Holy Trinity Church Hall Hire Contract

Thank you for enquiring about our church halls. This contract form is applicable to the Large Hall and Small Hall with kitchen and bathroom facilities connected with Holy Trinity Church, Kilmarnock.
Please provide as much information as possible. 
	Name of organisation/group
	


	Purpose of organisation/group
	


	Your name
	


	Your contact number
	


	Your email
	


	Hall required
	Large         (max 80 people)       Small         (max 25 people)     Both


	Will you be using kitchen and toilet facilities?
	Yes                                  No


	Will you be using tables and/or chairs?
	Yes                                  No  

	How many people are expected?
	

	Does your organisation state that leaders require to have PVG/Disclosure Scotland clearance in order to run?
	Yes                Do you have that clearance?  Yes           No


No    



PLEASE MAKE SURE YOU READ THE TERMS AND CONDITIONS AND HIRE AGREMENT BEFORE SUBMITTING THIS FORM.

I have read and agree to abide by the conditions set out in the Holy Trinity Church Hall Terms and Conditions –


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

Booking Rates 
Large Hall - £15.00 per hour			Facilities included  - 	use of chairs and tables.
									Use of kitchen and toilet facilities.
									Heating, lighting (and media if required).

Small Hall - £12.00 per hour			Facilities included - 	use of chairs and tables. 
							Use of kitchen and toilet facilities.
							Heating, lighting (and media if required).

Key deposit - £20.00 (if applicable)		Single event deposit - £30.00
Please submit these forms via email to holytrinitykilmarnock@gmail.com or by post to: Kat Michael, Holy Trinity Church, 2-4 Portland Road, Kilmarnock, KA1 1EQ.
Once your form has been received, we will be in touch with details regarding – 
· Dates and times required for hall hire.
· Payment required.
· Church persons available for opening halls and locking halls after use, if applicable.
· Key provision for long term/regular hires, if applicable.
Terms and Conditions  - Holy Trinity is part of the Scottish Episcopal Church
1. The groups/organisations must have their own insurance cover; including indemnity cover. 
2. Groups and organisations should abide by their own safeguarding child and adult policies which are up to date and meet the needs of the group.  
3. The term ‘Hirer’ in the following conditions shall mean the individual person or where the hirer is an organisation, their authorised representative. 
4. Holy Trinity Church has the right to refuse an application for hire submitted by any person. 
5. The Hirer must be aged 18 or over. 
6. Enquiries may be made via Holy Trinity Church Social Media platforms or by the e-mail listed but applications for bookings must be made in writing on the attached form. 
7. For one-off events, full payment of the hire fee should be paid by BACS or cheque, 3 weeks prior to the event. Long term/regular hires to be paid monthly, on 1st of each month.
8. Notice of cancellation must be made as soon as possible, with the following proviso: 
- For a single party/event booking: 50% of hire charge will be refunded with up to 2 week notice, for less than 2 week notice, no refund will be given. 
- For weekly hall users: one week (7 days) notice is required of a need to cancel a booking, notice of cancellation less than one week before a regular booking will be charged at the full hourly rate, extenuating circumstances will be considered but they must be discussed and agreed with the hall convenor. 
9. A deposit of £30 must also be paid to be held against any misuse of or damage to the premises. The Hirer must ensure that the premises are left clean and tidy. The cost of any additional cleaning will be deducted from this deposit. All rooms are to be completely vacated by the end of the booked period and all rubbish must be taken away. This will be returned within 30 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. 
10. Payments can be made by BACS or cheques payable to Holy Trintiy Episcopal Church by post to the address detailed on this form. Post dated cheques are not acceptable. 
11. The Hirer will, during the period of hire, be responsible for the supervision of the premises, the fabric and the contents, their care, safety from damage, however slight, and for the behaviour of all the people using the premises. 
12. The Church Vestry reserves the right to reclaim from the Hirer any costs incurred in connection with damage or misuse etc. in excess of the deposit. 
13. The Hirer shall not sub-hire the premises or allow the premises to be used for any purpose other than that stated on the Application Form, and not bring on to the premises anything that may damage or endanger the premises or render invalid any relevant insurance. 
14. The Church Vestry shall have the power summarily to terminate any agreement relating to the hire of the Hall if it is considered that the Hirers have in any way damaged the building, fittings, fixtures or furniture or have subjected them to undue wear and tear or in any other way been guilty of a breach of these conditions. 
15. The Hirer shall ensure that in using the premises that the laws relating to alcohol, gaming, betting and lotteries are not contravened, and that the number of persons declared on the church hall booking form occupying the hall is not exceeded. 
16. NO SMOKING IS ALLOWED ANYWHERE ON THE PREMISES. Unless persons are next to cigarette bin on side gate.
17. Any member of the Church Vestry is authorised to inspect the premises during the letting period without prior notice. 
18. The Hirer shall, if preparing or serving food, observe all relevant food health and hygiene regulations. All crockery, cooking utensils, and kitchen equipment must be washed, dried, and properly stored after use. 
19. Hirers will be required to provide their own table linen / decorations. 
20. Nothing is be fixed to the walls by any method, except blu-tack, and removed without damage after use.
21. All exits to be kept clear. 
22. Keep all doors closed, as able, to reduce heat loss.
23. The main entrance doors should be closed once the event is underway. If the door is left open (see point 22), or needs to be opened during the event booking, it is done so at the Hirer’s risk. If the door is open and the site is not secure, any issues regarding intruders or concerns about safety must be immediately reported to the police. 
24. The Scottish Episcopal Church, will not accept any responsibility for any loss, damage, or accidents during the occupation of the Hall and all lettings are made on the understanding that the Rector and Churchwardens for the time being are indemnified accordingly by the Hirer. 
25. The Scottish Episcopal Church, will not accept any responsibility for any loss, damage, or accidents to any vehicles of persons using/attending the halls, whilst parked outside the church buildings, on street.
26. Booked times are to include any preparation and clearing up time you may require. 
27. At the end of the hire period a representative from the Church will attend to lock up unless the Hirer has their own key. Under no circumstances must the Hirer leave the hall unattended and unlocked. If you consider that you may finish early, please request a contact number when the hall is opened for you. 
28. Electrical Items. All items stored on the premises must have a current PAT test label. Any items used on the premises by professionals hired for the occasion must comply, for example a professional Disco, rather than the hirers own domestic equipment. 
29. Personal equipment and possessions brought into the Hall are the responsibility of the Hirer. If the Hirer stores items in the church buildings, the Church will not be responsible for any loss or damage. 
30. Music: The Hirer undertakes to satisfy any requirements under performing rights for the performing or playing of live or recorded music. Any Hirer who intends to play music or have a live band agrees to inform the hall convenor in writing at the time of booking. The Hirer undertakes to ensure that all noise is kept to a level such that neighbours of the church premises are not unduly disturbed. The Hirer agrees in any event to terminate all loud noise on the premises at 10.00pm 
31. We currently have a total of 97 chairs, 13 large (seat 6) and 19 small (seat 4), fold away tables. Applications will be limited in large hall to 80 persons, and small hall to 25 persons, seated.
32. The Hirer will ensure that all chairs and tables are wiped clean and put away as they have found them. Chairs stacked and tables collapsed down and put into trolley holder.
33. All accidents should be recorded in the Accident Book, located in the Kitchen.

