Hire Form[image: ] and Agreement Ver 30/03/2026

                                            

Due to the type of building and location of the Tithe Barn, there are a number of restrictions that could affect your booking. Please complete and return this form, as soon as you know the details, a minimum of 14 days prior to the event.  If more than one supplier, please detail at the end of the form. 

	[bookmark: _gu7adwvgoiho]
	Hirer Details (HIRER)

	Name:	
	


	Address: 

	

	Telephone:         

	

	E-mail: 

	

	Date Of Hire:

	



	[bookmark: _nopnhzmgq66y]
	Catering Details (Write N/a as applicable) 

	Name:	
	


	Type of catering?
	(Eg Hog roast, pizza…)

	Address: 

	

	Telephone:         

	

	E-mail: 

	

	Note: 
	You must supply a copy of the public liability insurance cover and a copy of their food hygiene certification. Any requests for food-trucks or BBQs or other facilities for the provision of food in the barn courtyard & complex will be considered on a case-by-case basis which will include a risk assessment.



	
	Entertainment Details (Write N/a as applicable) 

	Name:	
	


	Type of entertainment?
	(Eg Disco, barn dance…)

	Address: 

	

	Telephone:         

	

	E-mail: 

	

	Note: 

	You must supply a copy of the public liability insurance cover.




	
	Decorations Details

	Brief description of intentions around decoration of the Barn
	









	Note:

	No naked flames, foil decorations or bales of straw are permitted either inside or outside the Tithe Barn. No fireworks are allowed on the premises. (Risk to thatch roof and neighbours to rear of site).  No screws or drilling is permitted in attachment of decorations (Listed Building), if in any doubt please contact the Barn Warden for assistance. Any decoration or related matter that is highlighted as a concern must be dealt with or removed. 




	
	Arrangements for Sale of Alcohol
(The HIRER must nominate one person who is going to be present at the event and can be held responsible for alcohol sales. State Hirer as needed)


	Will there be Alcohol sales?
	YES / NO

	Name (Hirer/Company or other Individual):	
	


	Address: 

	

	Telephone:         

	

	E-mail: 

	



Please sign (print) your name and date to confirm you accept all requirements, terms and conditions above and below.. 

	Name:


	

	Date:

	


On payment of any deposit these terms and conditions will also be considered agreed. 


Terms and Conditions 

1. [bookmark: _Toc457216182][bookmark: _Toc506396321]TERMS AND CONDITIONS OF HIRE 

The following are the Terms and Conditions of Hire for rooms at the Tithe Barn ('the Premises') at Sproughton. (If the hirer is in doubt as to the meaning of the following, the Parish Clerk should immediately be consulted) 

2. [bookmark: _Toc457216183][bookmark: _Toc506396322]Definitions 

	Term
	Definition

	FUNCTION DATE

	the date of the function, within the required Hire Period

	HIRE CHARGES

	the amount agreed for the hire of the Barn for the Hire Period (VAT not chargeable)

	HIRE PERIOD


	from the start time of hire to the end time of hire e.g. for a weekend wedding from 13:00 Friday until 17:00 Sunday on the weekend of the FUNCTION DATE

	HIRER



	an individual hirer or, where the HIRER is an organisation, the authorised representative of that organisation. The person(s) hiring the premises who must be aged 18 or over

	OWNER

	Sproughton Parish Council, Sproughton, Suffolk

	PREMISES


	the Tithe Barn, Lower Street, Sproughton, Suffolk and the surrounding designated area

	PREMISES SUPERVISOR 

	the qualified person who is named by the Parish Council as being responsible for the day-to-day management of the premises. Normally this will be the Barn warden

	CLEAN/DAMAGE DEPOSIT 
	the refundable deposit held by the OWNER to cover (in full or part) for additional cleaning, damage, breach of any terms and reputational costs needed as a result of the function taking place. 

