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1.  Introduction

1.1 The following document sets out the Lettings Policy in relation to the letting of the church premises of West Hendon Baptist Church. For the purposes of clarity, references to the Hirer’s responsibilities are marked in bold.

2. Letting Restrictions

2.1 The WHBC reserves the right to refuse lettings for activities which are in conflict with our beliefs and values. No acts of worship other than Christian worship are permitted on the premises.

2.2 Out of respect to other users and our neighbours surrounding the premises, all Hirers and users are to conduct themselves in a reasonable and courteous manner whilst on the premises, and when leaving the premises. Lettings will not normally be taken for events likely to create noise or other nuisance to WHBC’s   neighbours.

3. Charges

3.1 Charges, reviewed annually, will be agreed with the Church Administrator in advance of any letting. On the first monthly payment, a separate refundable deposit of 30% will also be required; along with the actual fee this will be returned if all conditions              of this Letting Policy are met but may be retained, in part of in full, if that is not the case.

4. Access and Security

4.1 The Hirer is responsible for all setting up and putting away of any equipment used.

4.2 Any letting of the premises will require a responsible person to be present at the beginning and end of the letting period on each occasion that a letting is to take place to check that the facilities are in order.

4.3 If a key is provided, then this must be safeguarded by the Hirer at all times and returned to the Church Administrator at the end of the letting period or as soon as is reasonably practicable. Keys shall not be copied nor given or lent to any third party.

4.4 It is the Hirer’s responsibility to ensure that all fire doors and windows are closed, all doors locked and all lights and heating are switched off at the end of the letting period.

4.5 The right is reserved for a representative of the WHBC or their appointed officer to enter any part of the        building at any time.

5. Health and Safety

5.1 Whilst WHBC will take steps to ensure the premises are safe to use, it is the responsibility of the Hirer to ensure the safe conduct of their activity during the period of letting, including the presence of a suitably qualified First Aider if necessary. First Aid boxes are next to the fridge in the kitchen and in the church office.

Any accident or near miss must be recorded in the Accident Book and reported to the Church Administrator.

5.2 All entrances and exits must be kept clear at all times. The Hirer will be responsible for ensuring that Security, Fire and Health and Safety requirements are met.

5.3 There are no public telephones in the premises, therefore the Hirer must ensure that he/she has access to a mobile telephone in case of emergencies.

6. General

6.1 A strict no smoking policy applies in all parts of the premises.

6.2 Alcohol cannot be sold in the building. The Hirer is not permitted to apply for Occasional Licences for the sale of intoxicating liquor in the building.

6.3 Except for guide dogs or other assistance dogs, animals are only permitted inside the building with the permission of a member of WHBC’s staff.

7. Car Park

7.1 The use of the church car park is available to Hirers on a first-come-first-served basis.

7.2 The WHBC accepts no liability whatsoever for cars parked in the church car park.

8. Responsibilities

8.1 The WHBC will be responsible for providing facilities as agreed in good working order throughout the       letting period.

8.2 The Hirer will be responsible for ensuring that all users are aware of the procedures for safe and correct use of equipment and facilities, and shall report any deficiencies on the occasion of each use.

8.3 The Hirer shall ensure that there is a responsible adult or adults present and able to supervise at all times during the letting. During the period of letting, the Hirer is responsible for the orderly behaviour of guests/members on the premises.

8.4 The Hirer must leave the premises in a clean and tidy condition. Losses, breakages and damage must be reported, and paid for in full. Hirers may re-arrange tables and chairs in the premises, but must restore them to their original places immediately at the end of the letting.

8.5 The Hirer agrees to indemnify the WHBC against all claims, demands, actions, proceedings, damages, costs  and expenses arising out of non-observance of the Terms of this Policy document.

9. Kitchen Use/ Refreshments

9.1 Kitchens may be used for the preparation of tea/coffee and other refreshments. It is the responsibility of the Hirer to provide the refreshment supplies. It is the responsibility of the Hirer to ensure that any persons using the kitchens are aware of the requirements of the relevant Food Hygiene Regulations and Food Safety Act Codes of Practice. Particular attention should be paid to the cleanliness of the kitchen, kitchen utensils and crockery at the end of the letting. Any breakages must be reported immediately in writing and will be subject to an additional charge.

10. Insurance

10.1 It is the responsibility of the Hirer to effect whatever insurance he/she requires to cover his/her liabilities. Insurance effected by the  West Hendon Baptist Church does not extend to a Hirer’s liabilities. West Hendon Baptist Church accepts no liability for accidents, injuries, damage and/or loss of personal property as a consequence of using the  premises.

11. Legal Requirements

11.1 The Hirer must comply with any legal requirement concerning music, singing and dancing licences, theatre licences and copyright. The Hirer shall be fully responsible for obtaining any such licences or any other permission required, always providing that no such application shall be made without the approval of the West Hendon Baptist Church.

11.2 a	Hirers must have in mind the provisions of the Children Act at any event involving children. Events for persons under 18 years of age must at all times be properly supervised by an adequate number of responsible adults, in accordance with the Children’s Act.

The minimum staffing level for groups should be as follows:

0 -2 years
2 - 3 years
4 - 8 years
9 - 12 years
13-18 years
1 adult to 3 children
1 adult to 4 children
1 adult to 6 children
1 adult to 8 children
1 adult to 10 children
1:3
1:4
1:6
1:8
1:10








11.2 b	In particular, Hirers and organisations’ that are covered by "Working Together to Safeguard Children Legislation" must:

a. Provide the church with a copy of their organisation’s safeguarding policy.
b. Ensure they recruit staff and volunteers safely in accordance with best practice and obtain DBS checks where appropriate.
c. Provide the church with details of their public liability insurance.
d. Inform the Safeguarding Officer as soon as possible (within 24 hours) of any safeguarding concerns arising from their activities.

11.3 Any Hirer whose organisation works with vulnerable adults needs a conversation with the WHBC’s  Safeguarding Officer.

11.4 The Hirer shall not use the premises for any other purpose than that specified in the Premises Hiring Agreement, and is specifically forbidden to use, or allow the use of the premises or its surrounding grounds for any illegal or immoral purpose.

12. Compliance

12.1 Failure by the Hirer to comply with any or all of the terms of this Policy document where applicable, whether intentionally or not, may be deemed by West Hendon Baptist Church to be just cause for immediate cancellation of    any letting or series of lettings.

13. Administration

13.1 Bookings of the premises will be administered by the Church Administrator. This includes accepting or declining bookings in consultation with the Diaconate of the West Hendon Baptist Church if necessary. The Incumbent will act as final arbiter if required.

13.2 A named individual must be nominated by the Hirer to be responsible for all aspects of each letting.
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