
Terms and Conditions for the hire of Community Centres at Slough Borough Council 
 

Emergency caretaker number- 07771555869 
 
1.0 Application  
 

1.1 All applications for the hire of any Council owned Community Centres shall be in writing to 
Slough Borough Council’s bookings co-ordinators, Community Services, 2nd Floor, The 
Centre, Farnham Road, Slough, Berkshire SL1 4UT or by phone on 01753 875762 or email-
communitycentres@slough.gov.uk   

 
1.2 The person whose name the booking is in and who signs the contract (the same person must 

do both) agrees to be the hirer and must be in attendance for the duration of the event and 
therefore shall be responsible for complying with the following conditions of hire:  

 
1.3 The hirer must not transfer the benefit of the community centre to any other person or      

            organisation or sell tickets for any event without prior written agreement from the Council. 
 

1.4 Only authorised persons may sign the contract on behalf of a Community group or other 
body, the authorised person must inform the booking team if he is no longer the contact 
person for the community group. If the authorised person is going abroad he must provide 
contact details of the person that will be responsible in his absence. 

 
1.5 The Council has the right to refuse to enter into a hire agreement if it is not satisfied as to the 

purpose for which the premises are being hired. 
 

1.6 The hirer may not display posters or other advertising on Council premises without written 
permission nor advertise, promote or announce any event to be held at any premises until 
they have received a confirmation of booking. Fly posting an event is illegal and will result in 
cancellation of the booking and the forfeit of all monies paid.  

 
1.7 It is the hirer’s responsibility to check the contract of hire (“the contract”) for accuracy and by 

signing the contract warrants that he has read and understands the terms of the contract 
including these terms and conditions. Slough Borough Council booking co-ordinators must be 
informed immediately if any of the details contained in the contract or confirmation of booking 
is inaccurate.  

 
1.8 Any additional requirements must be requested at the time of booking. Unless permission is 

explicitly granted the hire does not include the use of centre equipment, storage or any other 
rooms within the centres and excludes the use of kitchens unless booked. 

 
1.9 Use of car parks is for car parking only any other usage must be discussed with the booking 

team when requesting a booking, use of car parks for other purpose will attract hire charges 
according to the pricing structure.  
 

    1.10 It is the hirer’s responsibility to inform Slough Borough Council of the reason of hire and the 
      content of seminars and conferences, if any booking conflicts with the councils policy’s this   
      could result in bookings being cancelled.  
 

 2.0 Hire Charges  
 
2.1 The full fee in respect of each hire period must be received at least 28 days before the   
      commencement of the hire period. The hirer is required to pay a refundable deposit when   
      hiring a hall. Non adherence to the terms and conditions may result in loss of your deposit. 

 
2.2  Where the applications for the hire is in respect of series of events payment for the first event     
       must be made 28 days before the date thereof and thereafter payment is to be made at least          
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     14 days in advance of each subsequent event. Failure to adhere to the above will result in all   
     bookings being cancelled. 

 
   2.3   In case of booking made less then 28 days before the date of the event, the full hiring fee shall   
           be payable immediately on acceptance and both the deposit and booking fee shall be paid in   
           cash failure to pay all fees will render the booking cancelled.  
‘ 

2.4  Access to booked rooms will only be permitted at the time shown on the booking contract (this   
          Includes setting up/down) customers can only use the rooms they have booked and the   
          premises must be vacated by the finish time shown on the booking contract. Failure to vacate   
          the premises by the allocated time, gaining early access or using rooms not booked will result   
          in additional charges being added. Please refer to clause 8.1.  
  

2.5 Advance payments for booking should only be made through the booking & events   
      coordinators. Customers are not permitted to make any payments to the caretakers within our   
      centres.  

 
   2.6  It is the policy of Slough Borough Council that staff will not accept gifts gratuities or bequests   
          from clients, their family, relatives or friends. 
 

2.7 Requests for changes to bookings this includes changes to booked times must be made with   
      he bookings & events coordinators with a follow up email sent to the coordinator or the     
      community services email address.  

 
2.8 The hirer is responsible for checking the booking contract and any subsequent invoices   
       received from revenues, in case of any queries with the charges the hirer must raise these   
       immediately in the first instance with revenues and then with our booking team if revenues are   
       unable to help. 

