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Working together for Harlow

Latton Bush conference centre booking form

Opening times:

¢ Monday to Friday 7.30am — 9.45pm and Saturday 8.30am — 4.45pm
e Closed Sundays, Bank Holiday and Easter Saturday

The following information is required to make a room booking. Bookings will only be accepted with a
completed booking form and risk assessment. Please ensure that you receive a booking reference number
as you will need this to discuss any details.

Your details
Name

Organisation

Correspondence address

Post code

Phone number

Email

Invoice details (if different)

PO number (if applicable)

Event details
Dates room required

Time room required

Max number of attendees

Room preference (if applicable)

Layout required

Event name

Catering required including times (if
applicable)

Minimum order for tea/coffee is 15
Equipment required (all rooms
have data projectors and speakers)

Special requirements

For office use only
Booking reference number

Booked by
Date




The Latton Bush Centre standard terms and conditions

Charges
The final account will be based on the information received by Harlow Council from the hirer.

No charges of any sort may be made by the hirer for admission to the rooms without the express
permission of Harlow Council and is subject to such conditions as may be imposed.

Increase in charges

Harlow Council reserves the right to amend the hire charges at the Latton Bush Centre, but this shall not
affect bookings made within 3 months of a price increase (prices are revised with effect from 1 April).

Cancellation

In the event of an election (local or general) whereby function rooms will be required for polling stations and
or the administration of the count of votes cast, Harlow Council will give such notice as is reasonable and
possible under the circumstances, prior to cancellation of a hirer’s booking. The hirer shall not be entitled to
any compensation for any loss, damage or inconvenience, which may have been caused, as a result of
such cancellation. Harlow Council may also cancel any booking in the event of an emergency to provide
emergency rest centre facilities, or for any other reason in its role or responsibilities as a local authority. If
the booking is cancelled by Harlow Council for either of these reasons Harlow Council shall refund any
charges paid.

A hirer shall have the right to cancel the booking for whatever reason and provided a minimum of 14 days
written notice is given. No other cancellation charge will be made. If less than 14 days’ notice of
cancellation is given the cancellation fees shown below apply.

Cancellation fees payable to Harlow Council
14 days or more written notice given no charges.

7-13 days written notice given — 50% of the hire charge.

1-6 days written notice given — 100% of the hire charge and catering charges.

Failure to attend on the day — 100% of all charges including equipment hire and catering charges.
Liability

The hirer is responsible for providing adequate insurance and liability cover for their event, including public
liability insurance where appropriate.

Harlow Council does not accept any liability for the death of, or personal injury to any person attending the
Latton Bush Centre unless such death or injury shall be due to negligence of Harlow Council and does not
accept any liability for claims of any loss or damage suffered by the hirer of their personal belongings or
equipment. Harlow Council accepts no liability for any loss or damage to vehicles and/or their contents
whilst parked at the Latton Bush Centre site, unless such damage or loss shall have been caused by the
negligence of Harlow Council. The hirer shall indemnify Harlow Council against all such liability as may be
referred to in this condition.

The hirer undertakes responsibility for control of their guests or invitees, and for all activities undertaken by
them. The hirer undertakes to pay Harlow Council the amount of damage that may be done to the building,
furniture, fittings or equipment in consequence of the hiring. The hirer must be present throughout the
period of hire. The hirer will have consideration for other occupiers of the Latton Bush Centre and the
residents of the surrounding areas, and all activities must be conducted in such a way as to not constitute a
nuisance. If the premises are used for any other purpose than those stated in the confirmation of booking,
or if any function becomes disorderly, or any disturbance, nuisance, indecent or unlawful or undesirable
activity is allowed to occur, Harlow Council, by its duly authorised officer may at its absolute discretion,
immediately terminate the hiring whilst reserving all its rights and remedies that it may have against the
hirer. All persons attending the function will immediately leave the Latton Bush Centre. In the event of such
termination, all fees and charges will be forfeited to Harlow Council.



Risk assessments and method statements

The hirer is responsible for carrying out appropriate risk assessments and method statements for their
events. These must be available for inspection by Harlow Council when required.

Rights of access and vacation of premises

The individual responsible for hiring the premises must report to the Harlow Council representative at the
centre, upon arrival and upon vacation of the hired premises. The hirer to ensure that the room is vacated
in a clean and tidy condition. The Latton Bush Centre staff will provide plastic bags to assist with clearing
up. We expect all rubbish to be securely placed in these sacks this includes balloons and any decorations
that need to be removed. Any leftover food is also to be cleared away. The Duty Steward will sweep up
smaller items. The Latton Bush Centre management reserve the right to make an additional charge if the
Hall is not left is a satisfactory condition. This charge will be based on number of additional staff hours
necessary.

The times stated on the booking receipt form are those during which the rooms will be available to the hirer
and must be adhered to. The hirer undertakes to cease all activities and ensure that the Latton Bush Centre
site is cleared by 9.30pm or where agreed in writing, at time of booking (Latton Hall/Dining Hall only). The
hirer will be responsible for all guests to the event and have consideration for other users of the centre, our
neighbours and the centre staff. They must ensure that the activities do not constitute a nuisance.

Smoking policy
Smoking is not permitted within any of the buildings on the Latton Bush Centre site at any time - this

includes e-cigarettes and vapes. Smoking in the grounds must be in the designated smoking area at the
front reception.