	
	


[bookmark: _Toc506396323]
3. Supervision 

[bookmark: _Toc448768606][bookmark: _Toc448768607]The HIRER will, during the period of hire, be responsible for supervision of the PREMISES, including the fabric and contents. Ensuring adequate adult supervision of persons under 18 using the contents. Children under 12 must be supervised by a responsible adult at all times. The HIRER is responsible for ensuring persons under 18 do not enter non-hired areas, storage areas, or any part of the barn or grounds where entry is restricted.
[bookmark: _Toc448768608]
[bookmark: _Toc448768609][bookmark: _Toc448768610]The HIRER is responsible for supervising car parking arrangements to avoid obstruction of the fire exits, access to residents and/or footways.  Ensuring there is no noise nuisance. Ensuring the availability of a working telephone to enable calls to emergency services.  

The HIRER is responsible for the behaviour and actions of all attendees, suppliers, contractors, and any person present at the event. Any damage or misconduct caused by guests, suppliers, or contractors will be treated as damage caused by the HIRER and forfeit the CLEAN/DAMAGE DEPOSIT

The OWNERS accepts no liability for accidents arising from inadequate supervision by the HIRER. The OWNERS reserves the right to terminate the hire period immediately if behaviour or activities are considered unsafe, unlawful, or unacceptable.

4. [bookmark: _Toc506396324]Use of Premises 

The HIRER shall not use the PREMISES for any purpose other than that described in the hiring agreement, shall not sub-let, or use the PREMISES, or allow the PREMISES to be used for any unlawful purpose or in any unlawful way. HIRER must ensure that all guests and the organised event does not do anything which may endanger the PREMISES or render invalid any insurance policies in respect thereof. 

The HIRER shall not use the PREMISES for any unlawful purpose or for any lewd or salacious purpose which could bring the Tithe Barn into disrepute. The HIRER shall ensure that guests do no behave unlawfully or conduct any lewd or salacious purpose on the PREMISES and/or neighbouring land. 

The HIRER shall ensure that nothing is done on or in relation to the PREMISES in contravention of the law relating to gaming, betting, and lotteries. 

5. [bookmark: _Toc506396326]Health and Hygiene 

The HIRER shall, if preparing, serving, or selling food, observe all relevant food health and hygiene legislation and regulations. Where food is to be sold, the HIRER must hold a relevant qualification, a copy of which must be supplied to the Parish Clerk. 

6. [bookmark: _Toc506396327]Electrical Appliance Safety 

The HIRER shall ensure that any electrical appliances brought by them to the PREMISES and used there shall be PAT certified, safe and in good working order, and used in a safe manner. 

7. [bookmark: _Toc506396328]Decoration 

Nothing must be fixed to the walls, roof, or any other surfaces, on either a permanent or temporary basis other than via existing nails. No foil decorations to be used.

8. [bookmark: _Toc506396329]Public Safety Compliance 

The HIRER shall comply with all conditions and regulations made in respect of the PREMISES by the Fire Authority, Local Authority, Local Magistrates’ Court or otherwise. 
[bookmark: _Toc448768617]
[bookmark: _Toc448768618]For any public event, 2 stewards must be designated and readily identifiable to the public. Stewards must know the location of the fire exits and first aid equipment. 
[bookmark: _Toc448768619]
[bookmark: _Toc448768620]If there are to be more than 100 people then an additional steward must be designated for each 50 people over 100 e.g., 6 stewards for 300 people. If there are more than 150 people then one of the stewards must hold a valid certificate of competence in first aid work. 

9. [bookmark: _Toc506396330]Equipment & Property 

Any property of any nature brought onto the PREMISES by the HIRER, their employees, contractors, agents, or guests is at the HIRER's risk. The OWNER accepts no liability for loss or damage to such property. The HIRER is advised to remove all wedding or party presents following the function, as the OWNER cannot accept any items for safe keeping. 

Any equipment, including ladders, seating, tables, kitchen equipment and electrical equipment that may be available at the PREMISES can be used unless indicated otherwise at the HIRER's risk. The OWNER accepts no liability for loss or damage to such property.

