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Standard Booking Terms and Conditions
 

When making a booking with Ledbury Methodist Church via Hallmaster you are agreeing to the Terms and Conditions below.

Please read them carefully and confirm via your Hallmaster Booking that you have read them and agree.
You will also need to confirm that you have seen the following documents:

Ledbury Methodist Church Safeguarding Policy
Ledbury Methodist Church Guest Wi-Fi Acceptable Use Policy
Ledbury Methodist Church Fire Safety Policy Statement for Hirers


All key holders for the event also need to complete our Key Holder Safeguarding Declaration Form.  This can be completed online here: COMPLETE FORM (if you would prefer a paper form please contact us).  Access code to enter the building can only be issued one this form has been completed.

These terms are for bookings for one off occasions or several irregular occasions.  For regular weekly or monthly bookings you will need to be issued our Standard Licence for your agreement.  Please contact us if this applies to you.


Parties  
The managing trustees named in clause 1.1 below (Managing Trustees)
The person(s) or organisation hiring the premises (Hirer) – full name and contact details required via Hallmaster booking request.

AGREE AS FOLLOWS:

1. In consideration of the Hire Fee as stated on our Hallmaster booking side and subject to the Hirer’s obligations under clauses 2 and 4, the Managing Trustees’ permit the Hirer to use the Premises described in the Hallmaster booking request for the purposes of the Event described in the Hallmaster booking request below for the Hire Period described in the Hallmaster booking request.

1.1 Caroline Warrey and Sandra Clements for themselves and others the members of the Church Council of Ledbury Methodist Church care of 4A Bye St, Ledbury HR8 2AA which expression shall include their successors from time to time ascertained in accordance with the provisions of Part II Schedule 2 to the Methodist Church Act 1976.

2. The Hirer agrees to observe and perform the conditions provisions and stipulations contained or referred to in the Standard Conditions of Hire and any Special Conditions of Hire set out in Schedules 1 and 2.

3. The Hirer and the Managing Trustees agree and declare that the terms defined in clause 1.1 and in the Hallmaster Booking request have the meanings defined therein when used in the Standard Conditions of Hire and any Special Conditions of Hire. The following terms used in the Standard Conditions of Hire have the meanings set out below:
3.1 Agreement:		This agreement, the Standard Conditions of Hire and any Special Conditions of Hire.
3.2 Building:		The land and building of which the Premises form part including any Facilities.
3.3 Cautionary Deposit:[footnoteRef:2]	£ Nil    [2:  Such sum is paid by the Hirer to cover the cost of repair or replacement if any damage or breakages occur during or as a result of the Event. This sum of money is then refunded or retained under standard condition 1.3 at the Managing Trustees’ absolute discretion.] 

3.4 Deposit:	£ Nil  	
3.5 Facilities:	The following facilities in or upon the building that can be used by the Hirer during 	the Hire Period:

	Please tick if facilities available for use:

	Toilets
	ü

	Kitchen
	ü




3.6 Special Conditions of Hire:  If applicable, additional Hire conditions as stated in Schedule 2:

	1.
	No Alcohol

	2.
	No Raffles

	3.
	



3.7 Privacy Notice: the notice containing the privacy information required under data protection legislation about how the Managing Trustees use any personal information acquired or used in relation to the Hirer’s use of the Premises and the Event and is available online (www.tmcp.org.uk/about/data-protection/managing-trustees-privacy-notice), at the Building or via the Managing Trustees direct.

3.8 Safeguarding Policy: safeguarding policy of the Ledbury Methodist Church: Please see Schedule 1 clause 8 

3.9 Insurance:  Please see Schedule 1 clause 7.3

3.10  Licenses:  Please see Schedule 1 clause 9	

3.11 The Hirer agrees with the Managing Trustees, to be present (or to procure that its authorised representative is present in the case of an organisation) during the Hire Period to supervise the Event and to ensure full compliance with the terms of this Agreement.



