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The Ecclesiastical Parish of
St Aidan and St Columba, Hartlepool




Church Worship Buildings Letting Policy






Parochial Church Council
Parish of St Aidan and St Columba
Oxford Street
Hartlepool
TS25 1TB									November 2024



INTRODUCTION
This document outlines the Policy of the Parish of St Aidan and St Columba, Hartlepool with regard to the letting of Church premises. It sets out in detail the facilities available; how to book them; and the responsibilities that any potential user must accept. 
The premises includes 
St Aidan’s Church, Oxford Street, Hartlepool TS25 1TB – The Main body of the church (excluding the Chancel)
St Columba’s Church, St Columbas Court, Hartlepool TS25 4NY

POLICY 

GENERAL 
The Hirer must be a responsible adult over the age of 18.
The Churches of St Aidan and St Columba are important buildings, and a significant part of the history and the heritage of the parish. The Parochial Church Council (PCC) are responsible for maintaining it for use and enjoyment by future generations. 
The Parochial Church Council of St Aidan and St Columba (hereafter called the PCC) as part of its vision sees the use that it makes of its buildings and other facilities as a crucial part of its Mission to reach out to the local community. The PCC seeks to develop its buildings in ways that promote that objective and the projected needs of church and community 
Whilst wishing to be open and welcoming, the PCC represents Christian faith & church who seek to support the advancement of the Christian faith. Therefore, the PCC states that any religious activity or ceremony that takes place in the hall has to be within the Christian Faith. We consider that our buildings, and use of them, are part of the mission of the church in this parish and welcome use of the building by groups of all faiths and none where they do not conflict with our own Christian faith and belief. 
As a parish we have our own policies and procedures to ensure the safety and security of all who use the facilities. Groups which hire the hall should be able to show that they have similar policies and procedures and insurance in place. There must be if needed Disclosure and Barring Service checks for all leaders, safeguarding policies, Insurance policies and health and safety policies.

The PCC reserves the right to use the facilities for church related functions when reasonable notice is given. 



In considering any letting the PCC must ensure that its buildings will be respected by the Hirer and will not be misused in any way. Any decision will have due regard to the likelihood of any damage being caused to the premises, or neighbouring premises, and any nuisance that may arise, as a result of accepting the booking. A cleaning cost maybe charged if the building is left in an unsatisfactory condition.
The PCC reserves the right to accept or reject any booking. It may at its discretion require a suitable organisation or character reference to be provided before any booking is accepted.

CHURCH GROUNDS 
The church grounds are not hired out in their own right but only as a part of a Hall letting. Their use must always have due regard to the needs of other church and hall users. 

CHURCH ACTIVITIES 
The buildings are primarily for the use of church activities and church endorsed activities. Existing and future church-endorsed activities must have a direct link to the vision and purpose of the church and support the advancement of the Kingdom of God. Inevitably there will be occasions where church and church endorsed activities are planned which clash with proposed and existing external bookings. Sensitivity is required by all parties in handling these issues. Where a church endorsed activity is planned then this should be given priority when considering any external booking. Sensitivity is required where a church activity temporarily curtails a non-church booking or where a new church led initiative means drawing a longstanding external booking to a close. Where there is a straight church versus non-church new booking, it is expected that the church requirement will take priority. 

CHILDREN 
The Parish of St Aidan and St Columba has a Safeguarding Policy. Under this policy the PCC is committed to the implementation of the Diocese of Durham Safeguarding Policy and Procedures, and the relevant statutory legislation and guidance for the welfare of children, young people and adults. An up-to-date copy of this Policy is always available for consultation and reference via the Church Office. 
All church activities involving children and young people must, without exception, comply with the Parish Safeguarding Policy. If church buildings are let to outside organisations, then it is normally a requirement of the Standard Conditions of Hire that they also comply with this Policy in its entirety. 
It is recognised that certain organisations have their own safeguarding policies. These are acceptable to the PCC in place of the Parish Safeguarding Policy where their conditions are either equal to or exceed the latter. 
In the case of occasional, ad hoc or “One Off” bookings where parents or legal guardians will be present a Safe guarding Policy is not appropriate. However, the Hirer must “ensure that children are protected at all times by taking reasonable steps to prevent the occurrence of any injury, loss, damage or harm”. This will include the recommended minimum adult/child ratio.

Booking Procedure

A Premises Booking Form, which is available from the Parish Office, must be completed and signed in respect of every booking of the premises. The person signing the Premises Booking Form shall be known as “the Hirer” and shall accept full responsibility for the due observance in all respects of the Terms and Conditions as set out in this Policy document. 
See Appendix 1 for Booking form


Letting Restrictions 

We will not accept bookings for activities which conflict with the Christian gospel and the Church’s Vision Statement; which will prevent our regular activities from functioning in full or which promote any political party or opinion. 

