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BOOKINGS, HIRE & EVENTS POLICY



This policy provides a clear and accountable framework for the booking, hire and management of Town Council facilities and events, ensuring fair access and effective use of public spaces
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1. Introduction

1.1. Seaford Town Council (the Council) fully recognises that our outdoor facilities are of great value to the town, improving community well-being and visitor enjoyment. As such, the Council is pleased to allow, in principle, and subject to the conditions of this policy, organised hire of playing fields and events to be held in open spaces owned by the Council.
1.2. This policy outlines the responsibility of the Council in managing its own events and also the hiring of its open spaces and sports facilities.
1.3. This policy ensures that the management, booking and regulation of facility hire and events of the Council’s facilities is for the mutual benefit of all.

2. Bookings and Use of the Council’s Open Spaces, Seasonal Beach Huts for Hire

2.1. Hire of Open Spaces fall into two categories:

	Hire of Sport Pitches for supporting use by clubs, teams or associations, or for individual use. Facilities available for hire include:

· The Crouch - 11-a-side pitch
· The Crouch - Mini pitch
· The Salts - Rugby pitches x 2
· The Salts - Cricket pitches x 2
· The Salts - Football pitch
· The Salts - Tennis courts
	Hire of Facilities for event use. These facilities include:

· Crouch Gardens 
· Martello Fields
· The Salts Recreation Ground
· South Hill Barn
· Seaford Promenade



2.2. In additional to the outside spaces, six seasonal beach huts are available for hire on a daily basis from the beginning of June to the end of September each year. These are located on the promenade by Frankie’s Beach Café.

3. Hire of Sports Pitches

3.1. With effect from 1 April 2026, sports pitches are available for hire, enquiries for hire can be taken via our website www.seafordtowncouncil.gov.uk  or via bookings@seafordtowncouncil.gov.uk. A booking form must be completed for all hire of facilities.
3.2. Recognised Seaford sporting partner clubs will be given a priority booking window of sports pitches prior to these areas being released for hire by other organisations. These include:
· Seaford Town Football Club
· Premier Football Club
· Seaford Rugby Football Club, and
· Seaford Cricket Club
3.3. All bookings must be confirmed by a Council officer prior to use. Any facilities used or accessed without consent will be charged at the full commercial rate.
3.4. Late payments of any hire fees will result in the suspension of all future bookings until payment is received in full.
3.5. The Council reserves the right to refuse any booking application or terminate any booking. Only monies paid in respect of a terminated booking will be refunded and the Council accepts no liability for any other expenditure incurred or loss sustained directly or indirectly by the Hirer arising from such cancellation. In the event of any unpaid booking/s the Council will clawback monies it is owed before refunding the balance, if any, of the terminated booking/s.
3.6. The Hirer must provide written proof of documentation to satisfy the requirements of booking. These may include an up to date Public Liability Insurance, Safeguarding Policy and confirmation that all relevant staff and coaches have valid DBS checks, and that lead coaches have recognised coaching qualifications from their recognised governing body.
3.7. Full terms and conditions of hire are included on the booking forms.

4. Hire of Seasonal Beach Huts

4.1. With effect from 1st April 2026 Seasonal Beach Huts can be booked online via the Council’s website www.seafordtowncouncil.gov.uk  
4.2. Booking confirmation and details regarding how to access pre-booked beach huts will be emailed to the Hirer within 24 hours of booking.
4.3. Cancellation of Seasonal Beach Hut bookings are not refundable.
4.4. The Council reserves the right to refuse any booking application or terminate any booking. Only monies paid in respect of a terminated booking will be refunded and the Council accepts no liability for any other expenditure incurred or loss sustained directly or indirectly by the Hirer arising from such cancellation. In the event of any unpaid booking/s the Council will clawback monies it is owed before refunding the balance, if any, of the terminated booking/s.
4.5. Full terms and conditions of hire are provided at point of booking.

