PARISH OF WARWICK; ST NICHOLAS’ CHURCH - CONDITIONS OF USE
1.  Use of the Church must not create any disturbance or inconvenience to the neighbourhood.

2.  Only those areas of the Church which have been confirmed for use on the booking form may be used for your event.

3.  The Church will not be regarded as having been booked until a completed booking form has been received and approved by the Parish Office. The completed booking form must be sent to the Parish Office not less than five weeks before the date when the Church is required. No booking form will be accepted for an event more than two years in advance. We will accept a provisional booking over the telephone, but this must be confirmed within seven days by a completed booking form in order to guarantee your booking. The Parish office reserves the right to refuse any application without stating reasons. No public announcement of a function to be held in the Church may be made until the booking has been confirmed.

4.  The Hirer must notify the Parish Office, in writing, of any cancellation of a booking, at least thirty days before the date booked. Any reimbursement will incur a 10% administration cost.  Any later and the deposit is non-refundable.  Two months’ notice is required to terminate arrangements for the regular hire of the Church.

5.  Hirers are not allowed to transfer the hiring to any other person or organisation.

6.  The Parish Office must be informed if it is your intention to bring to the Church any additional furniture or equipment.

7.  You are at liberty to move Church furniture, with the exception of the choirstalls and may we respectfully ask that if your booking is for a Friday or Saturday, you move any flower arrangements, only, if absolutely necessary, and take great care not to damage them. Should you need to move furniture you are required to return it to its original position, or to such positions as may be directed by the Church staff. In addition, if furniture has been moved on your behalf by Church staff, in order to enable your event to take place, your co-operation will be required to replace furniture to its original position. The reason for this is to ensure that the Church is made ready for religious worship as soon as possible after the end of your event.

8.  The Fire Officer has recommended that no more than 200 persons should be admitted to any public performance in the Church. It is the responsibility of organisations using the Church to comply with this recommendation.

9.  Before, during and after your event, until the Church is clear of people in attendance, organisations using the Church must provide stewards as follows:

a)  one steward to be positioned by the door leading from the Nave to the Foyer. The outer door from the Foyer must be unlocked for the duration of the event;

b)  one steward to be available at each of the two exit doors in the East wall of the Nave. The back door (North east corner) of the Church must remain unlocked for the duration of the event.

10.  Stewards must be able to direct and control persons attending your event, and be able to open doors quickly in an emergency. They must not undertake other duties such as selling tickets or programmes.

11.  Stewards must equip themselves with torches in case of power failure.

12.  No intoxicants shall be sold or consumed in the Church except at functions for which the Parish Office has granted a special dispensation.

13.  No form of gambling, whether bingo, raffles, lotteries or the like, shall take place in the Church for money prizes.

14.  Smoking is not permitted in the Church.

15.  If damage is caused to Church property in the course of a letting the Hirer shall be responsible for the cost of making good such damage. Following your event the Church must be left in a clean and satisfactory condition.

16.  The Hirer will indemnify the Parish for not less than £2 million against all claims from third parties involving injuries to persons and/or property, and also for loss or damage to the Church.

17.  If the Church is used for musical, dramatic, film or any other public entertainment, or if visual aids are used, the Hirer must ensure that:

a)  copyrights are not infringed

b)  the requirements of the Licensing Justices, where necessary, have been or will be met;

c)  no play, film or other performance shall be shown which is in any way offensive;

d)  the provisions of the Children’s Act (1991) with regard to performances by children have been, or will be, met;

e)  any licences necessary under the Theatres Act 1968 and the Cinematograph Acts 1909 and 1952 have been, or will be, obtained.

18.  It may be possible to place advertising boards for your event, outside the Church; please negotiate with the Parish Office.  

19.  Access to the Church, and the provision of keys where applicable, must be arranged with the Parish office. Arrangements may be made for the Hirer to open and close the Church; if this is done the Hirer is responsible for ensuring that the Church is secure when leaving, and that lights and electrical and other appliances are switched off.

20.   The Hirer must not leave the Church unattended when it is open.

21.  The Hirer is responsible for ensuring that Performance Rights Society requirements have been complied with for musical events and returned the completed form to the office.

22.  The Parish does not undertake to arrange the tuning of the piano or organ for your event. It may be possible to arrange tuning, but this will be at the Hirer’s expense.

23.  The Clergy, Wardens and Parochial Church Council will accept no liability for actions, claims, demands or liabilities arising out of the use of the Church.

24.  For bookings where children under the age of 18 will be present:

One‐off bookings

· The minimum recommended staffing levels for children’s groups are given below. More help may be required if children are being taken out or undertaking physical activities.

· 0 ‐2 years 1 adult for every 3 children.

· 2 ‐3 years 1 adult for every 4 children.

· 3 ‐8 years 1 adult for every 8 children.

· Over 8 years 1 adult for the first 8 children, then one adult to every additional 12 children.

· Each group should have at least two adults present and it is recommended that there should be at least one male and one female. Young people aged under 18 years may help with groups but should not have responsibility for children and should be supervised by an adult helper.

Regular bookings

· For groups registered with OFSTED, please provide your registration certificate.   If you have your own Safeguarding Children procedures they must be followed.

· Other groups must follow the recommendations in Safe from Harm; the Home Office Code of Practice for safeguarding the welfare of children in voluntary organisations (1993).   You are advised to adhere to the church’s safeguarding children procedures and recommended good practice.   As a minimum this requires:

· Signed declaration forms from all paid and voluntary workers.

· At least two workers for every group whatever the size, preferably keeping a gender balance.

· If a child or young person is alone with a worker for any reason, there must always be another adult nearby and the child must be informed where that person is.

· No person under 18 should be left in charge of a group.

· A register must be kept of children attending the group which includes name, address, date of birth and next of kin

Please see our Parish Safeguarding Children Policy on our church website www.stnicholaswarwick.org.uk.
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