The Church reserves the right to refuse requests for hire by groups or for activities which, in the opinion of the Church, are either contrary to the purposes and beliefs of the Church of England, or where the Church considers that such use or activities may cause offence, on grounds of their religion or belief, to a significant number of Christians. 

No acts of worship, other than Christian worship, are permitted on the premises. If the Hirer wishes to use the building for acts of worship a Statement of Beliefs must be seen.  We are an Inclusive Church.  Please see Appendix 2.  You must be able to support the aims shown in Appendix 2 and be able to sign up to the same statement shown. 

Lettings will not interfere unduly with Church life. They will not normally be accepted if the premises are already booked for a Church event. 

We will not normally hire out the premises for any parties which will involve large groups of teenagers or young adults between the ages of 14 – 21. 

Out of respect to other users and our neighbours surrounding the premises, we expect all users 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 neighbours, e.g. where a live band is involved. 

All events are to finish by 10.30pm, (unless agreed otherwise with the churchwardens) with the premises to be empty by 11.00pm 

The premises will be available to the Hirer 30 minutes before the beginning of the booking time, and must be vacated 30 minutes after the end of the booking. 

The benefit of a booking may not be assigned or transferred, in whole or in part, to any other person or party. 


Charges 

The schedule of charges will be reviewed on an annual basis. 

If the Hirer wishes to cancel the booking, the PCC may, at its absolute discretion, refund any fees paid, but shall be under no obligation to do so. 

The PCC reserves the right to cancel the booking if exceptional unforeseen circumstances arise. In the event of the PCC cancelling the booking, all fees/deposits paid by the Hirer shall be refunded. 


Access and Security 

All lettings 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. 

The premises must not be left unattended during the period of the booking.

If a key is provided, then this must be safeguarded at all times and returned to the Parish Administrator in the Parish Office at the end of the letting period or as soon as is reasonably possible. 

The keys shall not be copied nor given or lent to any third party. 

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

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


Health and Safety  

Whilst the PCC 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 hire, including the presence of a suitably qualified First Aider if necessary. 

Each hirer should have their own first aid kit, but the first aid box is located in the building as follows: 
On the windowsill in the kitchen. 

Any accident involving personal injury must be reported to the Parish Administrator and be recorded in the Accident Book located in the kitchen. 

All entrances and exits must be kept clear at all times and the number of people attending must be declared at the time of booking to ensure that this does not exceed the maximum number allowed. Maximum of 80 people.

The Hirer will be responsible for ensuring that Security, Fire and Health and Safety requirements are met. All Hirers are expected to familiarise themselves with the fire procedure and evacuation routes on display. 

Any spillages must be cleared up immediately to avoid slipping and a wet floor sign displayed. 

We ask that the heating timer and thermostat in the hall is not touched. 

Suitable, proprietary step ladders are available for working at height. Hirers are responsible for using them in a safe and appropriate manner. 

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. 

A defibrillator for St Columba’s is located outside the Catholic Club in Marlowe Road, a four-minute walk.  A defibrillator for St Aidan’s is located outside Tones garage on Stockton Road. 

Any portable electrical appliance or device brought in from elsewhere and used on the premises must have an up-to-date safety certificate which must be made available for inspection upon request. 

The Hirer is not permitted to bring in supplementary heating appliances.  
STANDARD TERMS AND CONDITIONS OF HIRE 

1. SUPERVISION 
The Hirer will, during the period of the hiring be responsible for supervision of the premises, the fabric and the contents; their care, safety from damage however slight; or change of any sort and the behaviour of all persons using the premises whatever their capacity; including proper supervision of car parking arrangements so as to avoid obstruction of the highway and access to the premises. 


2. USE OF PREMISES 
The Hirer shall not use the premises for any purpose other than that described in the hiring agreement and shall not sub-hire or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or bring onto the premises anything which may endanger the same or render invalid any insurance policies in respect thereof. 


3. SMOKING/ VAPING
A strict No Smoking Policy (including e-cigarettes) applies to all rooms (including toilets) in the premises and to the entrance and immediate area outside the building. 


4. LICENCES 
The Hirer shall be responsible for obtaining such licences as may be needed. The sale of alcohol is not permitted on the premises. 


5. GAMING BETTING AND LOTTERIES 
The Hirer shall ensure that nothing is done on or in relation to the premises in contravention of the law relating to gaming, betting and lotteries. 


6. PUBLIC SAFETY COMPLIANCE 
The Hirer shall comply with all conditions and regulations made in respect of the premises by the Fire Authority, Local Authority, the local Magistrate’s Court, Health and Safety Executive or otherwise, particularly in connection with any event which includes public dancing or music or similar public entertainment or stage plays. 

