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Terms & Conditions of Hire 
 

All persons (Hirer) making a booking for any area of Emmanuel Church Centre (Premises) are 
subject to these terms and conditions.  
 

1. Bookings 

1.1. Bookings should be made by completing the booking form on the Emmanuel Church 
Woodley website. 

1.2. Bookings can be for one-off or regular events. The booking is charged by the hour at 
the advertised room rate at the time of the booking. The hourly rate is subject to a 
regular review. Regular bookings will be informed of any increase in the room rate 
in writing. 

1.3. Bookings for adult parties are not permitted.  

1.4. The Premises are not licenced for the selling of alcohol. Alcohol cannot be 
consumed on the premises without prior permission from Emmanuel Church. 
Smoking is not permitted on any part of the premises. 

1.5. The Hirer must be 18 years old or older. If the event involves persons under the age 
of 18, the person arranging the booking is deemed as being responsible for the 
supervision of all under 18s. 

1.6. For bookings where a fee to attend is charged, public liability insurance must be 
obtained, and a copy of the insurance certificate must be provided to Emmanuel 
Church. 

1.7. For regular bookings, items can only be stored on the Premises with the express 
permission of Emmanuel Church. Where permission is given, only the storage area 
specified can be used and Emmanuel Church accepts no responsibility for the items 
stored. 

1.8. Emmanuel Church reserve the right to change or cancel a booking at any time for 
any reason as well as to use or book out other areas on the premises during an 
event. 

2. Invoices & Payments   

2.1. For one-off bookings, an invoice will be sent when the booking is confirmed. 
Payment should be made within 14 days from the date of the invoice. 

2.2. For regular bookings, an invoice will be sent monthly in arrears. Payment should be 
made within 14 days from the date of the invoice. 

3. Cancellations 

3.1. For any bookings cancelled with 2 or more weeks’ notice, the full booking charge 
will be returned. 



3.2. For any bookings cancelled with less than 2 weeks’ notice, the booking charge will 
not be returned. 

3.3. For any bookings cancelled by Emmanuel Church, the full booking charge will be 
returned.  

4. General Conditions 

It is the responsibility of the Hirer to ensure: 

4.1. the Premises are only accessed at the start time of the booking and must be vacated 
at the end time of the booking. If additional time is need to set-up or clear-up, this 
must be added when making the booking. 

4.2. all equipment (e.g., tables and chairs) and facilities (e.g., toilets and kitchen) 
provided (as listed on room description page on the Emmanuel Church website) are 
used safely following any specific instructions. 

4.3. All persons attending the event behave in a responsible and respectful manner. 

4.4. all persons attending an event must respect Emmanuel Church’s neighbours by 
ensuring that any music is played indoors only. After 8pm, all windows and doors 
must be closed when playing music and all persons must leave the premises quietly. 

4.5. all persons attending an event should use the car park and avoid parking on nearby 
roads. Vehicles are parked at the owner’s risk. 

4.6. any part of the Premises or equipment not included in the booking are not used 
without prior permission. 

4.7. all belongings brought onto the Premises are removed at the end of the booking 
(unless permission to store items has been given). Emmanuel Church is not 
responsible for any items left on the premises. 

5. Cleaning & Clearing Up 

5.1. The Hirer is responsible for ensuring that all areas and facilities used for the booking 
are left clean, tidy and in a good state of repair including the toilets and kitchen 
areas. Cleaning equipment for this purpose can be found in the under stairs 
cupboard in the entrance hall. 

5.2. Floors should be swept / vacuumed, and all rubbish must be removed from the 
Premises. 

5.3. All equipment, e.g., tables and chairs, must be wiped down and returned to their 
storage positions. 

5.4. All lights should be switched off, all windows closed, and all doors closed and 
locked. 

5.5. The Hirer is responsible for reporting any cleaning or maintenance issues to 
Emmanuel Church by email as soon as the Hirer is aware of any such issues. 

6. Keys & Security 

6.1. A set of keys will be provided to the Hirer in advance of the booking. The Hirer will 
be required to collect the keys from the Premises or another local address on an 
agreed day and time.  



6.2. For one-off bookings, the keys must be returned after the event on the same day. 
For regular bookings, the Hirer may hold a set of keys until the bookings end. 

6.3. The Hirer accepts full responsibility for the keys while in their possession. Additional 
sets of keys are not permitted to be cut under any circumstances. Loss of the keys 
or failure to return them may be chargeable, together with any necessary additional 
costs for any subsequent changing of the locks and provision of new keys. 

6.4. The Hirer will be provided with information regarding the security alarm at the 
Premises and any other security measures when the keys are collected. The Hirer is 
responsible for ensuring all such measures are taken. 

6.5. The Hirer is responsible for the security of the Premises during the event and for 
ensuring the Premises are left secure after the event. The Hirer must ensure this is 
done regardless of if the Premises are being used by others. 

7. Health & Safety 

7.1. It is the responsibility of the Hirer to ensure that all relevant Health & Safety 
legislation is met during the event, including food safety standards, and to report 
any concerns or incidents to Emmanuel Church 

7.2. It is the responsibility of the Hirer to ensure that any equipment (especially 
electrical appliances) or temporary fixtures and fittings are safe, in good working 
order, and are not a fire hazard. 

7.3. A first aid box and an accident report book are available in the kitchen. All accidents 
must be reported to Emmanuel Church and an accident report completed. 

7.4. The Hirer must make themselves aware of the location of emergency exits, fire 
extinguishers, and call points (red break glass), and to familiarise themselves with 
the instructions on what to do in case of fire. 

7.5. No naked flames are permitted on the premises except for birthday cake candles. 
No highly flammable substances, LPG appliances, or barbeques are permitted.  

7.6. Emergency exits and escape routes must not be blocked. The fire assembly point is 
the main car park. 

7.7. It is the responsibility of the Hirer to seek additional permission from Emmanuel 
Church for the use of a bouncy castle during a booking. Permission is not 
guaranteed. The Hirer will need to evidence that the bouncy castle will be always 
supervised by a person aged over 18, and that the Hirer or the supplier of the 
bouncy castle has the necessary public liability insurance in place (a copy of the 
insurance certificate will be required). The Hirer will also need to agree that they (or 
the supplier), not Emmanuel Church, are liable for the safe use and supervision of 
the bouncy castle. 

7.8. During the COVID-19 pandemic, the Hirer is responsible for ensuring that the 
booking is compliant with all relevant Government guidance and COVID-secure 
measures including adequate ventilation, hand hygiene, social distancing, mask-
wearing, and track and trace. In addition to the cleaning detailed in section 5, the 
Hirer must follow all COVID-19 safety notices that are up around the building and 
any further information and guidelines provided by Emmanuel Church. 


