Parish Church of ****   
Church and Hall  LETTING POLICY

0. The Church and Hall are important historical buildings, and a significant part of ***’s history and heritage.  The Parochial Church Council (P.C.C.) and its Officers have the responsibility for promoting their use by the Church and wider community, and also of maintaining them for use and enjoyment by future generations.


1. The P.C.C. and its agents reserve the right to refuse a letting to any  person or persons whom they feel do not conform to the principles held by the Church of *** or who may bring our Church into disrepute.   We may take up references before agreeing to a booking, or may cancel a booking without being liable for any penalty if references appear unsatisfactory. 
You may not sub-let or assign your letting.


2. Hirers/Users are responsible for the good and appropriate behaviour of your guests/audience etc


3. If Hirers fail to comply with the terms of this letting policy, especially those with legal force [eg: 4), 5), 6) 7), 8), 10) 11)]  we will have to terminate the event immediately, and may have to call the Police.


4. Under the Licensing Act 2003, you may sell alcohol only with our permission. 
Our preferred option is for you to employ qualified bar staff, or to have a named designated person serving at the bar who has a Personal Licence (which we will need to see).  They must comply with the law and our licence, for example not serving anyone under 18 with alcohol, and not serving after *** Terms of Premises Licence ***.  
However, we will under certain circumstances give permission for a named, designated, person serving at the bar who does not have a Personal Licence.  If we agree, that person will need to come and see us in person, when we will give them a signed letter authorising them to serve alcohol under our licence and our terms: these will include not serving anyone under 21, not allowing anyone to buy alcohol for a person under 21, and not serving alcohol after ***.  (The reason for the more stringent conditions in this case is that we need to show that we are exercising due diligence in authorising people without personal licences to serve alcohol.)  Anyone intoxicated must leave the premises immediately. 


5. Under our Premises Licence, lettings must finish by ****.  Noise/music must be kept at a level acceptable to those living nearby.  This is especially important in the summer when windows may be open and/or your guests in the Hall Garden.  If you can’t have a conversation in a normal speaking voice, things are too loud!


6. We have a Child Protection Policy in operation at ****.  Users/hirers must have in mind the provisions of the Children’s Act at any event involving children - and may need CRB checks.  Users/hirers must abide by the law regarding such things as Child Protection, Health and Safety and COSHH, Food Safety, Fire, and Copyright Regulations.   


7. Fire Safety: you are responsible for the safe conduct of your activity during the period of your hire. We have our own Fire Safety Risk Assessment, and you may need to carry out a risk assessment for your specific activity, and you must cooperate in ensuring that all precautions are maintained.  We can offer guidelines for fire procedures for your stewards.   NB see points 8) and 9) below.


8. You must keep all entrances and exits clear at all times.  Maximum numbers of people are:  *** Terms of Premises Licence / Advice from Fire Service.


9. You should consult us about the use of candles or naked lights: if we give permission, you must make sure that they do not drip wax onto floors, walls, fittings or furniture. 

10. Our strict No Smoking Policy applies to Church, Hall, and also the Garden.


11. Hirers must inform us (on the booking form) of those whom you wish to use to serve food or provide dance music. We can give the names and addresses of outside suppliers known to us. We accept no responsibility for food and drink served by outside caterers. 
Hirers should ensure that their caterers (professional or amateur) are aware of the requirements of the Food Hygiene (England) Regulations 2006 and the relevant Food Safety Act Codes of Practice.  We give Hirers a copy of a summary which we have prepared for ourselves: it should be passed on to caterers.


12. Hirers must leave the premises in good, clean order.  Losses, breakages and damage must be reported, and paid for in full – in addition, if necessary, to amounts deducted for extra cleaning from the caution money.   Hirers may re-arrange tables and chairs in the Hall, but must restore them to their original places immediately at the end of the letting.  A diagram of how the tables and chairs should be arranged is shown in the Hall. Particular attention should be paid to the cleanliness of the kitchen and kitchen utensils and crockery.  Hirers must designate one person to be responsible for overseeing this at the end of the hiring. See below for penalties relating to this. 


13. We expect hirers to separate cardboard, bottles and cans from other rubbish - and then to take these away to recycling facilities.


14. You may not put any nail, hook or fastening into any of part of the building – eg doors, walls, beams.  You may not use blue-tack or sticky tape.  You may use pins only in our noticeboards. You may not put up or display any board, advertising bill or placard without our prior permission.  If permission is given, all such boards, advertising bills or placards must be removed immediately at the end of the function. 


15. A tariff of letting fees is available from the Booking Secretary. Substantial caution money is expected for functions at which alcohol and or food are served; and may be requested for other functions. We will deduct from the caution money amounts to cover the costs (including wages) of cleaning and tidying the premises.  The PCC is entitled to waive or vary charges in order to promote its objects. Letting fees are reviewed regularly.  The PCC reserve the right to restructure letting costs and right of use.  We also reserve the right to cancel lettings at short notice without liability of compensation of any sort: obviously we would only do this in an emergency, and would return your deposit with a full explanation. 


16. Hirers agree to indemnify ***’s PCC against all claims, demands, actions, proceedings, damages, costs, and expenses arising out of non-observance of our conditions. 


17. We will not be held responsible for any loss or damage which may occur to the property of others whilst they are using our premises.  We do warn users that we occasionally suffer from thefts from our premises, and from the Car Park (***which is  not our property***), and recommend that those using our premises take care over security.


18. We do not usually accept bookings for teenage parties.  However, if we do, we insist that at least four (more for larger parties) responsible adults (aged over 30) be present at all times. 


19. We have a lightweight portable ramp, and a wheel chair accessible toilet in both Hall and Church.


20. Hirers arrange with the Vicar (01** ****) and/or Booking Secretary about the opening and locking of the premises; sometimes a key is loaned to hirers for you to lock up when you finish and then return the key to the Vicarage. 


21. There is a Steinway grand piano in Church which belongs to ****. Those wishing to use it must ask permission from them (please contact Mr **** on ****); they normally charge a fee, and would only allow their own tuner to work on the piano.  Otherwise, there are pianos belonging to ***’s in Church and Hall for which no fee is charged.  
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