7. HEALTH AND HYGIENE 
The Hirer shall, if preparing, serving or selling food observe all relevant food health and hygiene legislation and regulations. All rubbish must be taken from the premises by the Hirer and must not be deposited in the outside refuse bins. No food or drink is to be deposited on the ground outside the premises or in the car park. 


8. ELECTRICAL APPLIANCE SAFETY 
The Hirer shall ensure that any electrical appliance brought by him/her on to the premises and used there shall be safe and in good working order and used in a safe manner. Where a residual circuit breaker is provided under terms of the PEL or CPL the Hirer must make use of it in the interests of public safety. The Hirer shall also ensure that any such appliances brought onto the premises by another party for use at the event shall comply with the foregoing. 


9. INDEMNITY 
The Hirer shall indemnify the Parochial Church Council for the cost of repair of any damage done to any part of the property including the curtilage thereof or the contents of the buildings which may occur during the period of the hiring as a result of the hiring. The Hirer shall be responsible for making arrangements to insure against any third party claims which may lie against him or her (or the organisation if acting as a representative) whilst using the premises. 


10. ACCIDENTS AND DANGEROUS OCCURRENCES 
The Hirer must report all accidents involving injury to the public as outlined in the Church’s Health & Safety Policy. In the first instance, the Health and Safety officer, as appropriate should be informed. Any failure of equipment belonging to the Hall or Church Building must also be reported as soon as possible.


11. ANIMALS
The Hirer shall ensure that no animals (including birds) except guide dogs are brought into the premises other than for a special event agreed to by the Vicar or Warden and no animals whatsoever are to enter the kitchen at any time. 


12. PROPERTY
The PCC reserves the right to dispose of any property left behind without prior agreement, after the period of authorised use. 


13. SAFEGUARDING CHILDREN 
The Hirer shall ensure that any activities involving children comply with the provisions of the Children Act of 1989 and 2004. The Hirer is required under this legislation to ensure that children are protected at all times by taking all reasonable steps to prevent the occurrence of any injury, loss, damage or harm. 
This includes ensuring that at all times only fit and proper persons have access to the children. All Hirers who are Regular Users are required to have in place an approved Child Safeguarding Policy on commencement of each period of Hire 
a) For Organisations with No Safeguarding Policy of their own The PCC has a Parish Safeguarding Policy (see Appendix 3) and forms an integral part of this Agreement and to follow current national practice guidelines which is in the Parish safeguarding handbook. Acceptance of the booking is conditional upon the Hirer agreeing to work within the terms and conditions of this policy. 
b) Organisations need to declare if they have their own Safeguarding Policy. 

In the event that there are any concerns or allegations arising about children in the course of the Hirer’s activities the PCC’s Children’s Safeguarding Representative shall be contacted via the Church Office. All Hirers who are Occasional or “One Off” Users (e.g. Children’s Parties) are not required to have a Safeguarding Policy but must comply with the general requirements stated in the first part of this clause. 


14. SALE OF GOODS 
The Hirer shall, if selling goods on the premises, comply with the Fair Trading Laws and any code of practice used in connection with such sales and the PCC reserves the right to refuse permission for any sales of goods to take place during any hiring of the premises. 


15. END OF HIRE 
The Hirer shall be responsible for leaving the premises and surrounding area in a clean and tidy condition, properly locked and secured unless directed otherwise and any contents temporarily removed from their usual positions shall be properly replaced. Hirer shall remove from the premises all equipment and other materials brought into the Hall/Church by the Hirer or whomsoever for use during the booking. 

16. RUBBISH
The hirer shall likewise remove from the premises all refuse arising from the booking. The PCC shall be at liberty to make an additional charge if this is not done. 

17. NOISE 
the Hirer shall ensure that the minimum of noise is made on arrival and departure of those attending the event. Furthermore, the Hirer shall ensure that noise levels on the premises and in the curtilage of the premises shall not cause a nuisance to neighbouring properties. 

18. EMERGENCY. In the event of an emergency, there is a contact list on the notice board in the entrance of the building.




19 CAR PARK
The car park is limited to 8 places including 1 designated disabled space and parking is strictly at the owner’s risk. The PCC can accept no liability whatsoever for cars parked in its car park. Additional parking is available on the surrounding roads. 

20. KITCHEN. 
The Kitchen is part of the letting, it is the responsibility of the hirer to ensure that the items are left in good condition at the end of the let. 