5. Hire of Facilities for Mini, Small & Medium Events

5.1. The size of the event determines how to apply as detailed below:
	Size
	Audience Capacity
	How to Apply

	Small
	Under 500
	Submit an Application for Hire Form


	Medium 
	500 – 3,000
	Submit an Application for Hire Form and
Event Management Plan

	Large
	Over 3,000
	



5.2. For small and medium events, the event organiser must submit an Application for Hire Form (‘application form’) a minimum of 3 months before the event set up on site begins. However, officers may consider a shorter lead time for small events depending on the type of event and officer workload at the time. 
5.3. Where an event is considered to have significant impact on an area, site or residents, or requires a considerable emergency services operation, it may be considered a large event regardless of estimated audience size. 
5.4. The application form is assessed by the Projects & Facilities team and consent will be issued in the form of an email if permission is granted.
5.5. The application form questions will need to be completed in full before submission. Depending on the nature of the event, the Hirer may need to plan for some of the areas listed below under ‘large events’. 
5.6. A risk assessment is mandatory for all events, and the application form contains a template for completion.
5.7. The information required above ensures that officers have the necessary information to satisfy themselves that any event will comply with the Health & Safety Executive, Guide HSG 195 The Event Safety Guide (second edition): “A guide to health, safety and welfare at music and similar events”. This guide is available from www.hse.gov.uk.  Professional firework displays must comply with Health & Safety Executive Guide HSG 123. 
5.8. All event requests will be considered, with approval subject to open space availability and the event delivery supporting the Council’s strategic objectives.

6. Large Events

6.1. Following an application being submitted and an initial discussion with the Projects & Facilities team, an Event Management Plan must be submitted at least 3 months before the event set up on site begins.
6.2. If further development of the plan is necessary, a timescale greater than 3 months is likely to be required. If the timescale for event planning is not met, the Council’s consent may be withdrawn. 


7. Event Management Plan

7.1. Organisers of large events will need to produce a plan that will be subject to the approval of the Projects & Facilities team. The plan will include but not be limited to:
1. Access Provision 
2. Cancellation procedure including adverse weather conditions 
3. Child and vulnerable adult protection 
4. Complaints procedure 
5. Concessions and caterers 
6. Crowd management 
7. Emergency control 
8. Entertainment 
9. Environmental / Sustainability impact 
10. Event communication plan including named contacts 
11. Fire safety and evacuation 
12. First aid / medical 
13. Food safety 
14. Infrastructure 
15. Licensing requirements 
16. Lost children and property procedures 
17. Marketing 
18. Noise management 
19. Public liability insurance 
20. Risk assessments 
21. Sanitary provision 
22. Security and stewarding provision 
23. Site plans 
24. Statement of intent 
25. Production and event timetable 
26. Toilet provision (additional to Council public toilet facilities)
27. Traffic management 
28. Transport management 
29. Waste management

7.2. Where the applicant is seeking permission for alcohol sales at an event, they must inform the Council of this in the application form and set out the necessary risk and impact assessments specific to an event with alcohol on sale. 
7.3. Upon reviewing the assessment documentation, the Strategic Management Team in consultation with the Chair of the Assets & Facilities Committee, may determine whether or not permission is given for the event organisers to apply to Lewes District Council for a Temporary Event Notice/permit to sell alcohol. Event organisers should look on the District Council’s website for more details on the application process, timescales and fees involved.
7.4. It is the applicants’ responsibility to notify appropriate authorities with details of the event as required.
7.5. It is the applicants’ responsibility to arrange licenses as required, in order to ensure the event complies with the most up to date legislation. Once licenses have been obtained, copies need to be provided to the Council to support the application. 
7.6. It remains the responsibility of the applicant to notify the Council in writing of any change of address or contact details. If required, for whatever reason, the Council will only contact the applicant via the email address or telephone number supplied by them.  
7.7. The Council will support the marketing of the event, where possible, by sharing details on the Council’s website, social media, notice boards and staff email signatures, once the application form and deposit have been received and hire provisionally agreed. 

