
BOOKING FORM FOR HIRING SPACES
	Name of Organisation (the “Hirer”)


	Address of Organisation



	Telephone number

	Email address



	Name of Contact person



	Address and Contact details if different from above


	Main purpose of organisation



	Purpose and type of meeting/activity you plan to hold at Hinde Street Methodist Church


	Number of people attending


	Will the meeting/event be open to the public?

	Will children or vulnerable adults be attending?
If YES please provide a copy of your Safeguarding Policy. 
If NO then by signing this form you agree to use and abide by the Methodist Church Safeguarding Policy.


	Please sign below to confirm that you have read and agree to the Terms and Conditions appended to this form.
Signed                                                    Print Name                                                 Date


Hinde Street Venues – Room Hire Terms and Conditions
1. Eligibility. The Trustees of Hinde Street Methodist Church (charity number: 1134023) are responsible for room hire at Hinde Street Methodist Church, 19 Thayer Street, London W1U 2QJ (the “Premises”). Rooms at the Premises may be hired by religious or secular organisations which accept the general principles by which Hinde Street Methodist Church operates. These are based on a commitment to diversity, social and racial justice and an inclusive church.
2. Organisation registration. Hirers must complete the ‘Enquiry Form for Hiring Spaces’ in full with all relevant documentation requested attached. Organisations must not be involved in any activity that could cause offence to Hinde Street Methodist Church, The Methodist Church or either of their members or staff. The Trustees of Hinde Street Methodist Church (the “Trustees”) have final discretion over which organisations may use the Premises. The Premises may only be used for the purpose agreed with the Hirer at the time of the booking.
3. Application of these conditions. These Terms and Conditions apply to and form part of the booking between Hinde Street Methodist Church and the Hirer. They supersede any terms and conditions of purchase or supply previously issued by Hinde Street Methodist Church. These Terms and Conditions apply to the booking to the exclusion of any other terms that the Hirer seeks to impose or incorporate, or which are implied by trade, custom, practice or course of dealing.

4. Payment Terms. A 20% deposit is required to secure the booking and the remaining balance is due no later than 7 days before the hire commences or not later than before the commencement of the event if the booking is made 7 or fewer days before the commencement of the event. Failure to provide payment will result in cancellation of the booking.
5. Confirmation of booking. All bookings are provisional until confirmed by returning the signed booking form and paying the 20% deposit to Hinde Street Methodist Church.
6. Cancellations. Cancellations must be confirmed in writing or by email. Should you have to cancel any booking, a cancellation charge will be payable according to the following scale: 1-14 days' notice – 100% charge; 15- 27 days – 50% charge; and 28 days or more – loss of 20% deposit. Any catering orders organised by Hinde Street Methodist Church not cancelled by noon the previous working day must be paid for in full. Should Hinde Street Methodist Church have to cancel your booking then any prepayments will be returned at the discretion of the Trustees based upon the circumstances of the cancellation.
7. Amendments. Amendments to any booking details and costs must be confirmed in writing, or by email no later than five (5) working days to the office.
8. Religious organisations. Any Christian faith group is welcome to hire the Premises provided it respects the traditions and faith patterns of The Methodist Church. None of the religious symbols in the Premises may be moved or covered without the prior written permission of the Trustees. Faith groups which are not part of a mainstream Christian church (as listed by Westminster Churches Together at ctiw.london), must provide a statement of their aims and beliefs; and if some form of worship is planned, an order of service must be provided to the Trustees fourteen days before the event. The Trustees in their absolute discretion will decide whether the presence of the prospective Hirer and any of their activities on the Premises are acceptable before the booking is confirmed. Any pre-payments will be returned at the discretion of the Trustees.
9. Sufficient rooms, space and time. You must hire enough space for all your activities, including space for the serving of food and refreshments where applicable. You may use only the space you have hired. You must allow sufficient time for setting up and clearing the space within the official hire time. You must not exceed the stated capacities of the space hired.
10. Room changes. If numbers attending differ significantly from the space’s capacity, Hinde Street Methodist Church may substitute a different size space and charge accordingly. They also reserve the right to substitute a space of similar capacity if necessary due to maintenance work with five days’ notice to the Hirer.
11. Emergency closure. The Trustees cannot be held responsible for any losses to the Hirer consequent upon the forced closure of the Premises through circumstances beyond their control or any of its spaces which require urgent maintenance with no notice. If possible alternative spaces may be made available.
12. Food. If you arrange your own catering from an external caterer you must pay a catering cover charge per person to Hinde Street Methodist Church of £1.00 per head. Catering can also be arranged through Hinde Street Methodist Church. 
13. Noise. If your use of the Premises will involve music or other loud activities, you must state this when hiring, as it may affect the choice of space. If your sound affects other meetings, you will be asked to reduce the volume.
14. Disabled Access. There is a lift allowing access to the lower basement level and the church level. There is no disabled access to the first floor spaces.

