………………………………………………. Date……………………………………………

The Langley Hall

St.Nicholas Church Centre (Parish of Poplar)

Handbook

Contact for bookings and other inquiries: _______________________________

Phone: ___________________________

Office hours for bookings: First Thursday of the month: 5:45 pm to 6:45 pm

Payment

1 For one-off events a £150 deposit is required at the time of booking. The deposit must be paid by cheque and dated the date of booking, not the date of the event. These deposit cheques will be cashed. £25 of the deposit is a cleaning deposit which will be retained by the PCC if the hall does not meet the standards as set out in the ‘Clearing up at the end of the booking’ section (see below). The deposits will be returned in cheque form by post within a week after the booking if there is no damage and the facilities are clean. The hiring fee must be paid in full at least one month before the booking. 

2 If the booking is cancelled by the hirer prior to three weeks before the date of the booking, the PCC will retain 20% of the deposit. If the cancellation is made less than three weeks before the booking date, the entire deposit shall be retained by the PCC.

3 Regular Bookings are to be paid monthly in advance. If payment is not made prior to the first booked date, the booking is cancelled.

4 Hire Charges are as follows (set in July 2006):

	
	Monday to Friday
	Saturday to Sunday

	
	9 am – 5 pm
	5 pm – 11 pm
	9 am – 5 pm
	5 pm – 11 pm

	Parties, Commercial

and private bookings


	£30 per hour


	£30 per hour
	£35 per hour
	£50 per hour

	Non profit making groups and charities
	£25 per session which can last anything up to 3hrs; and £15 per hour for any further hours


	£20 per hour
	£50 per hour


5 These charges are subject to an annual review and are increased annually by at least the level of inflation. 

6 The hall is not available for regular bookings on Saturdays (it is available for one-off bookings) and is not available for any type of booking before 1.30pm on Sundays.

7 Bookings cannot be taken more than six months ahead.

8 The PCC reserves the right to ask a regular user to change their booking time, but will always give a minimum of one month’s notice.

9 If, in the opinion of the Caretaker or PCC, damage has been caused which requires repair or the hall left in such a state as to require cleaning, the costs – using professional labour - will be taken form the deposit. If the deposit is insufficient to cover these costs the PCC will require reimbursement from the hirer.

Hall Capacity

The maximum number of people allowed in the Hall is: 180 standing or 120 seated.
Cut-Off Time at Night

1 All evening events will finish by 11 pm when all music and public address systems will be turned off, and all users must leave by 11:30 pm when the premises will be locked by the Caretaker. Please be quiet on leaving the building.

2 If users refuse to leave the premises or cause significant nuisance, noise or violence, or create difficulties for the Caretaker, the POLICE will be called.

Decorating the Hall

Decorations and notices can only be attached to the two notice boards to the right of the main doors as you enter the hall and to the hooks provided on the walls. Nothing can be attached to the wooden stage-edge or the semi-circular partition behind the stage. Decorations may not be attached by sellotape or blu-tack or by any other means to the walls or pipe work. The professional cost of repair to any of the woodwork or paintwork will be met by the Hirer in full. All decorations and notices must be removed at the end of the event.

Clearing up at the End of the Booking

Waste bins MUST BE EMPTIED AT THE END OF THE SESSION, by user groups, or before if necessary. Rubbish should be placed in black bags, tied up and put into the outside bin which is outside the kitchen door. Any notices or decorations must be removed. The floor must be swept clean. If the clearing up does not meet this standard the cleaning deposit will be retained.
Smoking

1
NO SMOKING is permitted in any part of the Hall.

Booking policy

1
All decisions with regard to booking the Langley Hall are the responsibility of the Parochial Church Council (PCC) and are booked with the St Nicholas Church Centre. 

2 All bookings are subject to the guidelines of the PCC.

3 The hirer acknowledges that no tenancy is intended to be created between the PCC and the hirer and no relationship of landlord and tenant exists between them.

Bookable spaces

1 Hall for up to 180 standing or 120 seated (maximum).

2 Kitchen.

Conditions of hire

1 The person making the application accepts full responsibility for the space booked.

2 Hiring agreements may only be made with people over 18 years of age.

3 The maximum number of people allowed in the Hall is: 180 standing or 120 seated.

4 The applicant will be given the following information at the time of booking:

a. Procedure in the event of a fire (separate sheet)

b. Guidance on Health and Safety issues (see below)

c. Policy with regard to children on the premises (see below)

d. Code of practice (see below)

      5  
The PCC may waive or add to the Conditions and has the right to require the hirer to make good or pay for any damage done to the building or its contents. The Committee will give reasons in writing if a booking application is refused for reasons other than that the space is already booked.

