if alcohol is to be sold at the function, the hirer/provider of the bar is obliged to obtain a Temporary Events Notice from Tunbridge Wells Borough Council.  A copy of the endorsed Temporary Events Notice must be given to the Clerk in advance of the hire period and must be prominently displayed at the function
· The Parish Council operates a NO SMOKING OR VAPING POLICY
· Safeguarding Policy - All hirers who wish to use the Vestry Hall Complex (including Chambers) for activities which include children and vulnerable adults other than for hire for private parties arranged for invited friends and family only, will be asked to produce a copy of their Safeguarding Policy.
· Please can we ask you to leave the premises as you find them.
I confirm that I have read and will abide by the Chambers Terms and Conditions of Hire. I also confirm that payment for the hire will be paid to the Parish Council TWO WEEKS before the date of use. Failure to do so may result in the premises not being opened. 
Signature of Applicant _____________________                Date______________________

Verbal bookings will be held for 30 days pending receipt of this confirmation. No reminders will be issued.
Note: All bookings are liable to cancellation if the Vestry Hall Complex is required for use as a Polling Station or for any other purpose under No. 4 of the Terms and Conditions of Hire

Please ensure you have read the Terms and Conditions of Hire
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Cranbrook & Sissinghurst Parish Council

The Old Fire Station, 

Stone Street,

Cranbrook, 

Kent, 

TN17 3HF

Tel: 01580 713112

Email:  clerk@cspc.org.uk
Hirers Privacy Notice

When you hire the Vestry Hall, Council Chamber, Addison Room or hold an event on the Playing Field

The information you provide (personal information such as name, address, email address, phone number) will be processed and stored so that it is possible to contact you and respond to your correspondence, provide information, send invoices and receipts relating to your hire agreement. 

Your personal information will not be shared with any third party without your prior consent.

The Councils Right to Process Information 

GDPR Article 6(1) (c) (Data Protection Act 2018)

Processing is with consent of the data subject

or

Processing is necessary for compliance with a legal obligation  

or

Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract

Information Security

Cranbrook & Sissinghurst Parish Council cares to ensure the security of personal data. We make sure that your information is protected from unauthorised access, loss, manipulation, falsification, destruction or unauthorised disclosure. This is done through appropriate technical measures and relevant policies. 

We will only keep your data for the purpose it was collected for and only for as long as is necessary. After which it will be deleted.

Your Rights 

Access to Information

You have the right to request access to the information we have on you. You can do this by contacting our Clerk:

clerk@cspc.org.uk
Information Correction
If you believe that the information we have about you is incorrect, you may contact us so that we can update it and keep your data accurate. Please contact: clerk@cspc.org.uk
Information Deletion

If you wish Cranbrook & Sissinghurst Parish Council to delete the information about you, please contact: clerk@cspc.org.uk
Right to Object

If you believe that your data is not being processed for the purpose it has been collected for, you may object: Please contact our Clerk:
clerk@cspc.org.uk
Rights Related to Automated Decision Making and Profiling 

Cranbrook & Sissinghurst Parish Council does not use automated decision making or profiling of personal data.

To Sum Up

In accordance with the law, we only collect a limited amount of information about you that is necessary for correspondence, information and service provision.  We do not use profiling, we do not sell or pass your data to third parties. We do not use your data for purposes other than those specified. We make sure your data is stored securely. We delete all information deemed to be no longer necessary. We constantly review our Privacy Policies to keep it up to date in protecting your data.

Complaints

If you have a complaint regarding the way your personal data has been processed you may make a complaint to Cranbrook & Sissinghurst Parish Council:

Clerk
The Old Fire Station
Stone Street

Cranbrook

TN17 3HF

Or to the Information Commissioners Office: casework@ico.org.uk Tel: 0303 123 1113
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CRANBROOK & SISSINGHURST

PARISH COUNCIL

Mrs. C. Bezuidenhout,








THE OLD FIRE STATION,

Clerk









STONE STREET,

Telephone 01580 713112

Email:clerk@cspc.org.uk                                                               

CRANBROOK,

www.cranbrookandsissinghurstpc.co.uk                                                                                 

Office Open: 10 - 12: Mon - Fri.                                                                                            
 
                    KENT, TN17 3HF.

Consent: Vestry Hall, Council Chamber or Addison Room Hirer

I agree that I have read and understand Cranbrook & Sissinghurst Parish Councils Privacy Notice. I agree by signing the consent box below that the Council may process my personal information for providing information and corresponding with me.

I have the right to request modification on the information that you keep on record.

Signed:

Please Print Name:                                                             Date:

CRANBROOK AND SISSINGHURST PARISH COUNCIL

Terms and Conditions for the Hire of the Council Chambers
In these terms and conditions:

The “Council” means Cranbrook and Sissinghurst Parish Council

The “Caretaker” means the person(s) employed by the Council at the Vestry Hall Complex
The “Hirer” means the person, organisation or company in whose name or on whose behalf the Chambers is hired.

The “Function” means the meeting, conference, exhibition, event or other function, which is the reason for the booking of the Council Chambers, and for which the Council is providing the agreed facilities.

