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ST LEONARDS CHURCH HALL 
BOOKING FORM - ONE OFF EVENTS


	Name of hirer/contact name
	

	Address
	



	Phone Number (inc mobile for emergency contact)
	

	
Email address
	



	Please describe the nature of your event and how many people you expect to attend
	 



	Area Required

	☐   Main Hall Only  
☐   Main Hall with additional areas
☐   Upper Hall

	Date of hire
	

	Times
Please include setting up and packing away as these are chargeable. 
	From:                                         To:        

	Do you require any additional equipment as listed in appendix 2. 
	

	Rates of Hire (per hour) 
See Appendix 1 for more detail. 
	Weekday
Main hall with additional areas: £65.00
Main hall only: £40.00 
Upper hall: £30.00
  
	Weekend
Main hall with additional areas: £65.00
Main hall only: £60.00
Upper hall: £40.00






Please turn over for terms of hire, pricelist of hall and pricelist of equipment. 















TERMS & CONDITIONS OF HIRE
BOOKING / CANCELLATIONS /REFUNDS
· To secure your booking a of 25% booking deposit is required. This is non-refundable and comes off of your total bill amount.
· The remaining 75% of your total bill amount must be made 7 days before the booking date. 
· Bookings made in excess of 5 hours will be required to make an additional Terms of Hire Deposit in addition to your 25% booking deposit. This is a fully refundable deposit, which will be refunded to your account once St. Leonards is happy that you have met the terms and conditions of the booking. Any breaches of contract will result in the loss or partial loss of your terms of hire deposit. Amounts are as follows:
1. Under 5 hours: £0.00
2. Over 5 hours: £200.00
3. Wedding Bookings: £500.00
4. Additional Equipment Hire Deposit: £100.00
· No bookings will be accepted for larger events until an in-person Bookings Meeting is undertaken with a member of St Leonard’s staff to review the terms of hire, event expectations and hirers requirements. 
· Cancellations made less than 7 days before your booking date will result in 50% refund of the total booking fee.
· Failure to pay on time will result in the termination of your booking.
· Cancellation of your booking will result in the loss of your non-refundable deposit.
· Your booking is not secure until your bookings deposit and/ or terms of hire deposit are received. You will receive an invoice via email.
· Any amendments to your booking such as increasing/decreasing hours or cancelling your session need to be requested in writing and authorised beforehand.
· We reserve the right to amend or cancel any booking with 14 days’ notice at any time.
· We reserve the right to decline a booking if we feel it is not suitable for our community venue.
· St Leonards Church will not be liable if the venue is unavailable due to reasons outside of our control.

ACCESS / USAGE/ FIRE/ HEALTH & SAFTEY
· Access information will be given to you no more than 48 hours before your booking as long as full payment has been received via our bookings system.  
· An access day meeting is required for all large events.
· Time should be incorporated within your booking time for setting up and clearing away
· Full vacation of the building by midnight.
· The hirer is liable to pay a ‘breakage fee’ for any additional equipment that they have hired and break. This fee will be fairly determined by St Leonard’s in accordance with the cost of replacing that item and deducted from the additional equipment hire deposit described above.  
· Contractual hire times must be strictly applied. This is to ensure that other hirers and St Leonard’s Church are able to make use of premises as required. 
· Any hirer accessing hired premises earlier than contractually agreed and leaving later than contractually agreed will be required to pay for the extra time premises are used. 
· Charges will be on an hourly basis. The hirer will be charged a full hour for each hour or fraction of an hour of extra use at the beginning or end of a session.
· Hirers are restricted to use of the rooms / facilities stipulated in their hire contract. Use of additional rooms and facilities is not permitted. If hirers require use of additional rooms and facilities this must be agreed with St Leonard’s Church, and additional hire charges will apply.
· Hirers are only permitted to access the facilities during the time of their booking and at no other time.
· The first aid kit and book are located in the kitchen. If you administer first aid, please record it in the first aid book. 
· Belongings are stored at owner’s own risk. St Leonard’s Church is not liable for any loss or damage to stored goods whether through accident or other eventuality. Stored goods left at St Leonards Church Hall at termination of hire contract, will be disposed at the end of 28-day period following the termination of a hire contract.
· A copy of our FIRE EVACUATION PROCEDURES and an emergency contact telephone number is available on the notice boards. 
· The telephone number can also be found on our health and safety notice board. It is your responsibility to familiarise yourself with it. 
· The lead hirer will accept full responsibility for the safeguarding of all children and vulnerable people on the premises at all times. St Leonards will accept no liability for any safeguarding of any individuals while they are in the hall building.  



