Please complete this form to request a room booking.
Submitting this form does not guarantee your booking. Bookings will only be confirmed once we have sent written confirmation, and full payment has been received.
	Organisation
	 

	Email
	

	Address
	
	Contact Number
	

	
	
	No. of people
	




Purpose of Hire
	



Venue
	Whittick Room
(The Orchard)
	Longley Room
(The Orchard)
	Main Hall
(The Montefiore) *
	Small Hall
(The Montefiore) *

	☐

	☐
	☐
	☐



*Crawley Community Action presently administers bookings for Montefiore Hall on behalf of the Montefiore Institute. This arrangement is limited to the processing of bookings and the management of payments. The contractual hire agreement remains directly between the hirer and the Montefiore Institute.

Date Requested
	Date
	Start Time
	Finish Time

	
	
	

	
	
	

	
	
	



I have read and agree to Terms and Conditions of Hire (below) 
	Signature  
	
	Date
	


	Name
	

	

	Position in Organisation
	
	



Return completed form to:  lillias.mcgurk@crawleycommunityaction.org
Crawley Community Action, The Orchard, 1-2 Gleneagles Court, Brighton Road Crawley RH10 6AD

The Longley and Whittick Rooms have TVs with standard HDMI connections. Hirers may use these but must provide their own laptop, ensure compatibility, and set up independently. 
No IT support is provided by Crawley Community Action.


TERMS AND CONDITIONS OF HIRE
CCA Community Spaces 
[image: A close-up of a logo

AI-generated content may be incorrect.]
1. 
2. Booking Requests
• Bookings are processed on a first-come, first-served basis where possible.
• The named hirer must be over 18 years of age.
• The named hirer must remain on site throughout the hire period.
• Submission of a booking request does not constitute acceptance.
• CCA reserves the right to refuse bookings at its discretion.
2. Booking Confirmation
• Bookings are only confirmed when written confirmation has been issued by CCA.
• CCA may request further information before confirming a booking.
3. Payment
• Payment is due upon receipt of invoice unless otherwise agreed.
• CCA reserves the right to require advance payment.
• Unpaid invoices may result in cancellation of bookings and refusal of future bookings.
4. Deposits
CCA may require a refundable damage or security deposit.
Deposits may be retained where:
• Damage occurs.
• Excessive cleaning is required.
• Keys are lost.
• Terms and conditions are breached.
5. Cancellations by Hirer
Notice Period
More than 28 days – No charge
14–28 days – 25% charge
7–13 days – 50% charge
Less than 7 days – 100% charge
Changes to bookings may incur an administration fee.
6. Cancellation by CCA
CCA reserves the right to cancel bookings where:
• Premises become unavailable.
• Safety concerns arise.
• False information has been provided.
• These conditions are breached.
• Circumstances beyond CCA's control occur.
7. Use of Premises
• Premises must only be used for the purpose declared at booking.
• Sub-letting is prohibited.
• Maximum room capacities must not be exceeded.
• Setup and clear-down time must be included within the booking period.
8. Health and Safety
Hirers must:
• Familiarise themselves with fire procedures.
• Maintain clear escape routes.
• Keep an attendance register.
• Bring their own qualified first aider where appropriate.
• Report accidents and hazards promptly.
9. Fire Safety
• Fire exits must remain unobstructed.
• Fire alarms and fire equipment must not be tampered with.
• In the event of an alarm, all persons must evacuate immediately.
10. Safeguarding
• Hirers are responsible for safeguarding arrangements relating to their activities.
• Activities involving children or adults at risk must be appropriately supervised.
11. Insurance
• Public Liability Insurance is required for organisations, businesses and regular hirers.
• Evidence of insurance must be provided on request.
12. Electrical Equipment
• Electrical equipment brought onto site must be safe and suitable.
• PAT testing evidence may be requested.
• Specialist equipment must be approved by CCA in advance.
13. Alcohol
Alcohol may only be consumed or supplied with prior written permission from CCA and subject to any licensing requirements.
14. Smoking and Vaping
Smoking and vaping are prohibited inside all buildings.
15. Gambling
No gambling activities may take place without prior written permission and any required licences.
16. Candles and Naked Flames
Candles, tea lights, smoke machines, pyrotechnics and naked flames are prohibited unless approved in writing.
17. Bouncy Castles and Inflatables
Prior written approval is required.
CCA may request:
• Insurance certificates.
• Risk assessments.
• Inspection certificates.
18. Kitchen Use
• Facilities must be left clean and tidy.
• Food hygiene legislation must be observed.
• Food waste must be removed unless otherwise agreed.
19. Damage and Breakages
• Damage must be reported within 24 hours.
• Hirers are liable for repair or replacement costs.
20. Cleanliness
• Rooms must be left clean and tidy.
• Furniture must be returned to the agreed layout.
• Additional cleaning charges may apply.
21. Storage
Storage is not permitted unless agreed in writing.
22. Parking
Parking arrangements are subject to availability and venue-specific guidance.
23. Access and Keys
• Door codes and keys must not be shared.
• Lost keys may incur replacement charges.
• Hirers must follow all lock-up instructions.
24. Security
Hirers must:
• Lock doors and windows.
• Switch off lights.
• Close blinds where applicable.
• Avoid wedging doors open.
• Follow venue-specific security procedures.
25. Respect for Others
Hirers must behave considerately towards:
• Other building users.
• Staff.
• Volunteers.
• Neighbours.
26. Emergency Call-Outs
CCA reserves the right to charge for non-emergency out-of-hours call-outs resulting from hirer error.
27. Liability
Nothing within these terms excludes liability that cannot legally be excluded.
Subject to this, CCA accepts no liability for loss, damage or injury arising from the hirer's activities.
The hirer agrees to indemnify CCA against claims arising from their use of the premises.
28. Data Protection
Personal information shall be processed in accordance with UK GDPR and CCA's Privacy Notice.
29. Breach of Conditions
CCA reserves the right to terminate bookings immediately where these conditions are breached.