Neighbours and nuisance

1 Because the Hall is in a residential area, noise must be kept at a reasonable volume, and complaints of nuisance will restrict the hirer’s use of the premises on that and future occasions.

2 If users refuse to leave the premises or cause significant nuisance, noise or violence, or create difficulties for the Caretaker, the POLICE will be called.

Equipment

1 Hirers may leave equipment on the premises only during the hours of their booking.

2 Any equipment left on the premises is left entirely at the owner’s risk.

3 Equipment that is the property of the Langley Hall may not be removed from the building under any circumstances.

4 Hirers are expected to take care of Hall equipment and any problems or faults should be reported to the Caretaker immediately.

5 Hirers using equipment belonging to the Langley Hall must not allow others to use that equipment without the permission of the Caretaker.

Code of Practice for general use of the building

1 All activities must be within the guidelines set by the Committee, especially with regard to Equal Opportunities, Health and Safety and the Children Act.

2 The Committee has a ZERO-TOLERANCE policy with regard to DRUGS and other illegal activity. Any hirer or hall user engaging in such illegal activity will be IMMEDIATELY barred from the premises and refused the right to make further bookings.

3 Hirers and users must ensure that their actions do not impinge on the health and safety of the staff, other users and the general public.

4 The PCC is committed to combating racial discrimination and racist behaviour in all forms. This policy must be observed by all employees, community representatives and users of the building.

5 Applications to use the building are made to St Nicholas Church Centre in the first instance, using the standard booking form. Verbal bookings will not be accepted (even from church members). 

6 All hirers and users must comply with the Bookings policy and conditions of the Langley Hall.

7 The sale of alcohol is not permitted in the building.

8 Children under 16 years of age must be supervised at all times by a parent or by an accompanying person in charge of the child.

9 Users must not impinge on the privacy of staff or other users of the building.

10 Children must not be allowed to interfere with or operate electrical or fire-fighting equipment.

11 Fire roll registers must be kept when attending group meetings.

12 Fire exits must be kept clear and unlocked, and equipment must not be left obstructing the exits.

13 All due respect for neighbours must be given by users and hirers.

Insurance

1 Users leaving equipment or personal property at the Centre do so at their own risk. The Langley Hall insurance does not cover loss of personal property or equipment.

2 Cars are parked on the property of the Langley Hall at the owners’ risk.

3 The hirer shall be responsible for making adequate arrangements to insure against any third party claims which may lie against the hirer or his/her organisation whilst using the premises.

Responsibilities
1 It is the responsibility of group leaders and all those who hire the hall to ensure that the conditions of all Codes of Practice, Procedure and Responsibilities are made familiar to ALL its members and adhered to at all times. 

2 The hirer shall be responsible for the observance of all regulations affecting the premises imposed by the Licensing Justices, the Fire Authority, and the Local Authority or otherwise.

3 The hirer shall be responsible for obtaining any local authority or other licences necessary in connection with the booking, other than those (if any) already held by the PCC. 

4 The hirer shall not sub-let or use the premises for any unlawful purpose or in any unlawful way or do anything or bring onto the premises anything which may endanger the premises, their users, or any insurance policies relating thereto.

5 The hirer shall, if selling goods on the premises, comply with all relevant fair trading laws and any local code of practice issued in connection with such sales.

6 All members of the group must abide by the Conditions of Hire.

7 All members must be advised to take care in using the building and the equipment provided. The Caretaker must be notified immediately if parts of the building or equipment are thought to be dangerous or faulty.

8 Any accidents happening in the Hall must be reported to the Caretaker by phone on the number provided (if the caretaker is not present) as soon as possible after the accident and the details entered in the accident book.

9 Group leaders must ensure that members are familiar with the procedure in the event of fire and have been issued with the Langley Hall “Procedure in the Event of Fire” leaflet.

10 Users must ensure that its members have signed a group registration book before the activity commences.

11 Each group must keep an up-to-date list of the names and addresses of volunteers supporting the group, which must be supplied to the PCC on request.

12 Groups are responsible for ensuring their own catering requirements are met.

9
All users must at all times ensure that their activities do not impinge on the safety or privacy of staff and other user groups.

10
Waste bins MUST BE EMPTIED AT THE END OF THE SESSION, by user groups, or before if necessary. Rubbish should be placed in black bags, which should be put into the outside bins. Any notices or decorations must be removed. The floor must be swept clean.

Child care

1
The Centre is not registered under the Children Act 1989. Under no circumstances, therefore, must a child be left at the Centre without his/her parent or carer for a period of more than two hours.