21. CHURCH BUILDING FLOOR. Floors are regularly cleaned. Please take care when moving furniture across it. 


































APPENDIX 1

St Aidan and St Columba

Hiring Agreement

To: _____________________________________________________________________ 

Address: _________________________________________________________________ 

Telephone or Mobile telephone No: ________________ 

E-mail address: ______________________ 

Date(s): ________________________ Time: _______________________ 

Purpose: ____________________________________________________________ 

St Columba          St Aidan       St Aidan’s Vestry   
Rate: __________________________ 

Will there be professional entertainment e.g. a bouncy castle or clown* Yes/No (please delete) 
Additional Information: _______________________________________________________ 


Safeguarding Policy (See Clause of attached Conditions of Hire)
Parish Safeguarding Policy      Hirers Safeguarding Policy 

Public Liability Insurance 
One time bookings        Professional Service Providers   

Risk Assessment  

The Parochial Church Council (PCC) of St Aidan and St Columba welcomes the use of its Church Buildings and grounds by and for the benefit of the local community. 

However, the PCC requires the Hirer whether it is an organisation or an individual to comply with certain rules and regulations. These are summarised in the attached Standard Conditions of Hire. 

If the Hirer has any doubts as to the meaning of any of these conditions the Parish Administrator should be contacted immediately. 
Professional entertainment (eg inflatable games/castles, clowns, magicians etc) will require public liability insurance. 

Professional service providers and other group bookings hiring our churches (eg dance schools, music teachers, tuition, fitness classes etc) will be required to produce copies of their Risk Assessment, public liability insurance, safeguarding policy and any other documents required by their professional body. 

For the purposes of these conditions, the term Hirer shall mean an individual Hirer or, where the Hirer is an organisation, their authorised representative. 

I, the Hirer, agree to abide by the PCC’s attached Standard Conditions of Hire


General Data Protection Regulations – for one-time bookings
All details are held in compliance with General Data Protection Regulations and your details will be kept for 12 months then destroyed


Signed _________________________ 

Organisation ___________________________________ 

Signed on behalf of the PCC_______________________ 

Date ______________________ 




















APPENDIX  2



The Inclusive Church Statement

“We believe in inclusive church – a church which celebrates and affirms every person and does not discriminate.

We will continue to challenge the church where it continues to discriminate against people on grounds of disability, economic power, ethnicity, gender, gender identity, learning disability, mental health, neurodiversity, or sexuality.

We believe in a Church which welcomes and serves all people in the name of Jesus Christ; which is scripturally faithful; which seeks to proclaim the Gospel afresh for each generation; and which, in the power of the Holy Spirit, allows all people to grasp how wide and long and high and deep is the love of Jesus Christ.”



Signed _______________________


Date_______________________
















APPENDIX 3


The parish of St Aidan and St Columba, Hartlepool

SAFEGUARDING POLICY
PROMOTING A SAFER CHURCH

The following policy was agreed by the Parochial Church Council 
In accordance with the Church of England Safeguarding Policy our church is committed to: 
· Promoting a safer environment and culture.
· Safely recruiting and supporting all those with any responsibility related to children, young people and vulnerable adults within the church.
· Responding promptly to every safeguarding concern or allegation, which should be brought to the attention of the incumbent and/or the safeguarding officer in an equally timely manner.
· Caring pastorally for victims/survivors of abuse and other affected persons.
· Caring pastorally for those who are the subject of concerns or allegations of abuse and other affected persons.
· Responding to those that may pose a present risk to others.

The Parish will:  
· Create a safe and caring place for all.
· Have a named Parish Safeguarding Officer (PSO) to work with the incumbent and the PCC to implement policy and procedures.
· Safely recruit, train and support all those with any responsibility for children, young people and adults to have the confidence and skills to recognise and respond to abuse.
· Ensure that there is appropriate insurance cover for all activities involving children and adults undertaken in the name of the parish.
· Display in church premises who to contact if there are safeguarding concerns or support needs.
· Listen to and take seriously all those who disclose abuse.
· Take steps to protect children and adults when a safeguarding concern of any kind arises, following House of Bishops guidance, including notifying the Diocesan Safeguarding Adviser and statutory agencies immediately.
· Offer support to victims/survivors of abuse regardless of the type of abuse, when or where it occurred.
· Care for and monitor any member of the church community who may pose a risk to children and adults whilst maintaining appropriate confidentiality and the safety of all parties. 
· Ensure that health and safety policy, procedures and risk assessments are in place and that these are reviewed annually.
· Review the implementation of the Safeguarding Policy, Procedures and Practices at least annually.

Each person within this church community will agree to abide by this policy and the guidelines established by this church.
				
Parish Safeguarding Officer – Kathrine Batty    07836796374
		
Helen Rochester 				Jane Spears
Churchwarden				Churchwarden 				






May 2024									 
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