
TERMS AND CONDITIONS OF HIRE 2007
A.  Booking period
1. The Church Nave and Crypt Rooms can be booked from 08.30 to 22.00 Monday to Saturday. They are not usually available on Sundays. 
2. Bookings must be confirmed in writing either by fax, e-mail or on the Booking Form.  The client's agreement to the Terms & Conditions of Hire is required before the Church will confirm a booking.
3. Any changes to the original times requested must be confirmed in writing before a booking can be confirmed. 
4. Extensions to booked times may incur additional charges.
B.  Spaces
1. In general, only the Nave of the church is for hire.  The areas beyond the Rood Screen (Chancel/Quire, Sanctuary and side chapels) are not to be used for events unless agreed in advance with the Management Team.

2. The Main Crypt room and two smaller rooms are also for hire, each with a separate fee depending on requirements.

3. The kitchen is available and is an added cost to cover gas and electricity.

C.  Charges and Payment 

1. Clients will be invoiced in advance.  We currently require payment in advance or on the day.

2. Payment may be made either by cheque or by BACS.  
3. Please inform the Church by fax, phone or e-mail when you have transmitted a BACS payment.
4. Cheques should be made payable to ‘St Cyprian’s Church’.
D.  Cancellation 
1. If a cancellation is within 3 days of the function, the full hire fee is payable. 
2. The PCC reserves the right to cancel the booking if exceptional unforeseen circumstances arise. In the event of the PCC cancelling the booking, all fees paid by the Hirer shall be refunded.  
3. If the Hirer wishes to cancel the booking and the PCC is unable to arrange a replacement booking, the PCC may at its absolute discretion refund the fees but shall be under no obligation to do so.

E. Numbers attending a function 
1. Church : At present, the maximum number of people that can be seated in the main body of the church is approximately 250.
2. Large Crypt Room : The maximum number of people that can be seated in the Large Crypt Room is about 40.
3. Small Crypt Rooms : The maximum number of people that can be seated in the Small Crypt Rooms is 10 in each.
F.  The Hirer’s responsibility
The Hirer shall:

1. Be responsible for making adequate arrangements to insure against any third party claims which may lay against the Hirer or his/her organisation whilst using the premises.

2. Be responsible for the observance of all regulations affecting the premises imposed by the Licensing Justices, the Fire Authority, Local Authority or otherwise.

3. Be responsible for obtaining any local authority or other licences necessary in connection with the booking

4. Be responsible for, reinstate and make good to the satisfaction of St Cyprian’s Church, any loss of property or make full compensation.
5. Indemnify St Cyprian’s Church, Clarence Gate against all claims and proceedings reasonably made in respect of any personal injury, loss of property and against all costs and proceedings reasonably incurred; 

6. Indemnify St Cyprian’s Church, Clarence Gate against any liability in respect of any loss of property suffered by an employee and against any statutory liability in respect of personal injury, if such loss or personal injury is directly caused by the client, or any person attending any function provided by the client. In this condition the expression “loss of property” includes damage to property and the expression "personal injury" includes sickness and death.

7. Indemnify St Cyprian’s Church, Clarence Gate against any statutory liability in respect of claims made under Child Protection Laws.  The Parish Duty Officer is not responsible as a Child Protection Officer at the church for public or private events.

G. Client’s point of contact
1. An organiser must be appointed by the client as the point of contact with St Cyprian’s Church, Clarence Gate.
2. The organiser must be present throughout the event in order to liaise with the Parish Duty Officer in monitoring the function and finally, achieving an orderly departure of the guests. 
3. The assessment of the conduct of a function rests with St Cyprian’s Church, Clarence Gate and the Parish Duty Officer is authorised by the Parochial Church Council to make this assessment.

