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   HOLY TRINITY CHURCH CONDITIONS OF HIRE 

Please read the following and return a signed copy to the Church Office.  Please keep a copy for your records.  Holy Trinity Church will assume that the hirer of the facility has kept a copy of the Terms and Conditions and will abide by the terms set out in both this form and the booking form. 
THE HIRER SHALL: 
· Name 2 responsible adults in charge of event and the name of the organization
· Remember to send together the booking form, Terms and Conditions, Risk Assessment(if applicable) and payment up front before commencement of first date of booking. Future dates outside the chosen paid months will need to be booked on a separate booking form with a new Terms and Conditions Form and Risk Assessment (if an organisation) attached together.  Please note, any nonpayment of room rental prior to date will result in the user not being allowed to enter the premises
· Include setting up and clearing away as part of their room booking timing.  Any time used outside the booked times will be charged per hour.
· arrange for collection of key to hall prior to event with the Church Office. 
· be liable for any accident or injury which arises out of your activities whilst using our premises.
· provide written confirmation of their public liability insurance cover to the Booking Officer.  
· be liable for any damage caused to the premises, furniture and fittings therein arising from the hire period
· provide their own accident insurance cover
· read for themselves the Fire Safety Regulations and Procedures relating to the premises. These can be found around the hall including rooms 1, 2 and 4 above the Fire Extinguishers.
· read for themselves the food safety regulations which can be found in the kitchen folder.  
· not bring in any alcohol onto the premises without prior written consent from the Vicar
· not smoke anywhere on church premises
· report any such damage and breakages to the Church Office 
· report any accidents firstly in the first Aid Box and Accident Book (located in the cupboard in the kitchen) then report any accidents to the Church Office. 
· indemnify the PCC for any expenses incurred as a result of the hiring, including claims for infringement of copyright.
· supply, use and take away their own tea, coffee, milk and sugar, as well as tea cloths for drying crockery, cutlery pots and pans, 
· adhere to all guidelines as set out by Holy Trinity and will take responsibility for all food preparation, cleanliness and food allergens. 
· Ensure they have requested on the booking form tables and chairs and other equipment such as flip chart in the booking form. 
· leave the church hall, toilets and kitchen in a clean and tidy condition. 
· check that all windows and doors are shut and all lights are turned off before leaving the premises. 
· remove all items brought into the premises (e.g unsold jumble) the PCC will charge a fee of £50 for anything that has not been removed. 
· empty all bins into separate bins located in the church garden
· replace all bin liners which are located in the kitchen drawer
· complete and return a) the Booking Form and b) the Terms & Conditions form and c) the full payment for all requested dates before booking can be confirmed. 
· supervise all children at all times.  
· read and abide by Holy Trinity Safeguarding Policies (on the website) to ensure that when children or vulnerable adults are present anywhere on church premises, they are protected at all times.  
· Make arrangements to collect out of hours phone number from church wardens prior to event
· Please pay by bank transfer with the name of your organisation as payment reference:  
· Bank Details: Sort Code: 60-05-16 Account No: 24583162, Or make cheque payable to Holy Trinity PCC
· Please send the payment and completed booking form and Terms and Conditions and Risk Assessment Forms to: 
By Post: Holy Trinity Church Office, 10 Oldbury Rd, Tewkesbury GL20 5NA. 
Or by Email: office @trinitytewkesbury.org.uk
HOLY TRINITY PCC 
· take no responsibility for injury, accident or death to any person or for damage, loss or theft of any property belonging to the Hirer or to other persons attending the premises during the hire period. 
· cannot be held responsible for injury or damage caused by incorrect use of any church equipment. 
· take no responsibility for the safety or security of private property.
· have no accident Insurance cover included in the hire of the premises. 
· do not allow any portable electrical equipment to be brought onto the premises that enable cooking. This includes fat fryers, air fryers etc.  Only portable electrical equipment allowed are music equipment. 
· reserve the right to give reasonable notice to postpone or cancel any bookings with no refund given
· The PCC only hire to organisations or individuals that use the premises for activities compatible with the church ethos.
· may agree to extend their liability insurance upon written request. 
· cannot guarantee any items will be available unless explicitly requested and agreed upon prior to booking.
GENERAL
· Emergency Exit Doors from room 4 lead to blue gates on the left. These lead out of the premises and onto the road and car park.
· There is no telephone on the premises.  All hirers should bring a mobile in case of an emergency.
· Any member of the PCC can reserve the right to attend any function held on its premises. 
· For the consumption of alcohol on church premises see separate Alcohol Policy 
· Any complaints about the facilities are to be made in the first instance to the Church Office in writing within 7 days of booking. Any complaint that cannot be resolved may then be raised with the churchwardens.

CANCELLATION OF BOOKING: 
· Should the hirer choose to cancel their booking at any time, no return of fees will be returned.  
I have read and agree to be bound by the Conditions of Hire. I am the person responsible for opening and closing down this booking. If I am part of an organization, I have attached the Risk Assessment.  I have added all the equipment I need for the event.  I understand that the payment that I have made for all the dates and times I have requested will not be refunded in case of any cancellation and any equipment I have not requested may not be available. 
Signed… …………………………………………  Date……………  
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