Revised June 2019


The Parish Church of St. Mary The virgin, Baldock.

CHURCH HALL BOOKING APPLICATION

Y/ N   Delete as applicable and complete all sections
	Name of person making application:
	
	Organisation:



	Address:


	
	

	Telephone:                              Day:


	
	Night:

	How did you hear about us?


	
	

	Date of event:
	
	Nature of event:

Charitable event?                   Y / N

	Estimated number attending:

Maximum No in large hall: 120
	
	

	Occupancy of Hall 

It may not be possible to enter before the stated time
	Time In:
	Time Out:

	Areas Required:


	Large Hall:        Y / N
	Small Hall/ Kitchen:          Y / N



	
	Stage Area?      Y / N
	

	Will music be played?                 Y/ N


	
	The hall is licensed for occasional music event, and there is no charge for this

	Is Food to be served?             Y / N
	IIIf Yes are professional 


	caterers to be used?               Y / N
Who?



	Is Alcohol to be sold or served?


	                   Y / N
	The hall is licensed for sale of alcoholic beverages, and a charge is made.

	Is the use of the following required? Crockery?                                   Y / N
	Cutlery?               Y / N
	Glasses?                                 Y / N

	Please note that you will need to provide your own disinfectant/ tea towels/ washing-up liquid etc.



	Is there to be an Admission Charge:                                

                                                   Y / N


	Number of tickets to be sold:
	Who will receive the proceeds?




Booking is subject to approval - you will be notified within 10 working days of receipt of the form.

I agree to abide by the stated terms and conditions shown overleaf.

Signature of Applicant:         








Date:

A £50 refundable deposit should be attached:

Cheque payable to St Mary’s Baldock PCC
Approved by:






Date:

Rate



 X
Number of hours:

     =
Hire Charge:

Additional charges:

(Use of bar.)

TOTAL CHARGE:

Church office: St. Mary’s Church Hall, Church Street, Baldock, Herts SG7 5AE

01462 490062 / 07718 918390 alexandra.milne@gmail.com
HALL HIRE TERMS & CONDITIONS

St Mary's Rector & Parochial Church Council thank you for your co-operation in observing the following & hope that you have a happy and successful event in our hall: -

SMOKING

a) Smoking is not permitted in any part of the premises. There are smoke detectors in both halls.
b) If smoking forms a part of a performance, the hirer must ensure that all cigarettes & matches etc. are extinguished.

USER

a) If electrical equipment, such as a public address system or disco is to be used, this must only be connected to the appropriate socket, which is below the stage in the main hall.
b) No products should be on sale, other than programmes & tickets, without approval of the PCC.

c) The maximum number of people to be admitted should not exceed that stated in the booking form.

d) For events taking advantage of our Occasional Music & Entertainment's Licence or our Alcohol Licence, the hirer will need to appoint a responsible person, over the age of 18 years to be in charge of the hall. This person shall not engage in any other duties which prevent him/ her from exercising general supervision. The person is required to appoint 3 stewards who will be permanently stationed at the following places: - 1 in main foyer & 1 each by other exits.

The name of the responsible person must be given to the Church Office prior to the event.

g) The Hall should be vacated at the time stated on the booking form.

h) The premises should be left in a clean & tidy state & any rubbish removed or put in the appropriate bins if space permits. £20 will be deducted from the deposit if rubbish is not correctly disposed of.

i) Cars are not permitted in the Churchyard other than for loading and unloading.

j) If the hirer wishes to use the lift, the hirer will need to notify the PCC prior to the event.

k) A disabled toilet is available for attendees who cannot access the facilities in the basement or to utilise the adult or baby changing facilities.

l) After the event, all equipment brought into the hall should be removed unless alternative arrangements have been agreed.

INSURANCE

a) The PCC's Public Liability Policy does not cover any event which is not organised by the PCC. It is the hirer's responsibility to ensure that adequate insurance cover is provided.

b) The hirer, his employees, invitees or associates shall do nothing which might invalidate the insurance policies affected by St Mary's Church.

c) The PCC’s insurance does not cover bouncy castles; therefore, these are not permitted in the Hall.

FIRE EXITS and FIRE ALARM
The hirer shall ensure that the entrance foyer is clear of obstacles, as it is the main fire exit. The 2 fire exits in the hall must also be kept clear of obstructions. Should the fire alarm sound all persons must evacuate the hall and assemble at the Lych Gate in front of the church. If fire is detected, please call the fire brigade. In any case, please inform a churchwarden on 07817801616 or 07836749283, to arrange for resetting of the fire alarm.
CATERING & REFRESHMENTS
a) The kitchen is available for use by the hirer or their own caterers. Please wash up, dry and put away any items belonging to the Hall.

b) Deep fat frying is not permitted. Food preparation is only allowed in the kitchen area.
c) Before any preparation commences, all surfaces coming into contact with food must be washed down and disinfected.

d) Care must be taken when using the urns or other hot appliances to ensure they cannot be knocked over.

e) The hirer may not use any tea or coffee or any items of food or drink which are stored in cupboards or fridges.
a) Hirers are responsible for any accident or injury arising out of the activity for which they have booked the premises. 

b) It is the responsibility of the hirer to ensure that the premises are safe for the purposes for which they intend to use them.

c) Hirers are required to complete details of any accident or incident occurring during the occupation of the premises which give rise to injury as soon as possible after the accident or incident but, in any case before the premises are vacated by the hirers after the event.

d) The Churchwarden should be contacted as soon as possible after the accident/ incident and given details.

e) There is a glass steriliser available for use by hirers, but this is not a dishwasher. All items requiring sterilising must be washed before loading. The steriliser must be turned on 30 minutes before use, and must be turned off after use.
FIRE REGULATIONS

a) Naked flames or smoke generators are not permitted in any part of the premises. 

b) No combustible liquids or explosive materials shall be brought into the hall.
DAMAGE

The cost of making good any damage howsoever caused by the hirer or his party, shall be payable by the hirer upon receipt of a written demand, if the cost exceeds the refundable deposit which, in these instances will be retained.

CANCELLATIONS AND/OR STOPPAGES
a) If the hirer fails to comply with the conditions of hire, the Rector, at his discretion, may stop the event and cancel the hiring without prejudice to St Mary's rights, and the hirer shall indemnify St Mary's against all claims or costs of loss arising out of the stoppage or cancellation.

b) St Mary's PCC reserve the right to close the Church Hall and cancel the hiring on the happening of an event beyond our control. The Rector's decision shall be final & deemed reasonable in the circumstances so that no claim shall be made in respect of loss, damage or injury arising out of the cancellation.

CHILD PROTECTION
For groups using the Church or Hall on a regular basis for activities involving children, a copy of their Child Protection Policy must be submitted to the Churchwarden
COMPLAINTS

Any complaints by the hirer in respect of the use of the hall, or of the arrangements for the hiring shall be made in writing to the Rector. The Rector will acknowledge the complaint and respond accordingly.

Reference no.