Lost Property - Any items left at the PREMISES after the event will be retained for a maximum of 14 days. The OWNER accepts no responsibility for the loss, damage, or safekeeping of any such items. Items not collected within this period may be disposed of.

10. [bookmark: _Toc506396331]Indemnity 

The HIRER shall indemnify Sproughton Parish Council for the cost of repair of any damage done to any part of the PREMISES including the curtilage thereof or the contents which occurs because of the hire. The HIRER shall be responsible for making arrangements to insure against any third-party claim which may lie against him or her (or the organisation if acting as a representative) whilst using the PREMISES. (The PREMISES are insured against any claims arising as a result of negligence of the Parish Council.) 

11. [bookmark: _Toc506396332]Accidents and Dangerous Occurrences 

The HIRER must report all accidents involving injury to the public to the Parish Clerk as soon as possible. Any failure of equipment belonging to the PREMISES must also be reported as soon as possible. The OWNER does not exclude liability for death or personal injury caused by the OWNER's negligence but is not responsible for death or personal injury where people have placed themselves at risk or acted in a manner liable to cause themselves or others harm. Persons attending the PREMISES at the invitation or with the permission of the HIRER do so at their own risk. Children must be always supervised. 

12. [bookmark: _Toc506396333]Compliance with the Children Act 

The HIRER shall ensure that any activities for children under eight years of age comply with the provisions of the Children Act of 1989 and that only fit and proper persons have access to the children (see VHIS No.5). 

13. [bookmark: _Toc506396334]Fly Posting 

The HIRER shall not carry out or permit fly posting or any other form of unauthorised advertisements for any event taking place at the PREMISES, and shall indemnify Sproughton Parish Council accordingly against all action, claims and proceedings arising from any breach of this condition. Failure to observe this condition may lead to the prosecution by the local authority. The HIRER shall not affix any notice to the internal fabric of the PREMISES. 

14. [bookmark: _Toc506396335]Sale of Goods 

The HIRER shall, if selling goods on the PREMISES, comply with Fair Trading Laws and any code of practice used in connection with such sales.
 
15. [bookmark: _Toc506396337]Cancellation by Hirer / Council
[bookmark: _Toc448768641]
Where the HIRER cancels the booking and the OWNER is unable to secure a replacement booking for the same period, the following cancellation charges shall apply:
• Cancellation more than [e.g. 90] days before the FUNCTION DATE: [e.g. 25%] of the hire charge retained
• Cancellation between [e.g. 30–90] days before the FUNCTION DATE: [e.g. 50%] of the hire charge retained
• Cancellation less than [e.g. 30] days before the FUNCTION DATE: 100% of the hire charge retained
The CLEAN/DAMAGE DEPOSIT will be refunded unless costs have already been incurred by the OWNER.

Cancellation by Sproughton Parish Council: The OWNER reserves the right to cancel this hiring in the event of the PREMISES being required for use as a Polling Station for a Parliamentary or Local Government election or bye-election, in which case the HIRER shall be entitled to a full refund of any or fee already paid. 



16. [bookmark: _Toc506396338]Fit for Use 
[bookmark: _Toc448768643]
In the event of the PREMISES or any part thereof being rendered unfit for the use for which it has been hired, Sproughton Parish Council shall not be liable to The HIRER for any resulting loss or damage whatsoever. However, the deposit and fee paid will be refunded either fully or in part dependent on the impact of the lack of use of part or all of the premises on the HIRER.
 
17. [bookmark: _Toc506396339]Refusal of Booking 
[bookmark: _Toc448768645]
The OWNER reserves the right to refuse a booking or to cancel this hiring agreement at any time either before or during the term of the agreement upon giving 7 days’ notice in writing to the HIRER.  The HIRER shall be entitled upon such notice to reimbursement of monies paid to the OWNER as have been paid by the HIRER to the OWNER, but the OWNER shall not be liable to make any further payment to the HIRER.  The OWNER is unable to take bookings where the HIRER is unwilling to use the installed sound system due to the risk that the noise levels would be too high for our near neighbours. Levels of noise created during the hire must be at a level in accordance with the Noise Abatement Act. 