SIGNED by: 	Caroline Warrey

Caroline Warrey (Managing Trustee) 

SIGNED by:  	Sandra Clements

Sandra Clements (Managing Trustee) 



Schedule 1
Standard Conditions of Hire

1. [bookmark: a730088][bookmark: _Toc386811264][bookmark: main]Payment of the deposit, cautionary deposit and hire fee
0. The Hirer shall pay to the Managing Trustees the Deposit on the date of the Agreement.
0. The Hirer shall pay to the Managing Trustees the balance of the Hire Fee, payable without any deduction, and the Cautionary Deposit, no later than the start of the Hire Period or such earlier date as may be stated in the Special Conditions of Hire (if any).
0. The Managing Trustees will refund the Cautionary Deposit within 14 days of the end of the Hire Period unless the Managing Trustees, acting in their absolute discretion, have reason to retain some or all of the Cautionary Deposit, such amount to be determined by the Managing Trustees, because of any damage or loss having been caused to the Premises or its contents or any complaints having been made to the Managing Trustees about noise or other disturbance during Hire Period or as a result of the Event.
[bookmark: a329992][bookmark: _Toc386811265]Repair, condition, damage and leaving the premises
The Hirer shall:
Leave the Premises clean, tidy and clear of rubbish at the end of the Hire Period;
Not cause or permit to be caused any damage to:
The Premises, Building or any neighbouring property; or
Any property of the owners or occupiers of the Premises, Building or any neighbouring property including but not limited to the fixtures and furniture on the Premises from time to time; and shall
Not obstruct any other areas of the Building, make them dirty or untidy or leave any rubbish on them.
Use of the premises
The Hirer shall not use the Premises other than for the purposes of the Event as listed on the Standard Booking Form.
The Hirer shall not allow betting or gambling in any form nor use the Premises for the supply, sale, or consumption of alcoholic beverages nor for any religious purposes nor for any other purposes contrary to the Standing Orders of the Methodist Conference.
The Hirer shall not do or permit to be done on the Premises anything to injure the reputation of the Premises or which is illegal or which may be or become a nuisance (whether actionable or not), annoyance, inconvenience or disturbance to the Managing Trustees or to any other tenants or occupiers of the Building or any owner or occupier of neighbouring property.
The Hirer shall not allow any animals (including birds) onto the Building (except guide dogs, hearing dogs or recognised assistance dogs) without the prior written approval of the Managing Trustees.
Alterations
The Hirer shall not make any alteration or addition whatsoever to the Premises.
The Hirer shall not display fix or attach to the Premises, Church Grounds or Church Notice Boards in any way (or elsewhere in the Building) any decoration, advertisement, flag, banner, placard, poster, sign, notice or other article without the prior written approval of the Managing Trustees.
Unless the Managing Trustees ask for it to be left in place, any article(s) approved by the Managing Trustees under condition 4.2 must be removed by the Hirer at the end of the Hire Period and any damage caused by such removal must be made good to the satisfaction of the Managing Trustees.
Compliance with rules and regulations
The Hirer shall not do anything that will or might constitute a breach of any planning permissions or other consents, licences, permissions, certificates, authorisations or approvals whether of a public or private nature affecting the Premises.
The Hirer shall comply with all laws and with any recommendations of the relevant suppliers relating to the supply of electricity, gas, water, sewage, telecommunications and data and other services and utilities to or from the Premises.
The Hirer shall observe any rules and regulations the Managing Trustees make and notify to the Hirer regarding the Hirer's use of the Premises and any Facilities or other parts of the Building pursuant to the Agreement.
Public safety  (Please also refer to Schedule 2:3-5)
The Hirer shall comply with all conditions and regulations made in respect of the Premises by any regulatory bodies including but not limited to the Fire Authority, Local Authority or the Licensing Authority.
The Hirer acknowledges that they have been notified of the following matters and those set out in Schedule 2 by the Managing Trustees or have received or have been shown appropriate notices or instructions on or in relation to:
The action to be taken in event of fire including the need to call the Fire Brigade and how to evacuate the Premises;
The location and use of fire equipment; and
The escape routes from the Premises and the need to keep them clear.
The Hirer shall:
Keep all means of exit from the Premises free from obstruction and immediately available for exit in the case of emergency;
Ensure that the Fire Brigade are called to any outbreak of fire, however minor;
Inform the Managing Trustees of any outbreak of fire, however minor, as soon as possible;
Observe all relevant food health and hygiene legislation and regulations in relation to the preparation and serving of any food;
Comply with the provisions of any relevant health and safety policies and ensure that those using the Premises are aware of such policies;
Ensure that any electrical appliances brought onto the Premises by the Hirer are safe, in good working order, and used in a safe manner in accordance with the Electricity at Work Regulations 1989;
Report all accidents involving injury to the public, to the Caretaker or Managing Trustees’ Agent as soon as possible and complete the appropriate accident book;
Not bring any highly flammable substances onto the Premises;
Not put up any decorations near light fittings or heaters; and shall