The Function

1. The Council will provide the Hirer with facilities and services for the Function on the following terms and conditions and others will only be accepted subject to the discretion of the Clerk:-

Hirers MUST keep strictly to the times booked and should arrive no earlier 
than the session paid for and leave the Chambers promptly at the end of the session 
they have paid for.

Access to the Council Chambers must be via the rear access.
Nails, screws, hooks, sticky-tape or fastenings of any kind must NOT BE used on the walls, floor or furniture of the Council Chamber.

Numbers Attending  

2. For safety reasons, the number of people permitted in the Council Chambers at any one time is 40.
The Council reserves the right to refuse admittance to any person, if their attendance exceeds the numbers shown above.

Charges

3. The Hirer must pay the hire charge in full by the date stated on the invoice.  If the hire charge is not paid in full prior to the booking, the Council reserves the right to cancel the hire of the Council Chamber. 

Charges on the attached sheet apply to Parishioners of Cranbrook and Sissinghurst.  Non-parishioners will be charged double fees, unless the function is held by a charity organisation or at the discretion of the Clerk.


4. The Council may cancel the booking if:-

(a) the premises are closed due to circumstances beyond the Council’s control

(b) the Hirer becomes bankrupt or insolvent, or enters into voluntary administration or receivership

(c) there is any breach of these conditions

(d) the Hall is to be used as a Polling Station

      (e)  the Council Chambers is required for a community based or cultural event

In such an event, the Council may refund the balance of any payment made and will have no further liability to the client.

If the Hirer wishes to cancel a booking, they must notify the Council beforehand.  There may be a cancellation charge, at the discretion of the Clerk, as follows:

(a) cancellation up to 8 weeks prior to the function – 50% of hire charge

(b) cancellation up to 4 weeks prior to the function – 100% of hire charge

Application for Hire

5. Applications for hire shall be made on the approved application form, which can be obtained from the Council.

6. Applications for hire will only be considered from persons aged 21 years or over.  If an application is made on behalf of a company or body, a duly authorised officer of the company or body must sign it.

7. Failure by the Council to enforce at any time the provisions of the contract shall not be construed as a waiver of any of its rights.

8. The Council reserves the right to refuse any application for a Function, which, in its opinion, would be an inappropriate use of the premises.

9. No bookings are accepted for Sundays. 

General

10. The Hirer shall only use the Council’s name in any advertising literature, in relation to the Function, at the discretion of the Clerk.  Posters, tickets and other advertising material must not contain anything which is likely to be offensive to any individual or group. 
11.
The Council has comprehensive insurance covering the use of the premises.  However, the Hirer may be held responsible for the initial £250 of any claim. The hirer WILL be held responsible for any damage caused to the property or contents which arises from misuse of the premises during the hire period. Misuse includes but is not limited to any intentional or negligent act, damage, or violation of the terms and conditions of hire.
      12.
If the hirer is a profit-making organisation, a copy of their Public Liability 
Insurance will be required.
The Council and its agents accept no responsibility whatsoever for any loss or damage, howsoever caused, to belongings of or persons using the premises.  Hirers are responsible for insuring their own equipment.

The Hirer hereby expressly warrants that he will comply with his obligations hereunder and under the terms of any insurance policy, permit, licence, approval or certificate and hereby indemnifies the Council if he fails to do so and as a result, the Council is prosecuted or otherwise suffers any financial loss.

14.
The Hirer, his agents, employees and guests shall at all times comply with    notices displayed and/or specific instructions, given by the Council or its employees, which relate to the provision of the agreed services.  This includes conduct of all persons attending the function and in relation to all matters associated with the function.

15.
The Hirer shall ensure that they are familiar with their duties in the event of a fire. They must be aware of the location of all firefighting equipment in the Council Chambers, its efficient use, the location of emergency exits and the method of summoning the Fire Brigade.   The Hirer MUST be responsible for the safety and supervision of all persons on the premises.  In the event of any fire appliances being used this must be reported to the Caretaker at the end of the hire period.

All passages, corridors and staircases forming the whole or part of an escape route must be kept free of any obstruction at ALL times.

All gangways to provide minimum clear width of 1.5 metres.

The Hirer is responsible for ensuring that all person’s present are aware of these regulations and in particular the emergency exits, and that the Council operates a 
NO SMOKING OR VAPING POLICY within the premises.

The Hirer shall, and shall ensure that the Hirer’s invitees, comply with the prohibition of smoking or vaping in public places provisions of the Health Act 2006 and regulations made thereunder.  Any person who breaches this provision shall be asked to leave the premises.

Safeguarding Policy

All 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 only, will be asked to produce a copy of their Safeguarding Policy, or agree to adhere to the Cranbrook and Sissinghurst Parish Council Safeguarding Policy.
16.
Provision of and Setting up Equipment
At the end of the Function, it is the responsibility of the Hirer to ensure that the Council Chambers are left in a clean and tidy condition.  Hirers MUST take their rubbish away with them and leave the premises as they found them, including the positioning of furniture.
Should there be any problems during the booking, please contact the Caretakers on the following telephone number:  07747743384
Please report any breakages or damage to the Caretaker – thank you
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