18. [bookmark: _Ref500084776][bookmark: _Ref500084790][bookmark: _Toc506396340]End of Hire 

The HIRER shall be responsible for leaving the PREMISES and surrounding area in a clean and tidy condition, properly locked and secured unless directed otherwise and any contents temporarily removed from their usual positions properly replaced, otherwise Sproughton Parish Council shall be at liberty to make an additional charge or without the CLEAN/DAMAGE DEPOSIT. 

19. [bookmark: _Toc506396341]Noise 

The HIRER shall not cause or permit to be caused any noise nuisance at any time. Amplified music shall only be broadcast through the Tithe Barn's sound system installed for this purpose. A range of audio input connectors is available. Levels of noise created during the hire must be at a level in accordance with the Noise Abatement Act. There is an automatic noise limiter which shuts down the power supply when triggered. The fire doors in the barn must not be opened for the duration of the event as when the sound system is in use this results in a noise nuisance to our neighbours. The HIRER must inform Sproughton Parish Council who their proposed music provider is to confirm their suitability prior to booking the provider for live music/disco as some providers are not permitted in the Tithe Barn. 

20. [bookmark: _Toc506396342]Explosives, Flammable Substances and Heating

Highly flammable substances shall not be brought into or used in any portion of the PREMISES. 

No internal decorations of a combustible nature (e.g., polystyrene, cotton wool), shall be erected without the consent of Sproughton Parish Council. The HIRER shall not permit the use of 1) smoking or charcoal BBQs (gas BBQs are permitted) on the PREMISES or in the courtyard or 2) fireworks, 3) Chinese lanterns or 4) sparklers. 

Smoking is not permitted within the building or the courtyard. The far car park can be used if needed.  No unauthorised heating appliances shall be used on the PREMISES. Portable liquefied petroleum gas (LPG) heating appliances shall not be used. 

21. [bookmark: _Toc506396344]Hours of Opening 

The PREMISES shall not be used for public entertainment except between the hours of 8:00am and 23:00pm. No sound equipment shall be used outside of these times. 

22. [bookmark: _Toc506396345]Sale of Alcohol 
[bookmark: _Toc506396346]
The OWNERS expects the HIRER to promote the Licensing Objectives. Advance permission to sell alcohol must be obtained from the PREMISE SUPERVISOR, who may choose to attend during the hire period. 

PREMISE SUPERVISOR has full authority to deny or withdraw permission for alcohol sales either before or during the event, particularly if there are concerns that licensing laws are not or will not be followed. HIRERS are responsible for understanding all relevant licensing laws, including possible penalties for breaches, prior to the event, and ensuring compliance throughout.

The PREMISE SUPERVISOR may require the HIRER to provide security or stewards for the event. Additionally, the HIRER must inform the PREMISE SUPERVISOR if anyone connected to or attending the event has previously been refused or banned from hiring the Tithe Barn. 

For private events, the HIRER should ensure attendees are personally known and included on a guest list; if the event is public, security or stewards may be necessary. The HIRER should be aware that any breach of licensing laws leading to legal action against the OWNERS will result in the OWNERS seeking recovery of any fines or legal costs from the HIRER.

23. Film Presentations 

The HIRER shall ensure that the British Board of Film Classification restrictions are adhered to. Permission to show films should be sought in advance from the PREMISE SUPERVISOR who reserves the right to be present for the hiring period. 

24. Photography, Filming and Drones

Professional photography and filming are permitted within the PREMISES for private events, provided such activity does not cause nuisance, obstruction, or safety concerns.
The use of drones is strictly prohibited anywhere on or above the PREMISES and surrounding land unless expressly authorised in writing by the OWNER in advance of the event.
The HIRER is responsible for ensuring that all photographers and videographers comply with these Terms and Conditions and with applicable laws and regulations.

