Date of Hiring:…………………………………………..…………  
The Langley Hall - St.Nicholas Church Centre (Parish of Poplar)

Hiring Agreement 

THIS AGREEMENT is made on ………………………………. day of ……………………...………

BETWEEN THE PAROCHIAL CHURCH COUNCIL OF THE PARISH OF POPLAR (“The PCC”) and the person(s) or body named below (“the Hirer”) whereby in consideration of the sum(s) mentioned in paragraph 4 below:-

A. The PCC agreed to permit the Hirer to use the premises or part(s) of the premises designated in paragraph 3 for he purposes and period(s) and at the hiring fee specified below:-

1. Purpose of Hiring …………………………………………………………………………………

2. Number of people attending……….….……………..…(180 standing or 120 seated, maximum)

3. Period of Hiring:


Date(s) ……………………………………………...…………………………………………...…

Hours from………………………………………….. to ……...…………………………………

4. Hiring Fee £…………………………… 
payable on or before ………………………………….

Deposit received
£……… Cheque no. ……The cheque will be cashed at the time the booking is made, not at the time of the event.

5. Booking taken by ……………………….…………………………………………………………

B. THE HIRER agrees to observe and perform the provisions and stipulations contained or referred to in the PCC’s Conditions of Hire for the time being in force and as annexed hereto and in such rules (if any) governing the use of the premises (“the Rules”) and as the PCC may for the time being impose and of which the Hirer has been notified.

6. Hirer (name)……………………………………………………………………………………….

Please delete as appropriate:

The Hirer confirms that s/he is over the age of 21 OR  The Hirer’s date of birth is: …../…../….. (NB Hiring agreements may only be made with people over 18 years of age.)

Organisation (if applicable)………………………………………………………………………...

If the organisation is a charity and the charitable rate is requested the charity number should be given here. If there is no charity number please refer to the separate sheet ‘Hiring by charitiesor non profit-making organisations’. Charity No.:……………………………………….

Address of Hirer (who signs on p.5):……………………….………………………………...

………………………………… Tel. (h)…………………… Tel. on the day……………………

Rules in respect of the Hire of the Langley Hall

1. All bookings must end 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. If users refuse to leave the premises or create difficulties for the Caretaker, the police will be called. 

2. 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.
3. NO SMOKING is allowed in any part of the Langley Hall. The hall is fitted with smoke alarms.

4. The floor of the hall must be swept, all rubbish placed in black bags, the bags must be tied  and placed in the large bin outside the kitchen door before 11:30 pm. Failure to comply with this will result in the loss of the Hirer’s cleaning deposit.

5. The Person named in Section B above, who has signed this agreement, shall be present in the premises at all times during the period for which they have hired the premises.

6. A refundable deposit against damage and cleaning will be paid in advance of the time of the hire. The rate of the deposit will be set by the PCC.

7. Prior to the commencement of the period of hire the Hirer and the Caretaker or other representative of the PCC shall inspect the premises together and agree on existing damage and cleanliness. It shall be the responsibility of the Hirer to mention any damages at this meeting, and to ensure that they are written down and signed in duplicate.

8. In the event of there being no damage to be repaired or special cleaning required after the close of the period of hire, the deposit will be refunded in full.

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 will be taken form the deposit. If the deposit if insufficient to cover these costs the PCC will require reimbursement of the full cost of the repairs from the Hirer. The PCC requires that all repair works and cleaning be undertaken by its own contractors or employees.

10. In the event of disagreements the agreed written statement of prior damages shall be used. In the event of disagreements the Caretaker’s/PCC’s copy shall be accepted as definitive. The decision of the PCC will be final in determining the nature of damage and/or the need for the hall to be cleaned.

11. All heavy equipment must be CARRIED at all times to avoid damage to the floor.

12. No religious worship of any kind may take place in the Langley Hall unless sponsored and agreed by the PCC.

13. No political campaigning is to take place on the premises. Other forms of political use should be referred to the PCC before a booking is finalised.

14. Any proposed use of the Langley Hall which seems to the person taking the booking to raise an ethical issue is to be referred to the PCC before a booking is finalised. 

15. The Hirer must ensure that all fire appliances and fire exits are kept free from obstruction and ensure that free passage is maintained through all rooms, and that all fire doors are left unobstructed and free to close as designed.

16. No ball games may be played in any part of the Langley Hall at any time.

Standard Conditions of Hire

1. THE HIRER shall pay a deposit at the time of the booking.  Such deposit shall be refundable to the Hirer in the event of the PCC canceling the booking.  The PCC reserves the right to cancel the booking if exceptional unforeseen circumstances arise.
2. THE HIRER shall pay the hire fees due before the booking as directed by the PCC.  If the booking is cancelled by the Hirer prior to three weeks before the date of the booking, the PCC shall 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. In the event of the PCC canceling the booking all fees (including the deposit) paid by the Hirer shall be refunded.
3. THE HIRER shall ensure that the Rules governing the use of the premises are complied with.

4. THE HIRER shall during the period of hiring, be responsible for supervision and security of the premises, protection of the fabric and contents form damage, and the behaviour of all persons using the premises, including proper supervision of car parking arrangements (if any) so as to avoid obstruction of the highway.