H.  Catering
Where catering is needed, arrangements for the use of the kitchen with an additional levy for the use of gas and the facility will be added to the cost of the let.
I.  Consumption of alcohol – St Cyprian’s Policy until further notice
1. St Cyprian’s Church does not have a license for the provision of alcohol. 
2. During lettings for private functions (not open to the public), alcohol may be served during the period of the booking, providing that alcohol is not charged for, either directly or as ‘voluntary contributions’.
3. During lettings for public functions, alcohol may not be served to the public by the client, either for payment or as part of the cost of the ticket for the event.  The client may only serve alcohol if he/she has their own license, as provided for under the Licensing Act 2003.
J.  Smoking is not permitted on the premises.

K.  Equipment
1. No equipment is to be delivered to the Church without prior agreement.  Removal of such equipment must be arranged in advance at the mutual convenience of both the client and the Church.
2. St Cyprian’s Church, Clarence Gate reserves the right to refuse equipment if it is considered dangerous or harmful to persons to be present, the building or its contents. 
3. Equipment must be freestanding i.e. must not touch the fabric or contents of the building, and no fire exit is to be obstructed. 
4. St Cyprian’s Church, Clarence Gate cannot accept any responsibility for equipment or other goods left at the Parish Church before or after a function.

5. Storage of any equipment is by prior agreement and subject to an extra fee.

L.  Flowers & other decorations
1. Flowers may be brought into the building only with prior approval of the staff. 
2. Clients must adhere to the instructions from the Administrator/Parish Duty Officer in the placing of any decorations.  See THE RULES.
M.  Entertainment
Details of any musical or other entertainment at a function must be approved by the Administrator in consultation with the Management Group at the time of booking.  The church is not hired out for parties.
N.  Deliveries and removals
Deliveries and removals of goods to or from the Parish Church and Crypt Rooms must not be made before 09.00 and not after 21.00 and prior arrangements must be made with the Church.
O.  Statutory requirements
The client must comply with any fire, health and safety or other statutory requirements which apply to the Parish Church of Saint Cyprian, Clarence Gate.
P.  Disabled Access
The Parochial Church Council is aware of current regulations with regard to disabled access. At present this is not available to the Crypt rooms and to toilets.  We regret that in the foreseeable future no disabled access is possible to the crypt. 

Q. The Terms / Rates of Hire are by application using a scale which differentiates between Commercial, Local Community (Charities) and Churches.  Each organisation’s requirements, the time and the number of people taking part in the event is considered separately in producing a cost.
HIRING AGREEMENT
S. Cyprian’s Church & Crypt facilities

THIS AGREEMENT is made on the ………………………...…  day of …………………………..………….2007

BETWEEN THE PAROCHIAL CHURCH COUNCIL OF St Cyprian’s Church (“the PCC”) and the person(s) or body named below )(“the Hirer”) whereby in consideration of the sum(s) mentioned in paragraph 4 below:

The PCC Agrees to permit the hirer to use the premises/part(s) of the premises designated in paragraph 3 for the purposes and period(s) and at the hiring fee specified below:

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

……………………………………………………………………………………………………………………………………
2.   Period of Hiring (Dates/Hours):

From: ……………………………………………………………………..………..     

To: ………………………………………………………………………………….
3.  Description of Room/Facilities to be hired: .…………………………………………………………………………

……………………………………………………………………………………………………………………………………

Church equipment used :…………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………

4.  PAYMENT
Hiring Fee 
…………………
Less Deposit
…………………
Balance
…………………
Payable on or before 
…………………

5.  The PCC’s authorised representative: 
Miss Elizabeth Masson


Church Administrator


S. Cyprian’s Church


Glentworth Street


NW1 6AX



T & F  :  020 7258 0724


Email :  admin@stcyprians.org.uk

6.  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 (THE RULES) stipulated elsewhere governing the use of the premises and as the PCC may for the time being impose and of which hirer has been notified.

Hirer : ....…………………………………………………………………………………………………………………………
Address:………………………………………………………………………………………………………………………….
Tel No: ……………………………………………………………Email ………………………………………………………
The Parish Church of S. Cyprian, Clarence Gate


Glentworth St, London, NW1 6AX


T & F	020 7258 0724


E	admin@stcyprians.org.uk


W	www.stcyprians.org.uk