25. [bookmark: _Toc506396347]Keys 

The keys shall be the responsibility of the person who has signed the hiring agreement throughout the period of hire. If lost, the HIRER shall be liable for the cost of a set of replacement keys. Should the OWNERS find that the HIRER has copied the keys, the Council shall take such action as necessary to secure the return of all copied keys, or, if this is not successful, will replace all affected locks with new locks and will seek to recover the cost of doing so from the HIRER/holder of the copied keys. 

26. [bookmark: _Toc506396348]Provision of Facilities for Disabled Users of the Tithe Barn 

The provisions contained in the Disability Discrimination Act 1995 with effect to providing disabled access to the common parts by ramps, handrails, and pathways capable of taking wheelchairs have been implemented. By this letting of the Tithe Barn you are warned that the PREMISES have features which are consistent with a Grade II listed building. You are also warned that there are floor level changes and projections which require extra special care for users with a disability and children. The HIRER, by signing this agreement, acknowledges these features and is advised that no activities or functions should be carried out in areas which may put themselves or their guests at risk. 

27. [bookmark: _Toc506396349][image: ]Our Neighbours 

The Tithe Barn is situated adjacent to private land. Hirers and guests must not trespass onto any neighbouring properties, gardens, farmland, access routes or boundaries not forming part of the hire (Red on plan below).

The HIRER is responsible for ensuring guests respect all site boundaries and do not cause nuisance or disturbance to neighbouring properties. Any trespass, nuisance, damage, or unauthorised access to neighbouring land will result in forfeiture of the CLEAN/DAMAGE DEPOSIT, and the HIRER will be liable for any further claims arising from such conduct.


28. [bookmark: _Toc506396351]Changes to Terms and Conditions of Hire 

Terms & Conditions of hire may be reviewed and updated from time to time. Updated terms and conditions will be sent to the HIRER for signing prior to their event to replace any previously signed Terms & Conditions of Hire - these updated Terms & Conditions of Hire must be signed and returned prior to the event. 

29. [bookmark: _Toc506396353]FIRE SAFETY GUIDE 

The PREMISES SUPERVISOR will complete the Pre-Event Fire Safety Checks prior to handing over the keys to the building. When the Main Barn Area is hired, the PREMISES SUPERVISOR will arrange for the outer Midstrey Fire Doors to be: -
a.	opened at the start of the hire period and each subsequent day of the hire period, and
b.	closed at the end of each day.
	
When the Kitchen and/or Barley Room are hired, the HIRER will: -
d.	open the outer door of the Barley Room at the start of the hire period and each subsequent day of the hire period, and
e.	close the door at the end of each day.

There shall be no smoking in the Barn/s and courtyard.  This is very important as this is a Thatched Listed Building and the cost of insurance also depends on our no smoking policy being enforced.  

The Fire Safety Plan
Copies of the Fire Safety Plan are on display in the Barley Room and the Main Barn.  They contain advice for all visitors to the Tithe Barn on how to raise the alarm, evacuation of the building and where to assemble.

Fire Detection and Warning
The premises are covered by an automatic fire detection and alarm system incorporating “break glass” call points.  In the event of fire, the warning will be sounded throughout the premises with a visual (flashing red light) displayed in selected areas.

Calling the Fire Brigade
On discovering a fire: - 
- raise the alarm by operating one of the “break glass” call points.
- call the Fire Brigade by dialling 999 (or 112 from a mobile phone)
On hearing the fire alarm: -
- call the Fire Brigade by dialling 999 (or 112 from a mobile phone).  
A public telephone is not available, and you will need to ensure a fully operational mobile phone is available in case you need to summon any of the emergency services.

Evacuation of the building
On hearing the fire alarm, evacuate the building and move to the Assembly area.
Fixed emergency lights are provided in the toilet area, the covered walkway and over fire escape doors to aid evacuation. The assembly point is the entrance to the Church Yard on the corner of Lower Street with Church Lane

Arrangements for Fighting Fire
Portable fire extinguishers and fire blankets are provided for “first aid” firefighting. These have been provided principally for people with the necessary training and skill to use them safely under fire conditions. The priority in the event of fire must always be to raise the alarm and evacuate everyone from the building, but not to attempt to use the equipment unless suitably trained.