8. The Environmental Protection (Plastic Plates etc. and Polystyrene Containers etc.)(England) Regulations 2023

8.1. Those organising events on the Council land or taking part in the Council events, are required to comply with The Environmental Protection Regulations 2023 legislation.
8.2. Officers will carry out unannounced spot checks to assess adherence to the above legislation. Where it is found that the law is being violated, officers will address any concerns with the event Hirer and report their concerns to East Sussex County Council Trading Standards and or Lewes District Environmental Health Department.

9. Event Bookings Terms of Hire

9.1. The Council will request a non-refundable deposit if an open space booking is made more than 3 months in advance. 
9.2. Full payment must be made a minimum of 2 months in advance of the booking or set up date whichever is sooner.
9.3. If an event is cancelled by the Hirer, the Council will require notice in writing and the following refund protocols will apply to the fees paid:
 
· Cancellation between three months and two months before your event date – 75% refund, less deposit
· Cancellation between two months and one month before your event date – 50% refund, less deposit 
· Cancellation less than one month before your event – no refund

9.4. In the case of an event cancellation due to inclement weather conditions, the Council is unable to offer a refund. However, if an alternative date can be found to host the event within a 6-month period at no additional cost to the Council, and on the same hire terms, then the Council will allow the event to be moved.
9.5. Refundable security deposits may be requested should the event place the open space at risk of damage. The deposit would be refundable within 10 working days of the open space passing inspection successfully after the event. Security deposits can be refunded via BACS.
9.6. The Council reserves the right to refuse any booking application or terminate any booking. Only monies paid in respect of a terminated booking will be refunded and the Council accepts no liability for any other expenditure incurred or loss sustained directly or indirectly by the Hirer arising from such cancellation. In the event of any unpaid booking/s the Council will clawback monies it is owed before refunding the balance, if any, of the terminated booking/s.

10. Fitness Licences

10.1	The following process applies to all fitness instructors or businesses 	wishing to operate on Council land.

A Fitness Licence and the appropriate permissions must be obtained 	prior to any activity taking place.
This requirement applies to activities including (but not limited to):

· Yoga
· Boot camps
· Personal training sessions
· Outdoor fitness classes
· Group exercise sessions

10.2	The Council supports local fitness providers and offers an annual 		licensing arrangement to enable instructors to operate within 		designated outdoor spaces. From April 2026 Fitness Licences are 		charged at £100 per annum.
10.3	All fitness providers must provide written proof of documentation to 		satisfy the requirements of the annual licence. These may include an 	up-to-date Public Liability Insurance, Safeguarding Policy and 		confirmation that all 	 providers have a valid DBS check and that 		instructors have a recognised qualification to instruct or coach.
10.4	Fitness licences are offered free of charge to registered charities and 	not-for-profit organisations (subject to eligibility criteria).

11. Hire Charges

11.1. Hire charges for facilities are reviewed annually in line with CPI (Consumer Price Index). Once set, charges will apply without change for the full financial year (1 April to 31 March). A full list of hire charges can be found via the Council website, www.seafordtowncouncil.gov.uk

12. Town Council Events

12.1. The Council hosts a number of important annual events. Officers will either be directly responsible for running these events or will work in partnership will local and national organisations to deliver these on behalf of the residents of Seaford. The details of these can be found below:

· Sussex Day is arranged by the Town Council, in conjunction with the Town Crier, to celebrate the identity and landscape of Sussex and is held on or as close as possible to 16 June.
· Armed Forces Day is usually marked with a flag-raising ceremony arranged by the Town Council and is held on or as close as possible to the national day (usually a Saturday in late June). The Council will also use its communication channels to raise awareness of the armed forces and support available to its members, veterans and/or their families.
· Remembrance Sunday is arranged by the Royal British Legion, with the support of the Council, usually held on Remembrance Sunday at the Sutton Road War Memorial. In addition, the Council will send representative/s to the Commonwealth Service, usually held on the Tuesday following Remembrance Sunday in Seaford Cemetery.
· Seaford Christmas Magic is arranged by a standalone non-Council committee including Council officers, local traders, working partners and other volunteers as approved by the committee. Each year, the committee will identify the preferred format, date and specific details of the event, under the oversight of Council officers.
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