All Saints’ Church Hall
Langton Green

GraceSpace
Booking Form, Invoice and Contract
For Private/Business Use Only (See other Booking Details for Community Groups)
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PLEASE SIGN AND RETURN THIS SECTION WITH PAYMENT TO: 

THE BOOKINGS SECRETARY, 
Booking Form Invoice and Contract
Application to hire All Saints Langton Green Church Hall for a GraceSpace activity with joint use of the kitchen, hall and toilet on behalf of: (name of organisation where appropriate)


Contact name

Address

                                                                                                    Tel no.

Date(s) of hire

Time(s) of hire: From………………………………………….To:………………………………


What is the Hall intended to be used for?…………………………………………………….

Hire fee due……£15.00…per hour………………………………………………………………………………….
(cheques made payable to The PCC of All Saints, Langton Green)
	Please include this fee when returning booking form.  Payment must be made in advance unless otherwise agreed, and shall only be refunded upon receiving 48 hours notice of cancellation.
I/We have read the Terms and Conditions for the use of the Hall and agree to abide by them.

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

Print Name:…………………………………………………..

On behalf of:………………………………………………….

	For office use:-
Form sent
	
	
	
	
	
	
	
	
	
	

	Hire fee received
	
	
	
	
	
	
	
	
	
	

	To Treasurer
	
	
	
	
	
	
	
	
	
	

	Receipt sent
	
	
	
	
	
	
	
	
	
	

	Receipt no.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


PLEASE RETAIN THIS SECTION FOR REFERENCE
GraceSpace Langton Green -Terms and Conditions for the Hire of the Church Hall

1. In these Terms and Conditions the term ‘the Hirer’ shall include the person signing or lodging the application and any person or organisation on whose behalf the application is made, all of whom shall be jointly and severally responsible.

2. The Parochial Church Council has an absolute right to refuse a booking.

3. The Hirer agrees to pay all costs as may be imposed upon the PCC solely as a result of the Hirer’s use of occupation. If these costs are imposed upon the PCC and are higher than they would otherwise have been but for the Hirer’s use or occupation, then the Hirer shall pay all such additional sums

4. The benefit of a booking may not be assigned or transferred and the Hall may not be used by anyone other than the Hirer.

5. The maximum capacity of the hall shall be 60 people.

6. The Parochial Church Council reserves the right to refuse admission to anyone.

7. The Parochial Church Council reserves the right to cancel any booking at any time, whereupon any payment made by the hirer shall be returned.

8. The members of the PCC and any persons authorised by them shall have the right to enter any part of the Hall at all times during the period of use.

9. The Hirer is responsible for calling the Fire Brigade to any outbreak of fire however slight and for reporting this to the emergency telephone number below.
The Hirer must ensure that all exits, emergency exits and fire appliances are free from obstruction and available for use at all times during the period of use. 
	
10. Highly flammable substances are not to be brought into or used in any part of the Hall nor are internal decorations of a combustible nature (e.g. polystyrene, cotton wool) to be erected without the consent of the PCC.  If electrical appliances are brought into the Hall by the Hirer then the Hirer must ensure that these items are safe and in good working order and used in a safe way.

11. The signed current Child Protection policy is posted in the Church and Hall.  A copy is enclosed. Hirers are required to read this and ensure that they have their own Child Protection Policy and procedures that are consistent with these standards.

12. The Hirer is required to ensure that children are protected at all times, by taking all reasonable steps to prevent injury, loss or damage occurring and ensuring all Child Protection checks are undertaken. The PCC accepts no responsibility for the user’s failure to comply with these requirements. It is the responsibility of the Hirer to ensure the protection of any vulnerable adults using the Hall.

13. The Hirer must ensure that they meet the minimum staffing requirement for the age groups using the Hall.

14. The Hirer must comply with all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority or Magistrates’ Court in connection with the event.

15. The Hirer is responsible for any damage caused to any part of the building used, and the furniture and equipment in it during the period of hire and thereafter, until the building has been completely vacated.

16. Any damage must be reported immediately to the Bookings Secretary and all damage must be made good by the person who caused it or by the person or organisation by whom the building is being used.


17. All advertisements and publicity for functions held in the Hall must clearly display the name of the person or organisation holding them.

18. All bookings must end at 11.30pm. This means that the hall must be vacated at this time.

19. Noise must be kept to a minimum when the Church is being used and to a reasonable level at all other times. The building shall not be used for any illegal or immoral purposes or to the nuisance or annoyance of neighbouring residents.

20. The building shall be left tidy and the furniture returned to its proper place of storage after use.  Chairs and tables must not be pushed about on the floor or stood upon.

21. All kitchen equipment, crockery and cutlery must be left clean and it its proper place.  The water heater should be switched off. The cooker hotplates, kettles and ovens must be switched off at the plug and the cooker cleaned after use.

22. Children must not be allowed in the kitchen for safety reasons.

23. All accidents should be recorded in the accident book located in the kitchen.

24. If food is to be prepared, served or sold then the Hirer must observe all relevant food health and hygiene legislation regulations

25. It is the responsibility of the Hirer to remove all rubbish from the Hall.  If the Hirer fails to observe these conditions the PCC may perform it on their behalf and recover the costs from the Hirer.

26. The building must be left secure with all doors and windows shut and locked and with all lights out. 

27. Nothing may be affixed to the walls or woodwork of the building without PCC permission.

28. No ball games may be played at any time.

29. No smoking is permitted anywhere in the building.

30. Alcohol may be sold on the premises only with the relevant licensing (but alcohol may be served).


31. The PCC, its agents and servants shall not be liable to the Hirer or to any person using or entering the Hall for personal injury or for damage to, loss or theft of any property brought into the Hall, however it may be caused.  The Hirer shall indemnify the PCC, its officers, agents and servants against all claims made by, and liability to, any person in respect of such damage, loss or theft. Hirers should consider whether or not they need public liability insurance and arrange if necessary.

32. It is the responsibility of the hirer to ensure that if the choir vestry is opened to remove the keyboard, the vestry is immediately locked afterwards and the keys returned to the safe during the booking. At the end of the activity the keyboard must be returned to the choir vestry, the vestry be locked and the keys returned to the safe.

33. If the electronic keyboard is taken from the choir vestry, it must be moved carefully by two adults as it is heavy.
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