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MEET GOD +« FIND LIFE « MAKE FRIENDS



 

	Name of 1st  responsible adult 
	
	Name of 2nd responsible adult
	

	Name of organisation Please write n/a if not an organisation booking
	

	Correspondence address with telephone and email address
	

	Reason for hire


	

	Date(s) and times of hire (please include setting up and clearing away)
	
	From: 
	Until:

	Room(s) 
Only rooms that are circled will be booked
	Room 1
	Room2
	Room 4


	Room 5 


	Kitchen
	The Old Mission Hall

	Number of tables and chairs required
	Long tables
	
	Short tables
	
	Chairs
	

	Please note:  The Old Mission Hall has a maximum of 20 chairs, two long tables and one short table.


HOLY TRINITY CHURCH Booking form with Terms and Conditions
10 Oldbury Rd, Tewkesbury GL20 5NA office@trinitytewkesbury.org.uk
Please read carefully and complete all sections in print before signing 
	Payments can be made by bank transfer. Please add your name and date of event as payment reference to:   

Holy Trinity PCC     

Sort Code: 60-05-16    

Account Number: 24583162 
	Room
	Charge per hour        
	*Discretionary half price of fees for proven charity organisation or a Holy Trinity Church member.

	
	Room 1     
	£9.00                
	£4.50                

	
	Room 2    
	£12.00                     
	£6.00                     

	
	Room 4   
	£18.00                     
	£9.00                     

	
	Kitchen
	No charge
	No charge

	
	OMH
	£15.00
	£7.50


I, The Hirer have read, understood and are bound by the following Conditions of Hire.   The Hirer
· Will arrange to collect key(s) from the Church office prior to the event within Office Working Hours and will return the key to the Church Office immediately after the event has finished. 
· Is liable for any accident or injury which arises out of your activities whilst using our premises.
· Is liable for any damage caused to the premises, furniture and fittings arising from the hire period
· Will report all damage and breakages to the Church Office and report all accidents in the Accident Book
· Will provide written confirmation of their public liability insurance cover to the Church Office.  
· Will provide their own accident insurance cover 
· Indemnifies the PCC for any expenses incurred as a result of the hiring, including claims for infringement of copyright 
· Has read the Fire Safety Regulations and Procedures relating to the premises (found in rooms 1,2,4 above the fire extinguishers) and identified fire exits
· Has read the food safety regulations (in food folder in tall cupboard) and take responsibility for all food preparation, cleanliness and food allergens. (see health and safety policy on the church website)
· Has read and will abide by Holy Trinity Safeguarding Policies to ensure that children and/or vulnerable adults are present anywhere on church premises, they are protected and always supervised (see Safeguarding policies on the church website)
· Will not bring in any alcohol onto the premises without prior written consent from the Vicar
· Will not smoke nor vape on church premises
· Will supply, use and take away their own tea, coffee, milk and sugar, tea towels, pots and pans, extension PAT tested electrical equipment including extension leads, laptops, projectors, flipcharts and stationery.
· Will leave the church hall, toilets and kitchen in a clean and tidy condition, empty all bins and replace new bin liners.
· Will check that all windows and doors are shut and all lights are turned off before leaving the premises. 
· Will remove all items brought into the premises.  The hirer understands that the PCC will charge a fee of £50 for anything that has not been removed. 
· The booking form and Terms and Conditions forms must both be signed and returned together before an invoice can be processed at least 2 weeks prior to the date of room booking.  
· Agrees that payment for room is per hour and not part thereof each hour.The Hirer must pay the full hire fee in advance of the booking date. The booking shall only be confirmed upon receipt of full payment by the Church. Non-payment within one week of booked date will result in cancellation of the booking.
· Charities and Holy Trinity Church members can contact the church office to apply for reduced cost in room hire.

· Understands that Holy Trinity PCC will assume the hire has kept a copy of the completed booking form.

· Has read and agreed to be bound by the Conditions of Hire and Is the person responsible for opening and closing down this booking. 

· Has attached their own completed Risk Assessment, if hiring on behalf of an organization.
· Have added all the equipment I need for the event and I understand that these resources may not be available unless booked on this form
· Understands that the payment made for all the dates and times requested will not be refunded in case of any cancellation.  
· Should address any comments or complaints about the facilities should be made to the Church Office in writing within 7 days of booking.  Anything that cannot be resolved may then be raised with the Church Wardens. 
HOLY TRINITY PCC:
· Take no responsibility for injury, accident or death to any person or for damage, loss or theft of any property belonging to the Hirer or to other persons attending the premises during the hire period and take no responsibility for the safety or security of private property.
· Cannot be held responsible for injury or damage caused by incorrect use of any church equipment. 
· Have no Accident Insurance cover included in the hire of the premises. 
· Do not allow any portable electrical equipment to be brought onto the premises that enable cooking, including fat fryers, air fryers etc.  
· Will not book tables nor chairs unless agreed upon prior to booking 

· Will only allow the use of portable electrical equipment that have current PAT testing, AV and laptops  
· Do not allow any form of gambling including tombola, bottle stalls or raffles.
· Requires the use of the building to be in line with the objectives and activities of the church as agreed with the Charity Commission. 
· The Church shall not be liable for any loss, damage, or inconvenience incurred by the Hirer as a result of the cancellation.
Date 
______________


Name of Hirer __________________










Signature of Hirer  ______________
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