DECORATIONS / WASTE
· The room(s) must be left clean and tidy, and all furniture neatly stacked in accordance with the pictures in the hall handbook.  Cleaning materials are available in the kitchen area.
· Under no circumstances can anything be attached directly to the walls (specifically in reference to cellotape and blue tac). Notice boards and hooks are installed for this purpose.
· All rubbish must be removed from the premises and placed in the Church Hall bins outside the building. You can find spare bin bags in the kitchen area. Any items brought with you must be taken away when you leave.
· If your waste exceeds the capacity of our bins you must take your waste away with you or arrange for your rubbish / recycling to be removed by a waste management company. We recommend  https://www.junktaxi.co.uk/ . Failure to do this will result in the loss of your deposit.
· Under no circumstances can non-perishables be left on site. These must be taken away at the end of your booking. 

NOISE / SECURITY/ SAFEGUARDING
· You are responsible for the security of your guests during the period of hire including safeguarding any children or vulnerable adults.
· If you are booking entertainment, we strongly advise that you ask to see a copy of your suppliers’ current public liability insurance certificate and enhanced DBS certificate if appropriate.
· All noise levels will be monitored by our decibel reader- we monitor this via an app during your event and it also records sound levels during your event. Any noise exceeding 100 DB on the monitor will result in a loss of your terms of hire deposit.  
· Please note all music must be switched off at the latest time of 11pm. Building vacated by 12 midnight.
· Smoking is not permitted inside or immediately outside any of our sites. Please advise smokers that they must move at least 10 meters away from the building should they wish to smoke.
· All children must be supervised at all times.
· St Leonard’s Church will not be liable for any loss, costs, damage, or liabilities caused or arising to the extent they can be excluded or limited at law. 

ALCOHOL 
· St Leonard’s Church Hall is NOT a Licensed venue. If you wish to sell Alcohol on the premises, you must obtain a licence to do so. Please send a copy of your licence to us before the event.
· The person making this booking takes responsibility for the guests attending the activity. Please leave the building swiftly and quietly. Please consider our neighbours. 
· St Leonard’s will not accept any verbal and/or physical abuse from hirers and/or their visitors/guest towards staff. The appropriate action will be taken which may involve the police. 
· I/We have read and accepted the Terms and Conditions of this booking.    
	


I have read and understand the booking conditions.


Signed:  		 			 

Name in capitals: 

Date: 


Please return this form to: hallbookings@stleonard-streatham.org.uk
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Appendix 1.

ST LEONARDS CHURCH HALL
RENTAL RATES 2024 - 2025

UPPER HALL (No step free access)
Weekdays 
· Regular users - £25 per hour
· One off users- £30 per hour
Weekend hire (minimum 2 hour booking)
· Regular users - £35
· One off user - £40

--------------------------------------------------------------------------------------------------------
MAIN HALL ONLY (Step free access)
Without kitchen / rear hall / garden use. 
Weekdays (minimum 90 minute booking)
· Regular users - £30 per hour 
· One off users- £40 per hour
Weekend hire (minimum 2 hour booking)
· Regular users - £50 per hour
· One off user - £60 per hour

-------------------------------------------------------------------------------------------------------
MAIN HALL WITH ADDITIONAL AREAS (Step free access)
With use of Kitchen / rear hall / garden use.                  
Weekdays (minimum 90 minute booking) Before 5pm Friday. 
· Regular Users - £35
· One Off users- £45
Weekend hire (minimum 2-hour bookings) From 5pm Friday.
· Regular users - £55 per hour
· One off user -   £65 per hour


Wedding Bookings or events expecting over 70 guests and/ or booking till after 9pm will require a meeting with the Booking Secretary and / or the Rector before a booking can be secured.
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Appendix 2.

ST LEONARD’S CHURCH HALL
RESOURCES FOR HIRE



	TABLES & CHAIRS
	AMOUNT AVAILABLE
	PRICE 

	Large Go Pack Tables
	11
	FREE

	Medium Go Pak Tables
	2
	FREE

	Small Go Pak Table
	12
	[bookmark: _Hlk201233501]FREE

	Plastic Chairs
(purple)
	Approx. 70
	FREE

	Blue Fabric Armchairs
	20
	FREE

	Round Tables
	10
	£8 each

	Conference Chairs
(Pale green)
	50
	£15 per 25

	Reception Chairs (Dark Green)

	70
	£15 per 20

	TABLE WARE
	
	

	Tablecloths Pale Green
(Round)
	10
	£3 each

	Tablecloths White (Round)
	10
	£3 each

	Cutlery – 3 Course setting.
	100
	£15 per 50 settings

	Bone China side plate
	100
	£15.00 per 50

	Bone China Dinner Plates
	100
	£15.00 per 50

	Desert Bowls
	100
	£15.00 per 50

	GLASS WARE
	
	

	Champagne Flutes
	Available 100
	£20.00 per 50

	High Ball glasses
	Available 100
	£20.00 per 50

	Wine Glasses
	Available 100
	£20.00 per 50
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