 
3.0 Cancellation by the Hirer  
 
      3.1 For regular hirers, one-off bookings or if the bookings are part of a series with less than 21   
            days notice given for a cancelations, either 25% of hire fee or minimum of £50 cancellation   
            fee will charged. If the booking is cancelled within 14 days of the booking date, the full fee will 
 be charged.  
 
     3.2 The hirer is strongly advised to purchase insurance to cover cancellation costs where the   
           cancellation results from circumstances beyond your control for example illness. 
 
4.0 Cancellations by Slough Borough Council 
 
     4.1 In the interest of hygiene and safety, dogs and other animals are not admitted to any premises   
           except with prior written consent of the community centres Manager. Where a person requires   
           the assistance of an animal trained to assist that person in the case of disability or other   
           extenuating reasons, the hirer should inform the appropriate officer as soon as possible prior   
           to the hiring period.  
 

4.2 Slough Borough Council reserves the right of entry at all times by authorised officers of their   
       premises and/or to refuse admission to or remove from the premises any person without   
       stating reason therefore. Any breach of the above conditions will incur extra costs. Where   
       necessary for the protection of the public in extreme circumstances the Council has the   
       authority to close the hall and ask all member of the public to leave the premises. 

 
4.3 If you fail to return a signed booking contract within 14 days of its issue or comply with terms   
       and conditions of hire, Slough Borough Council will cancel you’re booking and will not return   
       any money to you. 

 
4.4 Slough Borough Council reserves the right to cancel any booking where it considers that such   



       event may be contrary to the interest of the general public or contrary to any law or act of   
        parliament and no compensation nor justification for such decision will be due for any such   
        cancellation.   

 
4.5 Slough Borough Council reserves the right to cancel your booking due to adverse weather   
       conditions, power failures, emergency maintenance or any other unexpected emergency that   
       affects the use of the centre, if we have to cancel your booking we will try to organise an   
       alternative date. If this is not acceptable we will refund the hire charges for the affected   
       session only, Slough Borough Council will not be liable for any other costs you may have   
       incurred.  

 
    4.6 Slough Borough Council has a strict policy on extreme groups and will not allow any  
           premises to be used to promote extremist views, the Council will not permit accommodation 
           to be let: - 
 

 To an organisation which is prohibited by law or by an individual who has illegally entered the 
country  

 For political rallies or demonstrations. 

 For purpose which are illegal and/or likely to incite or cause civil unrest or division within the 
community.  

 For functions attended by a person(s) whose presence may cause civil unrest or division 
within the community 

 For any other purpose which the Borough secretary and Solicitor in consultation with the 
leader of the Council deem may affect the reputation of the Council.  

 
5.0 Insurance Required  
 
   5.1 The hirer agrees to effect third party insurance against any legal liability for loss, damage,   
           demand or proceedings whatsoever caused during or by circumstances arising from related to   
           or connected with the hire of the premises on the following basis.  
 

 Accident bodily injury including death to third parties and further in respect of damage to their 
property- not less than £5 million 

 Accidental damage caused by fire to the premises being used – not less than £5 million  

 Accidental damage caused to the premises other than fire-£20,000 
 
   5.2 The hirer further agrees to pay an additional insurance premium of 12% in respect of the above   
          Insurance conditions, unless he/she can demonstrate that his/her own insurance cover   
          satisfies the above condition. Where this charge is levied the hirer should note that there is   
          £100.00 excess in respect of clauses 5.1 above.  
 
6.0 Bond   
 
   6.1 Slough Borough Council may require the hirer to lodge a bond against possible extra charges.   
         The amount of the bond will vary depending on the type of event and number of attendees. The   
         bond will be returned to the hirer after the hiring period when all outstanding charges have been   
         satisfied and may be used to offset losses caused by a failure of the said charges being   
         satisfied within a reasonable time. The value of the bond does not represent a maximum of   
         charges that may be made. Interest will not be paid on any bond held.  
 
 7.0 Indemnities  
 
    7.1  The hirer shall indemnify Slough Borough Council against all proceedings, claims, costs,   
            demands, expenses, actions or liabilities howsoever caused, arising directly or indirectly   
            from the use of the premises apart from claims and actions arising through the negligence   
            of Slough Borough Council, its servants or agents. 
  
 



  
8.0 Setting and Clearing Up  
 
         8.1 The hirer is responsible for setting and cleaning up of the hall and for ensuring that all   
               guests leave the centre within the allocated booking time. For evening functions all music   
               must finish 30 minutes before the end of your booking unless prior arrangement has been     
               made. 
 
