St. Timothy's Community Hall

Lettings Policy 2010

1. First priority on the use of the premises will be given to official church activities. lf social church activities clash with a regular booking we will make every effect to accommodate the requirements of the organisation, by finding another slot or venue at the discretion of the Hall Manager.

2. Hall bookings should be made at least 1 month in advance to the Hall Manager; where possible. Bookings not made within one month will be at the discretion of the Hall Manager, dependent upon premises use by other Organisations.

3. A booking form must be completed by all users.

4. A £10 booking fee will be charged to cover the costs of administration and access for all one off bookings. 

5. In addition a deposit of £50 (£20 for children’s parties); will be paid by all private users.  Cheques should be made payable to ‘St Timothy’s Community Hall’.  If there is no damage to the premises; as a result of the letting; the deposit will be refunded.  lf there is damage, the fee will be retained to pay for repairs (plus any additional cost of repairs above and beyond the £50/£20 or 2%). The deposit will also be retained if there are any complaints by local residents of excess noise or other nuisance (at the discretion of the Hall Manager), or if the police attend an event.  

6. PRIVATE HIRE - A fee of £12 per hour will be charged for all private users.  All fees must be paid in full prior to the commencement of the event either via BACS or cheque.  

7. ALL REGULAR USERS - A fee of £11 per hour will be charged for all regular users.  All fees must be paid in full prior to the commencement of the event either via BACS or cheque.  A one off fee of £10 will be made to cover the cost of administration.  In addition the cost of the keys will be charged, which is refundable on the return of the keys.

8. ALL CHARITABLE USERS – A fee of £5 per hour will be charged for all church and organisations we deem as 'charitable'.  These groups are at the discretion of the Hall Manager.

9. We would ask that you give our neighbours due consideration and respect. To this end The Parochial Church Council (PCC)/Hall Manager will retain the right of access to all events to ensure that all aspects of this policy are followed by all present. In the event of the cancellation of a booking the decision to return the booking fee will rest with the Hall Manager.

10. The maximum number using the premises will be restricted to 100 persons.

11.  All events will end at 11.30 with the Hall being vacated by midnight. If an event is expected to last beyond midnight, special permission must be obtained from the Hall Manager.

12. The Hall Committee shall adjust the letting charges as and when it becomes necessary. One month's notice of the change shall be given in writing.

13. One month's written notice shall be given to regular groups using the premises if their use of the premises is to be terminated. The Hall Committee will also require one month's notice if a group wishes to cease a regular booking of the premises. This rule shall be revoked in the event of serious non-accidental damage to, or theft from, the premises or its environs when termination of the contract becomes immediate with no refund of any deposits made.

14. Regular users must supply details of the person leading the club to the booking secretary and Wardens in writing and this information must be kept up to date. Failure to do so may result in the use of the premises being revoked.

15. Regular payments (due on the 28th of each month) must be made to the treasurer.

16. Failure to pay fees promptly (within 2 months) may result in the use of the premises being revoked.

17. Alcohol must not be sold without a licensee (organiser's responsibility) and anyone consuming alcohol found to be under age will result in the booking deposit being retained. Alcohol licenses are issued by Sheffield’s City Council.

18. Adequate supervision of all persons under 16 is mandatory.

19. No 18th Birthday Party bookings will be taken.

20. 21st Birthday Party bookings will only be taken at the discretion of the Hall Manager.

21. There will be no bookings on a Sunday morning.

22. All bookings must begin and end at the times stated at the time of booking.

Agreement for the use of St Timothy’s Community Hall, Crookes, Sheffield.

made the …………………. day of ………………… 201... between the incumbent and parochial church council of the parish of St Timothy's, Crookes (‘the parish authorities’) and the User named below. 

1 The parish authorities agree, in consideration of the sum mentioned below, to permit the User to use the hall building for the purpose and for the period described below.

       ___________________________________________________________________________

2
Date of use:

Time: from:

to:

3
User

a     Name of individual or organisation ________________________________________________

b  
If User is an organisation, name of the individual (who must be aged 18 or over) representing it for the purposes of this Agreement

c     Contact details of the User or representative:_______________________________________

       ___________________________________________________________________________

4
Purpose of use:

a
Nature of event

_________________________________________________________

b
Will music be performed?  

YES / NO

c
Will alcohol be served?

YES / NO

d
If so, will a charge be made for it?
YES / NO
If YES the user MUST obtain an Alcohol License.

6      Fee to be paid by the User

£


plus Deposit of £50 / £20

7
The User agrees with the parish authorities to perform the provisions and stipulations contained or referred to in their Standard Conditions for the Use of the Community Hall on the reverse side of this form. 

	Signed on behalf of the parish authorities:     

(signature)

(date)
	Signed by the individual User (or the representative of the User organisation):

I declare that the information given in this agreement is correct to the best of my knowledge and I acknowledge that any misstatement or misrepresentation will invalidate the agreement.    

(signature)

(date)


Should the User need to contact the parish authorities, the relevant contact details are:

Mr Ian Wright, Hall Manager – 0114 267 0762