Not bring onto the Premises (or use) any heating appliances without the consent of the Managing Trustees.
Insurance and indemnity 
The Hirer shall not do anything that will or might invalidate in whole or in part any insurance effected by the Managing Trustees in respect of the Building. 
The Hirer shall indemnify the Managing Trustees and keep the Managing Trustees indemnified against all losses, claims, demands, actions, proceedings, damages, costs, expenses or other liability in any way arising from:
The use of the Premises by the Hirer;
Any breach of the Agreement; and/or
The cost of repairs to any damage done to any part of the Premises or Building.
Unless the Managing Trustees otherwise agree, the Hirer shall take out adequate insurance in respect of the liability of the Hirer under condition 7.2 and at the request of the Managing Trustees shall produce to the Managing Trustees evidence of such policy and of the payment of the premiums for it. 
Safeguarding 
The Hirer confirms that the Hirer has received a copy of the Safeguarding Policy, has an understanding of it, and undertakes to follow it or comparable equivalent guidelines and procedures (such as Scouting and Guiding national safeguarding policy) for the safeguarding of children, young people and vulnerable adults at the Building.
	A subset of information is contained here: 
The Methodist Church, along with the whole Christian community, believes each person has a value and dignity which comes directly from God’s creation in God’s own image and likeness. Christians see this as fulfilled by God’s re-creation of us in Christ. Among other things, this implies a duty to value all people as bearing the image of God and therefore to protect them from harm. 
Ledbury Methodist Church is committed to the safeguarding and protection of all children, young people and adults and affirms that the needs of children or of people when they are vulnerable and at risk are paramount. 
Ledbury Methodist Church recognises that it has a particular care for all who are vulnerable whether by disabilities or by reduction in capacities or by their situation. It is recognised that this increased vulnerability may be temporary or permanent and may be visible or invisible, but that it does not diminish our humanity and seeks to affirm the gifts and graces of all God’s people. 
This policy addresses the safeguarding of children, young people and vulnerable adults. It is intended to be a dynamic policy. It is intended to support the Church in being a safe supportive and caring community for children, young people, vulnerable adults, for survivors of abuse, for communities and for those affected by abuse. 
Ledbury Methodist Church fully agrees with the statement reiterated in Creating Safer Space 2007:	 
As the people of the Methodist Church we are concerned with the wholeness of each individual within God’s purpose for everyone. We seek to safeguard all members of the church community of all ages. 
Ledbury Methodist Church recognises the serious issue of the abuse of children and vulnerable adults and recognises that this may take the form of physical, emotional, sexual, financial, spiritual, discriminatory, domestic or institutional abuse or neglect, abuse using social media or human trafficking (slavery). It acknowledges the effects these may have on people and their development, including spiritual and religious development. It accepts its responsibility for ensuring that all people are safe in its care and that their dignity and right to be heard is maintained. It accepts its responsibility to support, listen to and work for healing with survivors, offenders, communities and those who care about them. It takes seriously the issues of promotion of welfare so that each of us can reach our full potential in God’s grace.
It is the responsibility of each Church Council to appoint a Church Safeguarding Officer and there should be no gaps in this crucial provision. Church Council appoints Janet Searle as church Safeguarding Officer (Adults) and as church Safeguarding Officer (Children) and supports her in her role, which is to: 
support and advise the minister and the stewards in fulfilling their roles 
provide a point of reference to advise on safeguarding issues 
liaise with circuit and district safeguarding officers 
promote safeguarding best practice within the local church with the support of circuit ministers 
ensure proper records are kept of all incidents/concerns according to Methodist policy and practice (see Safeguarding Records: Joint Practice Guidance for the Church of England and the Methodist Church - Updated Jan 2015) 
ensure that all safeguarding training which is required is undertaken by those in post and appropriate records kept and made available 
attend training and meetings organised to support the role 
oversee safeguarding throughout the whole life of the church (e.g. lettings, groups, property etc) 
report to the Church Council annually 
ensure the church completes a yearly audit/monitoring on safeguarding confirming that policies are in place for the church and all groups and lettings in the church and that these have been annually reviewed 
ensure the church completes a risk assessment on each area of activity in the church; that this is stored and reviewed at least annually, and that it is readily available on request
ensure that the church recruits safely for all posts 
ensure that the church has a safeguarding noticeboard with a copy of the current, signed safeguarding policy, contact numbers for local and national helplines and other suitable information. 
Licences
If any licences are required in respect of any activity to be carried out at the Premises in relation to the use of the Premises by the Hirer, the Hirer shall ensure that they hold the relevant licence unless a relevant licence is already held by the Managing Trustees.