         8.2 Over running of functions or gaining early access will result in additional charges being    
               levied at a minimum of one hour hire. Any functions past 23.00 hours will be charged at    
               double the standard rate, and charges levied for overrunning functions will be deducted   
               from hirers security deposit: however if the security deposit is not sufficient to cover the   
               charges levied the hirer will be issued an invoice to cover the shortfall.  
 
         8.3 The hirer is responsible for the removal of all rubbish and decorations from the hired   
                community centre as well as the kitchen if used. The hirer is also responsible for the   
                removal of rubbish left outside the building; all rubbish must be placed in the bins or skips   
                provided.  
         
9.0 Children  
  

9.1  Where halls or rooms are let for the purpose of entertaining children the provisions of the         
                 children and young persons Act 1933 shall be observed. If a children’s entertainer or other           
                 persons or equipment is bought in to the community hall, the hirer must inform the booking   
                 coordinator and is wholly responsible for such persons and their equipment and checking   
                 any safety and insurance certificates. Slough Borough Council will not be responsible for   
                 such persons or their equipment.  
 
        9.2   The hirer must ensure that children and young persons are not allowed to enter the   
                 kitchen and serving areas and must be supervised by a responsible adult at all times   
                 whilst using the community centre. 
 
        9.3    Under no circumstances are children to be permitted to leave the community centre during    
                 the course of the booking nor should they gather or play in the vicinity of the premises or  

       the car parking area. The hirer is responsible for supervising children at all times. 
 
10.0 Damage  
 
         10.1 No persons shall drive any nail, hook, screw or fastening of any kind into any part  
                  of the hired, premises or damage the same or any furniture, fixture, fittings, articles,   
                  belongings to the council. 
 
         10.2 No person shall alter or move existing fittings without the prior written consent from the   
                 Council. If damage is caused to the community centre by the hirer or other attendees or    
                 additional cleaning is required, the hirer personally must pay for the cleaning or/and   
                 damage caused to Council property as a result of the hiring. Any charges levied for   
                 damage or cleaning of the community centre will be deducted from hirer’s security deposit:   
                 however, if the security deposit is not sufficient to cover charges levied the hirer will be   
                 issued with an invoice to cover any shortfall. 
 
         10.3 Slough Borough Council will not be responsible for any loss or damage to personal   
                 equipment or property by anyone attending, within the premises, car parks, walkways  
                 and  gardens within the vicinity of the hired premises.  
 
         10.4 Any equipment left on Slough Borough Council premises remains the responsibility of the   
                 owner of the equipment and it’s the hirer’s responsibility to insure their own equipment,         
                 Slough Borough Council will not accept any responsibility for equipment or other   
                 possessions left or stored in community centres nor will they be liable for any such   



                 equipment. 
 
11.0 Catering and Alcohol  
 
          11.1 No food or alcohol can be sold on the premises unless the hirer has obtained a  
                  license to do so from the relevant licensing authority. 
 
          11.2 The hirer shall not use the community centre for profit making events or any other  
                  purpose than for which it was hired. 
 
          11.3 The hirer agrees and accepts the Council shall not be liable for the quality or service of   
                   food on the premises nor will the council accept responsibility for any food served or   
                   bought onto its premises by the hirer or the hirers chosen catering company.  
 
          11.4  The council reserves the right to specify whether a person or company may provide   
                   catering services on any of its premises.  
 
12.0 Exhibition, Bazaars, Sales and Performances  
 
          12.1 All hiring’s of Council premises for exhibitions, bazaars, sales of work, cinematography,   
                  entertainment, performance of stage plays and such similar functions will be subject to   
                  any further charges or conditions that may be imposed by the Council or by the Councils   
                  insurers in respect of the extra risk involved. In the case of such functions, applications   
                  must be made at least four weeks before the date of the proposed event, accompanied   
                  by a plan of the proposed construction thereof.  
 
         12.2 No cinematography film shall be shown unless the British board of film censors have   
                 previously passed it. A licence for showing any such film or staging the show and the use   
                 of hired premises for that purpose must be duly obtained from the Council in writing.   
 
         12.3 No televisions, satellite or other devices can be used to view any broadcast programmes   
                 at any community centre. The hirer shall fully and effectively indemnify the Council   
                 against all proceedings, costs, claims, demands, expenses, and actions which may arise   
                 by any means directly or indirectly from the use of televisions or satellite or watching   
                 broadcast programmes at any community centre.  
 
