St Mary’s Church Room 
Premises Hiring Agreement
	Name (“The Hirer”)
	

	Name of Club
	

	Contact email:
	

	Contact phone number:
	

	Purpose of Hire:
(Dinner/party/meeting etc)
	

	Date(s):
	From                                          
	To

	Day of week/month
	

	Start Time (inc. set up)
	Finish Time (inc. tidying up)

	Approximate number of attendees
Not to exceed 50
	

	Will there be alcohol or music at the event that requires a license?
If so, please provide evidence of the license agreement if applicable.
	


	Cost per hour/per session
	


Please sign the following:
I have read and agree to the terms and conditions of hiring the church room

	Hirer

	
	Date: 


	On behalf of the PCC
	
	Date:


This completed form can be returned via:

 Email: stmaryschurchroombookings@gmail.com
Or by post to 

14 Parnell Way, Burnham on Sea, TA8 2EG

St Mary’s Church Room Terms and Conditions of Hire

Booking: 

All bookings will be administered by the Church Room Administrator. Any bookings made will be provisional until a Premises Hiring Agreement is completed, and a deposit is received to secure the booking.  

Charges:

A refundable deposit of £20 will be required at time of booking. This may be waived for regular bookings. This will be returned within 7 days of the event, subject to any sums withheld to meet part of the hire fees or the cost of rectifying damage arising during the hiring. 

Hourly/Session rates will be clearly stated on the Premises Hiring Agreement.

Access and Security:

The key must be safeguarded at all times and returned at the end of the booking period. It is the Hirer’s responsibility to ensure the windows and doors are locked. 

The Hirer is responsible for all setting up and putting away of any equipment used.

Health and Safety:

It is the Hirers responsibility to ensure the safe conduct of their activity during the period of hire and all Security, Fire and Health and Safety requirements are to be met.

The number of people attending must currently not exceed 50.
A First Aid Kit and accident book are provided and can be found in the kitchen in a clearly marked cupboard. All accidents involving personal injury must be recorded.

All entrances and exits must be kept clear. 

There are no public telephones available, so Hirer must ensure s/he has access to a mobile phone in case of emergencies. 

Any portable electrical appliance or device brought onto the premises must have an up-to-date safety certificate which must be made available for inspection upon request.

No supplementary heating appliances are to be brought onto the premises.

General:

A strict No Smoking Policy applies to ALL rooms in the premises.

Only guide dogs are permitted inside the building. 

Parking:

There is a golf club car park next to the Church Room which is usually available. Parking is strictly at the owner’s risk.

Responsibilities:

The Hirer shall ensure that there is a responsible adult present and able to supervise at all times. 

The premises must be left in a clean and tidy condition. Losses, breakages and damages must be reported, and paid for in full. 

Hirers may re-arrange tables and chairs but must restore them to their original places.

The premises must be vacated by midnight. All doors and windows must be locked, and all lights and heating must be switched off. 

Kitchen Use/ Refreshments
It will be the responsibility of the Hirer to provide the refreshment materials. It is the responsibility of the Hirer to ensure that any persons using the kitchens are aware of the requirements of the relevant Food Hygiene Regulations and Food Safety Act Codes of Practice. Particular attention should be paid to the cleanliness of the kitchen, kitchen utensils and crockery at the end of the letting.   Any breakages must be reported immediately in writing and will be subject to an additional charge.

Legal Requirements

The Hirer must comply with any legal requirement concerning music, singing and dancing licences, theatre licences and copyright.  The Hirer shall be fully responsible for obtaining any such licences or any other permission required. Evidence of these will need to be provided. 

If alcohol is being served or sold on the premises it is the Hirer’s responsibility to obtain any licenses required and provide evidence.

The Hirer shall not use the premises for any other purpose than that specified in the Premises Hiring Agreement, and is specifically forbidden to use, or allow the use of the premises or its surrounding grounds for any illegal or immoral purpose. 

Safeguarding

St Mary’s is committed to Safeguarding children and vulnerable adults. The Hirer is responsible for ensuring that St Mary’s Safeguarding Policy is adhered to at all times. A copy of this policy can be found on the website and a hard copy can be found on the notice board in the church room. If required a copy will be made available to the Hirer.

For organisations/groups that are required to have their own safeguarding policy, it will be required to be available for inspection at the time of booking.

Compliance
Failure by the Hirer to comply with any or all of these terms and conditions or any terms within the full booking policy, whether intentionally or not, may be deemed by the PCC to be just cause for immediate cancellation of any letting or series of lettings and may result in forfeiture of the entire security deposit.

I (the Hirer) have read and agree to these terms and conditions.

I have also been provided with a copy of the full Booking Policy and agree to comply with the terms within.

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

Issue Date: July 2024

