
ST. SWITHUN’S INSTITUTE CHARITY, THE TRINITY, WORCESTER, WR1 2PN
Tel: 01905 25952          Email: worcester.cityparish@btconnect.com
TERMS AND CONDITIONS FOR ALL HIRERS – Revised January 2019
Definitions:

· The Hall – refers to the community hall on the first floor of the building

· The Trinity Room – refers to the smaller of the two meeting rooms on the ground floor

· The Green Room – refers to the larger of the two meeting rooms on the ground floor

I  …………………………………………………………………………..………………………(Block Capitals)
hereafter referred to as the hirer, agree to the following terms and conditions:

1.   Smoking is strictly forbidden anywhere inside the premises.
2.   Sub-letting is forbidden.

3.   Capacities. The maximum number of people permitted to use the facilities are:-

- the  Hall = 100 people, the Trinity Room = 15 people, the Green Room = 25 people  
4.
Damage. The hirer is responsible for the supervision of their event and must prevent damage to the property and its contents. The hirer will be responsible for reimbursing St. Swithun’s Institute the cost of any damage.

5.
Cleanliness. The hirer is responsible for ensuring that, after their letting, the premises are left in a clean and tidy condition. For the Hall this means the tables and chairs are wiped and returned to their storage place.  Floors swept; crockery and cutlery washed and put away; kitchen surfaces and appliances cleaned. The dishwasher, if used, must be emptied and all contents returned to their proper cupboard or drawer.  All rubbish is to be bagged and taken out to the black bin in the courtyard. If the rented facility is not left in a clean and tide state the hirer agrees to pay an additional cleaning charge of £40 per hour.
6.
Set-up/Clear-up time. This must be included in the overall hours booked.
7.
Usage. The hirer will not have exclusive use of St. Swithun’s Institute unless agreed to by St. Swithun’s Institute Administrator prior to their event. The hirer will not use the premises for any other purpose than that described overleaf and all events must be contained within the curtilage of St. Swithun’s Institute.
8.
Security. The hirer is responsible for ensuring that only authorised persons are allowed into the premises. At the end of the booking the hirer will ensure that all of their guests or clients have left the building, no-one is in the toilets, all lights are turned off, windows closed and internal and external doors are closed. For any evening event the premises must be vacated by midnight. Both the outside and inside of St. Swithun’s Institute are monitored by Closed Circuit Television (CCTV) and the hirer agrees to images being recorded.
9.
Safety. The hirer will make themselves familiar with the fire alarm, fire exits, location of fire fighting equipment and first aid kit. No fire exits are to be blocked during the hire and no fire appliances tampered with. The stair lifts are for the use of the disabled and the hirer must not let anyone play on them.
  10.
Payment. 
Regular users: The issuing of invoices and payment will be agreed between the hirer and St. Swithun’s Institute Administrator.

Occasional users: Invoices will be issued two weeks before the event and must be paid prior to the event taking place.
  11.
Deposits. Occasional users of the Hall will be required to pay a 50% (minimum £30) deposit, at the time of booking to secure the booking. In the event of the hirer cancelling the booking this deposit will only be returned if at least four weeks notice of the cancellation is given.

For occasional Hall users a refundable £100 deposit (in addition to the hire charge) will be required. This will be promptly returned, after the hire, if the Hall is left clean and tidy and there is no damage. 
  12.
Limited Liability. St. Swithun’s Institute accepts no responsibility for damage to, or loss of, property of the hirer, or their guests or clients.

Within legal constraints St. Swithun’s Institute is not responsible for any injury to the hirer, their guests or clients.


St. Swithun’s Institute warrants that facilities shall be provided as below. In the case of errors, omissions or mistakes made by St. Swithun’s Institute a refund will be made up to, but not exceeding, any charges paid. The hirer agrees that the return of any damage deposit and hire charge shall constitute the sole remedy of the hirer and the sole liability of St. Swithun’s Institute. Whether on warranty, contract or for negligence, in no event will St. Swithun’s Institute be liable for money damages whether direct or consequential. 


In the event of St. Swithun’s Institute cancelling a booking all charges paid will be refunded. St. Swithun’s Institute will not be responsible for any consequential losses.


This hiring agreement constitutes permission only to use the specified part of the premises for the period stated and confers no tenancy or other right of occupation on the hirer.
  13.
Exclusions.

- Alcohol: St. Swithun’s Institute does not possess an alcohol licence. Permission to serve alcohol at an event must be obtained from St. Swithun’s Institute. If alcohol is to be sold at an event a license must be obtained from the local authority.

- TV License: St. Swithun’s Institute does not possess a TV licence. It is the hirer’s responsibility to obtain the necessary license if relevant programmes are to be watched.

- Performing Rights License: St. Swithun’s Institute does not possess a Performing Rights License. If copyrighted music is played at an event it is the responsibility of the hirer to check with the Performing Rights Society (020 7580 5544) as to whether a license is required and to obtain one if necessary.
- Food Hygiene: Any hirer dealing with food must be aware that they are responsible for ensuring that food is stored, prepared, cooked and served in accordance with current food hygiene laws. St. Swithun’s Institute cannot be held responsible for any breaches in the food hygiene regulations.
Invoice Number:                                               Date of hire:

Times of hire:
Part of Institute hired:          
Purpose of hire:
Address of hirer:
Contact phone number:
Email:

Signed:
Date:                      