         12.4 No sweepstakes, raffles or other form of lottery shall be promoted, conducted or held   
                 except such lotteries as are deemed not to be unlawful by virtue of any enactment   
                 relating to gambling, betting and the lotteries act and have prior written consent of the   
                 relevant Council official. 
 
         12.5 Photographs or demonstrations of hypnotism, mesmerism or any similar act may  
                  not take place on the premises.  

 
13.0 Noise    
 
           13.1 Noise level must be contained to a reasonable level at all times and after 11.00 pm  
                   no noise shall be audible in any of the neighbouring houses or flats. Where noise  
                   control devices are installed these will be on throughout the function measuring noise   
                   levels. Excessive noise causes the device to cut off the power to the centre. Any   
                   tampering with the equipment will automatically incur extra costs.  
 
           13.2 Noise level must be kept at a level so as not to interfere with other activities in the   
                   community centre. Exist doors and windows must be kept closed after 11.00 pm.  
                   This also applies to noise Levels within the car park as some of our centres are  
                   within residential areas. 
 
 



 
14.0 Interpretation and Reserved Rights. 
 
            14.1 The Council reserves the right to vary the terms and conditions herein and to  
                   make such additional terms as it may in its absolute discretion deem necessary.  
                   Any question arising as to the interpretation of the terms and conditions shall be  
                   interpreted by an appropriate officer of the council whose decision shall be final. 
 
           14.2 Where the Council cancels a booking in respect of the above or the following,   
                   the Council shall not be liable to pay any compensation of any such cancellations,  
                   but will return any monies already paid:-  
 

 The accommodation, grounds or equipment are required for civil purposes. 

 An act of God, accident or emergency renders the hired premises unavailable.  

 In the event of civil disorder.  
 
           14.3 The hirer or the person signing the contract of hire of Council premises warrants  
                   that he is over 18 years of age and has read and accepted these terms and conditions. 
  
           14.4 Hirers must at the commencement of hiring acquaint themselves with the fire orders   
                   displayed in the hired premises such as the emergency telephone number;   
                   07771555869, as well as the positions, types and uses of various extinguishers within 
                   the premises. In the case of a fire the hirer must ensure that the fire orders are   
                   implemented as quickly as possible. Should there be an occasion where the fire alarm is   
                   activated, it is the hirer’s responsibility to ensure that the halls in use are evacuated as   
                   quickly as possible, unless otherwise informed by a member of staff. The hirer shall be  
                   responsible for ensuring that the emergency lighting is switched on at all times when the   
                    premises are in use. 
 
           14.5 No inflammable materials, portable gas cookers or additional fittings should be brought  
                   into the hired premises without previous written consent of the council. 
 
           14.6 In centres where smoke detectors are in operation the use of dry ice, confetti bombs,   
                   smoke machines or pyrotechnics, candles or incense sticks is forbidden. The use of such   
                   devices and activation of the  fire alarm will incur extra costs to the hirer which could be   
                   charged from £2,000 upwards.                   
  
15.0 General Matters 
 
         15.1  Health and safety the number of persons including children and babies using the  
                  Community centre must not exceed the permitted numbers stated by the fire regulations.   
                  The hirer must advise the Council how many people shall be attending the premises   
                  hired.  
 
         15.2 The hirer must appropriately complete their own risk assessments for activities held within   
                 Community centres, a risk assessment will also need to be completed if the stage is being   
                 used for their function.  
 
         15.3 The hirer should provide a suitable and adequate first aid kit for the hiring period. 
 
16.0 Set off  
 
          16.1 The Council may at any time, without notice to the hirer, set off any liability of the  
                  hirer to the Council against any liability of the hirer to the Council, whether either  
                  liability is present or future, liquidated or un-liquidated, and whether or not either    
                  liability arises under this agreement. If the liabilities to be set off are expressed in     
                  different currencies, the Council may convert either liability at a market rate of  
                  exchange for the purpose of set-off. Any exercise by the hirer of its rights under  



                  this clause shall not limit or affect any other rights or remedies available to it under  
                  this agreement or otherwise.  
 
 

 
 

                  Signed ………………………………………………………. 
 
 

      Date………………………………………………………….. 
 
 

      Full Name in capitals ………………………………………. 
 
 

 