2
Individual groups hiring the Hall must make their own further arrangements for compliance with the Children Act 1989.

3
Parents and Carers are individually responsible for their own children’s behaviour.

4
Gates must be placed at the entrance to the kitchen and kept shut when under-5s are on the premises.

5
All outside doors must remain shut when under-8s are on the premises.

Child Protection and Safety of children

1 The parish of Poplar regards the safe care and protection of children as of the utmost importance. Groups that hire or use church premises are expected to share this concern and make appropriate provision for the protection of children within their care.

2
Hirers are to confirm that they are familiar with the Home Office Guidelines “Safe from Harm” and undertake to follow their recommendations in relation to their work with children and young people.

(NB This paragraph can be omitted for “one-off” hirers eg parties.)

3
Children under the age of 8 are NOT allowed in the kitchen AT ANY TIME.

4
Children between the ages of 8 and 16 must not be allowed in the kitchen unsupervised.

5
Children under the age of 16 are not allowed in the building unsupervised.

6
Children must not be allowed to climb on furniture or play with equipment. Parents and Carers must ensure that children are kept away from danger and their actions do not place risk on the safety of others using the building.

Health and safety

The Health and Safety at Work Act 1974 was passed to promote high standards of safety. As well as securing the health and safety and welfare of persons at work, the Act is designed to protect everyone using “public” buildings.

General safety and accidents

1
Never climb on chairs or other furniture.

2
If the floor is wet for any reason, water must be mopped up immediately and a “wet floor” sign displayed.

4
Equipment used must be cleared after use.

5
Tablets, medicines and lotions must not be left lying around in the building.

6
ALL ACCIDENTS MUST BE RECORDED IN THE ACCIDENT BOOK AND REPORTED TO THE CARETAKER.

Gas

1
If you notice a smell of gas, check that all gas appliances are switched off. DO NOT SMOKE OR USE A NAKED FLAME; DO NOT SWITCH ANY ELECTRIC APPLIANCE OE LIGHT ON OR OFF AS THIS MAY IGNITE THE GAS.

2
Telephone the GAS EMERGENCY SERVICE ON 0800 111 999. Or dial 999.

3
If practicable, assist members of your group to leave the building. 

4
If a gas appliance appears faulty in any way the fault must be reported to the Caretaker immediately. DO NOT USE IT. 

5
No GAS BOTTLES are permitted on the premises.

Hygiene

1
The PCC accepts no liability for the quality or wholesomeness of any food or drink prepared or served by the hirer or any caterer employed by the hirer on the premises. The PCC expects all those serving food to comply with the recognised standards of food hygiene. All those cooking food on the premises are to be holders of food hygiene certificates which shall be shown to the PCC before any cooking takes place. In the event of there being any prosecution arising from any breach of hygiene standards the hirer is to be held liable.

2
Individuals suffering from sickness and diarrhoea should not handle food.

3
Hands should be washed prior to handling food and after using the toilets. A wash-hand basin is provided in the kitchen.

4
All cooking equipment, cooker, microwave, and sink should be left clean after use.

5
Not more than four people at one time should be in the kitchen.

6
Children under 8 are not allowed in the kitchen, under any circumstances.

7
No nappies to be placed in the kitchen bins. Please put them in the bin by the outside door.

8
Please leave toilets clean and tidy.

9
Mop up all spills immediately. This will prevent an accident occurring.

Electrical equipment

1
Do not use electrical equipment if you have any doubts about its safety.

2
Do not withdraw plugs by pulling on the cable.

3
Do not handle electrical equipment with wet hands.

4
All faulty equipment must be reported to the Management Committee, including frayed flexes, cracked, blackened, scorched sockets or plugs. Do not attempt to repair faulty equipment. 

5
Do not overload the circuit, for example, by using multi-adaptors in wall sockets.

6
Do not trail loose cables under carpets or across floors.

7
Do not use portable electrical appliances in the toilets, even if they are plugged in outside the room.

8
Do not plug electrical equipment into ceiling light sockets.

9
Always switch off appliances after use and withdraw the plug.

Chemicals

1
All chemical and cleaning solutions must be locked away in a convenient and accessible place out of the reach of children.

2 Should an accident occur whereby someone is splashed in the eyes or on the skin with any chemical solution WASH WITH COLD WATER IMMEDIATELY. Continue to wash the eyes for at least 10 minutes. Seek medical assistance.

Fire

1
It is the responsibility of all users to ensure that all group members are familiar with the PROCEDURE IN THE EVENT OF FIRE leaflet.

2
Fire exits must never be obstructed, routes to fire exits must be clear at all times.

3
Check that doorways are kept free from obstructions.