15. Children and Vulnerable Adults. See booking form above. In accordance with such policies, unaccompanied children and vulnerable adults are not allowed in any part of the Premises.
16. Deliveries. Please inform us of any deliveries arriving before the hire commences, to discuss if we can provide storage space. The Trustees except no responsibility for such deliveries and they are sent entirely at the Hirer’s risk and the Trustees are not responsible for any loss of or damage to your property. Electrical equipment brought onto the Premises by the Hirer must comply with the most recent portable appliance testing standards.
17. Security. Hirers must report to Reception on arrival and at the end of the hire. The security of the room and its equipment remains the Hirer’s responsibility at all times during the period of its hire by the Hirer. If a room is vacated without Reception being notified immediately, and equipment you have hired from Hinde Street Methodist Church is stolen or damaged, the Hirer will be held responsible for its loss. Care must be taken of all your belongings and those of your attendees at all times. The Trustees are not responsible for any loss of or damage to your property.
18. Health and Safety. It is the responsibility of the Hirer that they ensure that all and any Health and Safety requirements for their event are in place and a copy of such are provided to the Trustees five (5) days before the booking commences. Failure to do so will result in cancellation of the booking. This includes safe set-up of equipment, the safety of all attendees, and first aid provision and security where applicable. Hirers must provide risk assessments to the Trustees as applicable before the booking can be accepted.

Please note the Church Emergency Evacuation Procedures, which are displayed in all rooms and which you agree to adhere to. All fire exits and fire equipment are to be kept accessible and clear of obstruction at all times. The Hirer is responsible for the safety and supervision of all persons connected to their booking whilst such persons are on the Premises. Any accident or injuries must be reported immediately to Reception.
19. Conduct. The Hirer is responsible for the conduct of their attendees, and ensuring they respect any regulations imposed by any public authority, and that nothing is done which may constitute a breach of the law. The Hirer hereby fully indemnifies Hinde Street Methodist Church against any claims, loss or damage arising as a result of a breach of these Terms and Conditions. Anti-social behaviour or violence will not be tolerated and will lead to exclusion from the Premises.
20. Insurance. The Hirer shall procure, where applicable, and maintain in full force and effect at its own cost, a comprehensive general liability or events specific insurance policy or policies with public liability, personal injury liability, contractual liability and complete operations liability insurance endorsements comprehensively protecting both Hinde Street Methodist Church, the Trustees, its Officers and Employees arising out of the Hirer’s performance of its obligations under this Agreement, and/or the Hirer’s negligence in respect of: 

a.  all risks arising by reason of the Hirer admitting any person(s), whether its employees, attendees or otherwise, into the Space; 
b.  all risks of loss, damage or injury to any third party or their property arising out of the Hirer’s presence in the Space; 
c.  any damage to any property of Hinde Street Methodist Church; and
d.  and any liability of the Hirer to Hinde Street Methodist Church under or in respect of this Agreement. 
Any policy taken out by the Hirer to comply with this paragraph shall be taken out with an insurer of good standing and shall name Hinde Street Methodist Church as an additional insured and include non-avoidance provisions so that no act or omission by the Hirer shall prejudice any right of Hinde Street Methodist Church to recover under such policy. Upon request, the Hirer shall provide evidence of such insurance. 
21. Smoking, drugs and Alcohol. Smoking (including e-vapes), recreational drugs and alcohol are forbidden in or on the Premises. The Premises may not be used for any unlawful or immoral purposes.
22. Gambling. Gambling in any form is not allowed on the Premises.
23. Bicycles. The Hirer is not permitted to bring any form of bicycle, e-bike, scooter or e-scooter onto the Premises.
24. Housekeeping. All rooms hired must be left as found, with all equipment intact and all the Hirer’s equipment and rubbish removed. Blutack etc. is not permitted to be used in the Premises. If the Premises or its equipment is damaged or left in a messy state, you will be charged with the cost of repairs or cleaning.

25. Lost Property. Any items forgotten or left behind which are not the property of Hinde Street Methodist Church will be retained for 30 days after which Hinde Street Venues reserves the right to dispose of them.
Any infringement of these Terms and Conditions will result in cancellation of said contract and the Trustees reserve the right to permanently exclude any Hirer from the Premises.
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