No rights
The Hirer acknowledges that:
The Agreement confers permission to use the Premises only and creates no relationship of landlord and tenant between the Managing Trustees and the Hirer or any other rights of occupation;
The Managing Trustees retain control, possession and management of the Premises and the Hirer has no right to exclude the Managing Trustees from the Premises.
Cancellation
The Managing Trustees shall be entitled at any time on giving not less than 7 days' written notice to the Hirer to cancel the hiring of the Premises if the Managing Trustees reasonably believe that:
The hire would be in breach of the Constitutional Practice and Discipline of the Methodist Church and/or contrary to the doctrinal standards of the Methodist Church;
Any unlawful or inappropriate activities would take place on the Premises as a result of the hire; or
The Premises have become unfit for use by the Hirer.
In the event of cancellation by the Managing Trustees under condition 11.1, the Hirer shall be entitled to a refund of the Deposit and any Cautionary Deposit already paid. The Managing Trustees shall not be liable to the Hirer for any direct or indirect loss or damages whatsoever.
On occasion, such as when a funeral is being held at the Church, the Managing Trustees may need to cancel a booking at short notice.  If this occurs, as much notice as feasible will be given of the cancellation and the Hirer shall be entitled to a refund of the Deposit and any Cautionary Deposit already paid. The Managing Trustees shall not be liable to the Hirer for any direct or indirect loss or damages whatsoever.
If the Hirer wishes to cancel the booking before the start of the Hire Period the Hirer should give as much notice to the Managing Trustees as possible and in any event not less than 7 days’ notice. The Hirer shall have no right to a refund of the Deposit.
If the Hirer cancels the booking within 7 days of the date of the Event the full Hire Fee will be payable unless the Managing Trustees are able to conclude a replacement booking. The question of the payment or the repayment of the Hire Fee shall be at the absolute discretion of the Managing Trustees. 
End of hire
At the end of the Hire Period the Hirer shall ensure that:
The Premises are left in a clean and tidy condition;
The Premises and all windows are properly locked and secured;
All keys are left in such place or with such person as shall be specified by the Managing Trustees;
Any items moved from their usual position during the Period of Hire shall be repositioned in their original places to the reasonable satisfaction of the Managing Trustees;
The lights at the Premises, and the rest of the Building if appropriate, are turned off;
Any heating at the Premises is turned off unless otherwise directed by the Managing Trustees; and
All equipment goods and/or other property belonging to the Hirer is removed from the Premises and/or the Building.
If the provisions of condition 12.1 are not fulfilled, the Managing Trustees shall be at liberty to use the Cautionary Deposit to make good any default.
Any equipment goods and/or other property belonging to the Hirer and left at the Premises and/or Building at the end of the Hire Period is at the sole risk of the Hirer. If any such items are not removed within 7 days of the end of the Hire Period the Managing Trustees shall be at liberty to dispose of any such items and any costs of disposal will be borne by the Hirer. The Managing Trustees will not owe the Hirer any responsibility for the Hirer’s property, any damage to such property or the proceeds arising from any sale.
[bookmark: a291250]Limitation of managing trustees’ liability
Subject to clause 13.2, the Managing Trustees are not liable for:
The death of, or injury to the Hirer, its employees, customers or invitees to the Premises; or 
Damage to any property of the Hirer or that of the Hirer’s employees, customers or other invitees to the Premises; or
Any losses, claims, demands, actions, proceedings, damages, costs or expenses or other liability incurred due to the use of the Premises by the Hirer or the Hirer's employees, customers or other invitees. 
[bookmark: a853763]Nothing in clause 13.1 shall limit or exclude the Managing Trustees’ liability for:  
Death or personal injury or damage to property caused by negligence on the part of the Managing Trustees or their employees or agents; or
Any matter in respect of which it would be unlawful for the Managing Trustees to exclude or restrict liability. 
Data Protection
The Managing Trustees care about the Hirer’s privacy and the Hirer’s trust is important to the Church. The Privacy Notice available online (www.tmcp.org.uk/about/data-protection/managing-trustees-privacy-notice) and displayed at the Building explains how the Managing Trustees collect, use and protect the Hirer’s personal information. It also provides information about individuals' rights (paragraph 9 of the Privacy Notice) and who to contact if individuals have any questions about how Managing Trustees use their information (paragraph 1 of the Privacy Notice).  The Managing Trustees will provide the Hirer with a PDF or hardcopy of the Privacy Notice on request and will try to deal with any questions that the Hirer may have about the Privacy Notice including any accessibility issues
Third party rights
A person who is not a party to the Agreement shall not have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of the Agreement.
Governing law
The Agreement and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by and construed in accordance with the law of England and Wales.
Jurisdiction
Each party irrevocably agrees that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim arising out of or in connection with the Agreement or its subject matter or formation (including non-contractual disputes or claims).
Schedule 2
Special Conditions of Hire