Fire Control Doors
Fire control doors are fitted to the exits from the kitchen and at the entrance to the main barn area to prevent the potential spread of heat and smoke in the event of a fire. Fire doors must be kept closed for the duration of the event/s

30. Quick Guide of General HIRER requirements

	Period
	Responsibility/Action

	During Hire
	You shall ensure Daily Fire Safety Checks at start of second and subsequent days

	During Hire
	You shall ensure the number of people does not exceed maximum for event

	During Hire
	You shall ensure sufficient people available are to assist with evacuation

	During Hire
	You shall ensure the availability of working mobile phone for outgoing calls

	During Hire
	You shall ensure the 'No smoking' policy is adhered to in the Barn/s and Courtyard

	During Hire
	You shall ensure Fire doors and fire exit routes kept clear of obstruction and Fire control doors (kitchen & walkway) not obstructed and free to close

	During Hire
	You shall ensure that no potential ignition sources or combustible/flammable materials are brought into Tithe Barn

	During Hire
	You shall ensure that all amplified sound broadcasts are through Tithe Barn's sound system only


	End of Each Day
	You shall ensure everybody has left and taken their belongings and vehicles (unless agreed with the Barn Warden/Parish Clerk in advance).

	End of Each Day
	You shall Turn off all heaters

	End of Each Day
	You shall Turn out the lights

	End of Each Day
	You shall Close internal doors (locking if key provided)

	End of Each Day
	You shall Secure all windows and outside door of Barley Room

	End of Each Day
	You shall Remove all rubbish and clean tables


	End of Hire
	You will call the Barn warden before leaving premises

	End of Hire
	You will ensure any keys are returned to the Barn warden.

	End of Hire
	Barn warden carries out premises inspection with HIRER. Upon satisfactory inspection, returnable (cleaning/damage) deposit authorised. HIRER should receive cleaning/damage deposit within 3-5 days



31. Compliance and Enforcement

Failure to comply with these terms and conditions may result in:
· Immediate termination of the event, and/or
· Forfeiture of the cleaning/damage deposit, and/or
· Additional charges for repair, replacement, or professional cleaning.
All suppliers are deemed to be under the hirer’s control and agreed with these terms and conditions.

The PREMISES SUPERVISOR and/or OWNERS, decision regarding the condition of the premises, damage, trespass, or cleanliness shall be final.

Neither the OWNER nor the HIRER shall be liable for failure to perform any obligation under this Agreement where such failure is caused by circumstances beyond their reasonable control, including but not limited to acts of God, fire, flood, extreme weather, epidemic or pandemic, war, terrorism, civil disturbance, government restrictions, or failure of utilities or services. Where such circumstances result in the event being cancelled or curtailed, Sproughton Parish Council shall reserve any decision to refund any hire charges and deposits paid, less any reasonable costs already incurred, but shall not be liable for any further loss, damage, or expenses incurred by the HIRER.

32. Data Protection 

Personal data provided by the HIRER under this Agreement will be processed by Sproughton Parish Council solely for the purposes of administering the booking, complying with legal obligations, and managing the use of the PREMISES.
Such data will be handled in accordance with applicable data protection legislation, including the UK General Data Protection Regulation and the Data Protection Act 2018. Personal data will not be shared with third parties except where required by law or for legitimate operational purposes. Further information on how Sproughton Parish Council processes personal data, including retention periods and individual rights, is set out in the Council’s Privacy Notice online.

33. Provision of Facilities for Disabled Users of the Tithe Barn  

The OWNER has implemented reasonable adjustments in accordance with the Equality Act 2010 to provide access to the common parts of the PREMISES. The HIRER acknowledges that the PREMISES is a Grade II listed building with inherent features, including changes in floor levels and projections, which require particular care for disabled users and children.



Please note that this is a Grade II Listed Barn and as such the internal temperate can vary greater depending on the weather and time of year. While heating is available, the barn by its nature and construction does not retain heat well. Guests should be aware of this especially in winter months. 
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