ST. STEPHEN’S CHURCH, NORBURY & THORNTON HEATH

AGREEMENT & CONDITIONS OF HIRE FOR THE CHURCH HALL 
1.
General Agreement

1.1
This agreement dated............................................... is made between the 
following parties :


St. Stephen’s Parochial Church Council and ...................................(the Hirer)

1.2
St. Stephen’s Parochial Church Council will not arrange Public Liability 
Insurance for outside users of the premises. Hirers of the hall are required to 
arrange their own Public Liability Insurance. Proof of this may be requested.

1.3
This agreement is for the use of the Hall. The hirer has access to the main 
hall, kitchen, stage and toilets but not to any side room unless specifically 
stated in this agreement.
1.4
The date of the Hire ....................................................................................

1.5
The times of the Hire ...................................................................................

1.7
The playing of music and serving of food must cease by...............................


1.8
Hirers are reminded that the hall is situated in a residential area, and 
therefore we request that noise is kept to a reasonable level and respect 
shown to our neighbours.

1.9
The premises must be finally vacated and locked up by ..................................


1.10
The maximum capacity of the Hall is ..........................and must be strictly 
adhered to.

1.11
Smoking is not permitted anywhere within the Hall.

2.   
ACCESS / KEYS TO THE HALL

2.1
Church Hall keys may be collected from the Lettings Officer 15 minutes 
before the agreed time of hire.

2.2
If the premises are found by the Hirer in an unsatisfactory state, they should 
contact the Lettings Officer immediately on telephone number (020) 8............

2.3
At the end of the Hire period the keys must be returned to the Lettings 
Officer.

3.
PARKING (see notes below)
3.1
Hire of the hall does not give the Hirer or guests permission to park in the 
grounds. Guests should be advised to park in the surrounding roads.
3.2
A car/van may be parked temporarily outside the Hall whilst supplies or 
equipment is unloaded.
3.3
The Church, gravelled area , Vicarage and the vicarage driveway are out of 
bounds during the period of hire.
4.
USE OF HALL


Hirers of the Hall are requested to observe the following conditions:

4.1
Hirers should provide their own crockery, cutlery, washing 
up equipment, and refuse sacks, where the stock of the kitchen is insufficient for their needs. (See notes below.) Hirers should provide their own tea towels.

4.2
During the period of the Hire, the Hirer will be held responsible for the supervision of the venue and its contents and is responsible for any damage caused during the Hire period. The Hirer is also responsible for the safety 
and behaviour of  minors attending during the period of Hire.

4.3
The Hirer will indemnify St. Stephen’s P.C.C. for the cost of any repairs or 
cleaning necessitated by the Hirer’s use of the premises or failure to return 
them in their original state.

4.4
The Hirer will not tamper with any fixtures or fittings. Posters and notices may 
be covered up but should not in any circumstance be removed.

4.5
At the end of the period of hire the Hirer is responsible for ensuring that the 
hall and kitchen floors are swept and all surfaces are wiped clean, all 
windows are closed, all heaters and lights are switched off and that the 
toilets, both male and female, are left in a clean condition.

4.6
If the event is a party serving food, hirers will be responsible for removing 
their own rubbish. If rubbish is not removed, a minimum charge of £25 will 
be deducted from the deposit. (See notes below which explain our rubbish 
policy).
5.
HIRE COST

5.1
The Hire Cost is


Weekdays : £....................................


Saturdays : £.....................................


No Sunday Letting/Hire

*Deposit Payable : £...........................


**Full Hire Fee Payable : £..........................

5.2
*The Deposit is payable at the time of booking, and will be returned to the 
Hirer after the event, provided the premises are vacated on time and left in 
the condition in which they have been found

5.3
**The Full Hire Fee is payable, at the latest, when the keys to the Hall are            
collected

5.4
Late vacation of the premises or a failure to return the premises in their 
original state will lead to a deduction from the deposit and/or refusal of 
future bookings. The amount of the deduction will be decided by the Lettings 
Officer on behalf of the P.C.C.

5.5
Cancellation of the contract of hire at less than one week’s notice will lead to 
the loss of the deposit.

5.6
These conditions must be read, agreed and signed prior to or at the time of 
paying the deposit.

Signed :..................................................................                    Date :.......................

(Lettings Officer, obo St. Stephen’s PCC)

I have read and agree to the conditions outlined above

Signed : ...............................................................                     Date : ......................

                                                                 (Hirer)

Address / Contact details : ......................................................................................

Telephone Number              .....................................................................................     

Notes from the Parochial Church Council for Hirers

A.
The hire charges for the hall apply for the whole period that you occupy the hall. We ask that you include any “setting up” time in the hours that you book and this will be charged for accordingly. The hire charge allows you access to the main hall, stage, kitchen and toilets but not to any other room, unless this is specifically stated in the agreement.

B.
The Church Hall and its grounds are surrounded by residential properties. We have a good relationship with our neighbours and would like this to continue. Please respect the privacy and interests of our neighbours by being quiet when outside the buildings and when entering or leaving, particularly during the evening when our neighbours or their children may be asleep.

C.
You are welcome to use the stock of cutlery, crockery, kitchen utensils etc that are in the kitchen provided that you leave them clean and tidy. Your attention is drawn to the limited stock of these items and you may wish to provide your own. There is a stock of rubbish bags and washing up liquid is provided, but if you have a large event where you will use significant amounts we ask you to provide your own rather than run down the hall supply significantly. You are also asked to provide your own tea-towels.

D.
We have only a limited rubbish capacity. For small amounts of rubbish you are welcome to use the green wheeled bins outside. However larger events sometimes generate a significant amount of rubbish that we do not have large enough bins for. This creates a problem with scavenging animals, such as foxes, and can create a health hazard. We ask that you remove your own rubbish in these circumstances. We will make a minimum charge of £25 if large amounts of rubbish are left at the hall and the sole arbiter in these circumstances will be the Lettings Officer on behalf of the Parochial Church Council. The charge will be taken from the deposit.

E.
Please take the time to check that you have left the premises clean and tidy, including the toilets and have turned all the lights and heaters off. We do not want to tidy up after you or pay additional electricity bills and we are sure that you would prefer to get your deposit back without deductions.

F.
Please do not park on the premises. You are welcome to bring cars or small vans to the doors of the hall for loading and unloading but please park them on the street as soon as loading or unloading are complete. This policy keeps the area free for access for emergency vehicles. 

Please do not put vehicles in the vicarage car park or obstruct vehicular access to the vicarage. The vicar is on call 24 hours a day. 

G.
Heating
The hire charge includes heating if this is required. The 9 wall mounted heaters in the main hall are controlled by switches in the kitchen to the left above the cupboard as you enter the kitchen. These heaters are on a tariff that only allows them to work at certain hours. These heaters should normally be used if heating is required. Outside the tariff hours you may use the low level convector heaters, but please make sure these are turned off before you leave and do not stack chairs or other items in front of them whilst they are on.

The side rooms have separate heaters, which are controlled by switches above head height on the hall side of each doorway. These are labelled. Please refrain from turning these on if you are only using  the main hall.

H.
St Stephen’s Parochial Church Council tries to keep the hall in good condition and trusts that the hall has provided a suitable venue for your event. If anything was not what you were expecting please let the Lettings Officer know.  
I. Child Protection 
Hirers of the Church Hall are required to make themselves aware of the Parish Policy for the Protection and Safeguarding of Children & Vulnerable Adults, and regular users are required to have their own policy in place. The Policy can be found displayed in the Church and the Church Hall
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