For Building Emergencies –
In an Emergency – Fire or life threatening – dial 999

Otherwise,  please contact - 	
Barbara Cowley on 07500 750176
Please keep these Terms and Conditions for your future reference.
THE FOLLOWING HIRE AGREEMENT DOCUMENT MUST BE SIGNED, DATED AND SUBMITTED.
Holy Trinity Church Hall Hire Agreement 
A Guide to using the facilities in Holy Trinity Church Halls

In the corridor:
 Keep main door closed to retain heat.
 Return disabled access ramp, folded and against wall, as found. 
 Wipe up any spillages on floor.
 Ensure all interior doors are closed.
 Ensure all lights are switched off on leaving premises.
 Outside door securely locked on leaving premises.


In the kitchen: 
 Do not turn the fridge off at the mains. 
 Do not place any items on top of the hob apart from cooking pots and saucepan when in use.
 Ensure cooker and hob gas turned off.
 Ensure all taps turned off.
 PLEASE TIDY UP: 
 Wipe down all surfaces using the products under the sinks.
 Put rubbish in bins and put recycling in appropriate bins. Any costs for tidying up the kitchen or hall will be deducted from your deposit, or at extra charge.
 Wipe up any spillages on the floor.
 If you have used any of the church tea towels, please leave them folded neatly on the sink draining board. 
 Ensure all lights are switched off.


In the toilets : 
 Leave the toilets in a tidy manner, ensuring that all paper towels are in the bins provided. 
 Ensure all taps turned off.
 Ensure all lights are switched off.


In the Large Hall: 
 Stack all chairs, 10 high.
 Clean, fold and return all tables to the trolley holder. 
 Wipe up any spillages on the wooden floor. 
 Ensure all lights are switched off.


In the Small Hall:
 Stack all chairs, 5 high.
 Clean and return tables to original position, including folded and back to trolley holder if applicable.
 Wipe up any spillages on the floor. 
 Unplug electric radiators.
 Ensure all lights are switched off.

I have read and agree to abide by the rules stated above, in ensuring the Church Halls are kept clean and in good order.

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