Health and safety

The maximum number of people to be accommodated in each room is laid down by Harlow Council and the
fire service and must not be exceeded. They are as follows:

e Green, Blue, Red - 30 persons
e  Griffin Suite - 70 persons

e Dining Hall - 90 persons

e Latton Hall - 250 persons

The hirer shall forthwith notify the management of the Latton Bush Centre of:

e any accident occurring whereby any person suffers any injury whatsoever
e any notifiable dangerous occurrence

Furthermore, the hirer will:

e prevent nuisance, disturbance and undesirable activities

¢ notinstall or use any electrical equipment without the express permission of Harlow Council

¢ not bring or allow any noxious, inflammable, dangerous or illegal substances onto the premises

o take all reasonable precautions for the safety of their guests or invitees

¢ not erect any notices, signs, banners or flags etc without the express permission of the Latton Bush
Centre Manager

Harlow Council does not permit inflatable bouncy castles or structures.
The hirer will not cause or permit any corridor or other access route to become blocked.

Under no circumstances are any signs or posters to be erected on, near or visible from the public highway.
Hirers wishing to advertise events must seek the express written permission of the local highways authority
before erecting any signs or posters, and secure appropriate liability insurance. A copy of the insurance
certificate and highways permission must be lodged at the Latton Bush Centre.

In the event of an act of God, a total power failure or any intervening event including fire or flood you may
be directed to leave the building by the duty member of staff, you will comply with their instructions in the



interests of public safety. Harlow Council will not be responsible for any consequential loss or claims for
compensation following the curtailment of any event in such circumstances.

The hirer shall not cause or permit any filming for commercial purposes.

External catering
The use of external caterers must be requested to Latton Bush Centre management upon booking.

The hirer is responsible for checking all relevant food hygiene and public liability insurance for any
externally sourced caterers used in their events and will ensure the catering is only provided to those
attending their event. Please ensure all food items and rubbish is cleared away at the end of the hire.
Please note that the cooking of food is not permitted within the halls or conference rooms.

Compliance

Failure to comply with the above will result in no further bookings being accepted from the hirer and/or any
associates and the forfeiture of all charges paid to the Latton Bush Centre and Harlow Council.

Age restrictions

The hirer must be a minimum of 21 years of age. A responsible adult must supervise all persons under the
age of 21 that are on the premises at all times.

Personal liability

The hirer accepts full responsibility for any damage howsoever caused by the hirer or their guests and
invitees to the fabric of the building, the fixtures and fittings, equipment (fixed or portable) internal and
external areas of the Latton Bush Centre, whether deliberate or accidental. The hirer furthermore agrees to
pay all reasonable costs to Harlow Council for the repair or replacement of said items, including any labour
costs.

General

The use of smoke machines or similar by disco’s etc. are prohibited, as they will activate the centre’s fire
detection system. In instances of false or malicious activations of the centre’s alarm systems, the hirer is
liable to any charges imposed by Essex Police, Essex Fire and Rescue Service or other statutory authority.
The hirer must comply with all conditions and stipulations of Harlow Council’s public entertainment licence
(as notified by Harlow Council to the hirer). The hirer must comply with all conditions and regulations made
in respect of the centre by the fire authority (as notified by Harlow Council to the hirer).

The use of bouncy castles or any inflatable structures are not permitted in any of the rooms or grounds of
the Latton Bush Centre.

None of the terms in this agreement shall be enforceable by third parties pursuant to the Contracts (Rights
of Third Parties) Act 1999.

The benefit of this agreement is personal to the hirer and shall not be transferable of capable of being sub-
hired.

Harlow Council will not tolerate any abusive, threatening, insulting behaviour or foul language towards staff
members. They are in charge of the building and have delegated authority of the Centre Manager in her
absence. The council will not hesitate to take legal action against any member of the public who
intimidates, threatens or assaults a council employee in the course of their duties.

Complaints

If there are any issues which arise at the event, please notify the Admin Office on the day. However, if you
are not satisfied or if any issues arise subsequent to the event, your complaint must be made in writing to
the Centre Manager within 10 days of the event.



Privacy notice

The personal data we will collect and process.

Harlow Council will collect and process the personal information you provide within this form under Article
6(1)(b) and of the General Data Protection Regulation 2016/679 (GDPR) in order to accept a room booking.
Without this information, we are unable to process your application.

Who will we share your personal information with?

Your personal data is held by the Property and Facilities department and, if you agree to the terms and
conditions of the booking, it could be shared internally with Harlow Council’s Insurance, Finance and
Environmental Health and Licensing departments in order to perform the terms set within the booking.

Your information will also be shared where the council is under a legal obligation to do so, for example
between our services and with other official organisations, such as the police and other government bodies.

How long will we keep your personal information?

Where your application for a booking is successful, the personal information provided within your
application will be kept by the Property and Facilities department for one year from the date of your last
booking, after which it will be securely destroyed.

Where your personal information has been shared with other departments of the council, it will be kept by
those departments in accordance with the council’s record retention policy, available on the Harlow Council
website.

For more information on how we collect, use and protect personal information generally, as well as your
rights as a data subject please view our main privacy notice on our website by visiting:
http://www.harlow.gov.uk/privacy-notice

If you do not have online access a paper copy of our main privacy notice can be provided by contacting the
Latton Bush Centre on 01279 446080.


http://www.harlow.gov.uk/privacy-notice
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