COMMUNITY SPACES HIRER HANDBOOK
Welcome
Thank you for choosing to hire a community space managed by Crawley Community Action (CCA).
We aim to provide safe, welcoming and affordable facilities for community groups, charities, businesses, public services and local residents.
This handbook provides practical information to help ensure your booking runs smoothly.
Please read this document alongside our Terms and Conditions of Hire.

Contact Details
Crawley Community Action
The Orchard Community Hub
1–2 Gleneagles Court
Brighton Road
Crawley
RH10 6AD
Telephone: [Insert Number]
Email: [Insert Email]
Office Hours:
Monday to Friday
9.00am – 4.00pm
Emergency Contact:
07968073360 
Please note that emergency contact numbers should only be used for genuine emergencies.
Non-emergency call-outs resulting from hirer error may be charged.

Before Your Booking
Please ensure that:
• Your booking has been confirmed.
• Any required payment has been made.
• You have received access instructions.
• You have sufficient setup and clear-down time included within your booking.
• You have read the fire evacuation procedure.
• You have appropriate insurance for your activity as required.

During Your Booking
The named hirer must:
• Remain on site throughout the booking.
• Supervise attendees.
• Ensure compliance with health and safety requirements.
• Act responsibly and respectfully.
Please be considerate of:
• Other building users.
• Neighbouring properties.
• CCA staff and volunteers.

Fire Safety
The hirer is responsible for the safety, supervision and conduct of all persons attending their activity. Hirers must ensure they know who is attending their activity and can account for participants in the event of an emergency evacuation.

On arrival:
• Identify all emergency exits.
• Locate the assembly point.
• Ensure attendees know evacuation arrangements.
At all times:
• Keep escape routes clear.
• Do not block fire exits.
• Do not interfere with fire safety equipment.
If the fire alarm sounds:
• Evacuate immediately.
• Assist anyone requiring support.
• Proceed to the designated assembly point.
• Do not re-enter until authorised.

First Aid
CCA staff are not normally present during hires and should not be relied upon to provide first aid, supervision or emergency management. Hirers are responsible for making appropriate arrangements for their own activities.
Hirers remain responsible for:
• Risk assessing their activities.
• Providing appropriate first aid cover.
• Recording accidents involving participants.
All accidents, incidents and near misses should be reported to CCA.

Safeguarding
Where activities involve children, young people or adults at risk:
• Appropriate supervision must be maintained.
• Safeguarding arrangements remain the responsibility of the hirer.
• DBS checks must be obtained where required.
• Concerns relating to CCA premises or staff should be reported immediately.

Kitchen Use
Kitchen facilities are provided for hirers' convenience.
Please:
• Wash and return all items used.
• Wipe down surfaces.
• Remove food brought onto site.
• Dispose of waste appropriately.
• Leave facilities clean and ready for the next user.
Food businesses must comply with relevant food safety legislation.

Electrical Equipment
Any equipment brought onto site must:
• Be safe and suitable.
• Be used in accordance with manufacturer instructions.
• Have appropriate testing where required.
Please seek approval before bringing specialist equipment onto site.

Decorations
You may decorate rooms for events, provided:
• No damage is caused.
• Approved fixing methods are used.
• Decorations are removed at the end of the booking.
The following are not permitted without prior approval:
• Nails
• Screws
• Drawing pins
• Staples
• Strong adhesives
Candles, naked flames and pyrotechnics are not permitted.

Noise
Please be considerate of neighbouring properties and other users.
Noise levels should be kept reasonable at all times.
CCA reserves the right to request that volume levels be reduced.

Parking
Parking arrangements vary by venue.
Please refer to the relevant venue appendix.
Vehicles are left at owners' risk.
Parking must not obstruct access routes or emergency exits.

Security
Please help us keep our buildings secure.
Do not:
• Share access codes.
• Prop open secure doors.
• Allow unknown persons access to the building.
Please report any security concerns immediately.

End of Hire Checklist
Before leaving:
□ Tables returned to original positions
□ Chairs stacked safely
□ Kitchen cleaned
□ Rubbish removed or disposed of appropriately
□ Windows closed
□ Lights switched off
□ Blinds closed where applicable
□ Heating adjusted in accordance with instructions
□ External doors secured
□ Building locked

Lost Property
Items found after events may be retained for a limited period.
Please contact CCA if you believe property has been left behind.
CCA accepts no responsibility for lost items.

Complaints and Feedback
We welcome feedback regarding our facilities and services.
Please contact CCA if:
• You experience any problems.
• You wish to make a complaint.
• You have suggestions for improvement.
Thank you for helping us maintain welcoming and accessible community spaces for everyone.

image1.jpeg
N\

\\\\\““"’”///Crawley

Zuncommunity
“Action

Together we make a difference