1. Except by prior agreement with the Managing Trustees, the hire of the room/s does not automatically include the right to use the Church Kitchen and The Hirer shall avoid entry thereto and entry into any other room except toilets that is not included in the letting.
2. Except with the prior agreement the Managing Trustees’ Agent, no notice or advertisement shall be allowed on the Church Grounds or Buildings or Church Notice Boards.
3. The Hirer must ensure that they are aware of the relevant fire exits and the location of fire extinguishers.  A plan will be found on the notice board in the entrance hall. All access routes and exits shall be kept clear of obstructions.  The Hirer shall ensure that, except in an emergency, no interference is caused to fire extinguishers and other fire-fighting equipment.
4. It is the duty of the Hirer to ensure that there are sufficient competent adults present when using the premises and that they all make themselves aware of the Emergency Plan for use in case of an Emergency. A copy of the Emergency Plan is displayed in each room.
5. The Hirer must inform the Managing Trustees within 24 hours of any incidents, accidents or potential problems arising from their use of The Premises. An Accident Book and First Aid kit is available in the Kitchen.
6. The Hirer shall ensure that no nuisance from noise is caused to other users of The Premises or to any adjoining property owner.   The Hirer shall comply with any request made by the Minister, the Managing Trustees, or any official of the Church Council or its Property Committee to reduce noise levels.
7. No pins, nails, tacks, blutac or fasteners shall be driven into the floor, walls or ceiling or any other part of the room/s, furniture, fittings, curtains or equipment.  No notices, posters and the like displayed on the Premises shall be removed, damaged or defaced.
8. If use of the kitchen has been approved, the hirer shall check appliances (cooker, fridge, kettle, dishwasher, toaster etc) look to be in working order prior to use and reports any issues to the Managing Trustees immediately.
9. All rubbish and any other articles brought on to the Premises by the Hirer or for the purpose of the hiring shall be removed from The Premises at the end of the meeting or function. The room/s and tables (and the cooker, if use of the kitchen has been approved) shall be left clean and in the same order and condition as existed prior to their use by the Hirer. (Cleaning items can be found in the in the kitchen, vacuum cleaners in both storage cupboards upstairs and downstairs and a dustbin in the kitchen.)  Spare hand towels, loo rolls and hand soap are kept in the storage cupboard upstairs.  If items need replenishment in either toilet and the hirer is unable to do this they will report this to the Managing Trustees.
10. The heating is controlled by pre-set thermostats, although temporary adjustments can be made as required on the day of use. Please return any controls back to the state found in on arrival.
11. Please note that no alcohol or smoking is permitted on Church premises. 
12. Booking times must include your set up and clear up times. For the courtesy of other users, please do not arrive on the premises before your booked time, and please ensure you have left prior to your end time.
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