5. 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.

6. 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.

7. THE HIRER shall be responsible for the observance of all regulations affecting the premises imposed by the Licensing Justices, the Fire Authority, the Local Authority or otherwise. 

8. 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.

9. 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.

10. THE HIRER shall indemnify the PCC in respect of the cost of repair of any damage done to any part of the premises including the curtilage thereof or the contents of the building during or as a result of a booking and in respect of any liability to third parties or otherwise arising out of the use of the premises pursuant to the booking.

11. 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.

12. 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.

Appendix 1: Child protection

“Safe from Harm”: Summary of the Home Office Guidelines

1 In order to safeguard the welfare of the children and young people in their charge, voluntary organisations should consider the issues raised by each of the following statements of principle and then, if they wish to do so, take any action which they deem to be appropriate in the light of their circumstances and structures and the nature of their activities.

2 Adopt a policy statement on safeguarding the welfare of children.

3 Plan the work of the organisation so as to minimise situations where the abuse of children may occur.

4 Introduce a system whereby children may talk with an independent person.

5 Apply agreed procedures for protecting children to all paid staff and volunteers.

6 Give all paid staff and volunteers clear roles.

7 Use supervision as a means of protecting children.

8 Treat all would-be paid staff and volunteers as job applicants for any position involving contact with children.

9 Gain at least one reference from a person who has experience of the applicant’s paid work or volunteering with children.

10 Explore all applicants’ experience of working or contact with children in an interview before appointment.

11 Find out whether an applicant has any conviction for criminal offences against children.

12 Make paid and voluntary appointments conditional on the successful completion of a probationary period.

13 Issue guidelines on how to deal with the disclosure or discovery of abuse.

14 Train paid staff and volunteers, their line managers or supervisors, and policy makers in the prevention of child abuse.

Statement to be agreed by outside bodies and individuals working with children and young people

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.

This organisation………………………………………… confirms it is familiar with the Home Office Code of Practice Safe from Harm and with the London Diocesan Child Protection Guidelines. It understands these policies and procedures and undertakes to follow their recommendations in relation to work with children and young people.

SIGNED by the person named in paragraph B of the hiring agreement, on behalf of the hirer.
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Appendix 2: Statement of equal opportunities

The PCC seeks to foster and pursue equal opportunities in all aspects of the management of the hall. All users of the hall are expected to maintain a commitment to equal opportunities in the conduct of their activities. 

The St Nicholas members of the PCC of the Parish of Poplar will work to ensure that the facilities of the Centre operate on the lines of equal access for all.

· The Centre is interested in ensuring that its facilities are made available to potential permanent and casual users alike so that a true representation of the local population and its needs are met.

· The Centre does not discriminate against anyone on the grounds of race, gender, religion, ability or sexual orientation. The centre will actively work against any form of discrimination so as to promote its aims.

· The Centre will seek to set up a forum where long term 'User Groups' can meet and voice complaints or make suggestions in regards to the smooth running of the Centre for all its users.

· The Centre will ask its users to be sensitive to the Committee's ‘Equal Opportunities Statement’ and inform the committee of any concerns regarding its practice.

· The Centre will ask users to assist in the monitoring of the effectiveness of this policy by completing any monitoring pro-forma that the Committee may request from time to time.

· The Centre will respond to written requests for any potential user and these requests will be judged according to the policy statement of the Centre. All users will sign contracts covering their use of the Centre. These will be renewed every 12 months.

· The Committee is unlikely at this stage to allow any User Group or individual to hire the Centre or use its facilities unless there are sufficient members who will be responsible for the compliance of the above statements over 18 years of age.

Appendix 3: Procedure In The Event Of A Fire

If you discover a fire you should:

1 RAISE THE ALARM.

2 Ensure that all doors immediately surrounding the fire situation are CLOSED.

3 VACATE THE PREMISES.

4 Call the Fire Brigade by dialling 999.

5 When the Fire Brigade replies give direction to the building.

6 DO NOT replace the receiver until the Fire Officer has repeated the address.

7 The building address is:   
St Nicholas Church Centre
Aberfeldy Street
London
E14 0QD

8 If you hear the Fire Alarm immediately escort the persons in your charge to safety outside the building.

9 Assemble at the Millennium Green (through the hall fire doors and on the other side of Ettrick Street).

10 When the people leaving the building assemble, take a roll call of those present and give this information to the person in charge.

11 Once the building has been evacuated UNDER NO CIRCUMSTANCES must the building be re-entered without the permission of the Fire Officer in charge.

12 CALL THE FIRE BRIGADE IMMEDIATELY TO EVERY FIRE OR SUSPICION OF FIRE.

13 Use fire-fighting equipment on small fires if necessary for evacuating the building. Do not attempt to extinguish large fires as this may endanger life.

AS WITNESS the hands of the parties hereto

SIGNED by the person named in paragraph 5 of the hiring agreement, on behalf of the PCC.

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

SIGNED by the person named in paragraph 6 of the hiring agreement, on behalf of the Hirer.
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