IMPORTANT NOTE:  This document is intended for use with organisations holding weekly or monthly events on church premises, or one-off events.  More frequent use by an organisation, e.g. three or more days of use per week, may point to the need for a formal lease.   Spaces should be filled with the details indicated.   Provisions not applicable to the circumstances should be deleted.   
………..………………………… UNITED REFORMED CHURCH

  HIRING AGREEMENT 
Hiring Agreement for …………………………………………………........................................................................ Church Hall/Centre (“the Premises”)

THIS AGREEMENT is made on ………….......... day of ………………………………………........ 20...............

BETWEEN …………………………………………………UNITED REFORMED CHURCH “the Church”)

and the person(s) or body named below (“the Hirer”) in consideration of the sum(s) mentioned in paragraph 4 below:-

A. The Church agree to permit the Hirer to use the room(s) or part(s) of the room(s) designated in paragraph 3 for the purpose(s) and period(s) and at the hiring fee specified below:-

1. Purpose of Hiring..............................................................................................................................................................

...........................................................................................................................................................................
2. Period of Hiring


Date(s)……………………………………………………………………………................................................... 
Hours from

……………………………………………to…………............................................................... including time for setting up and clearing away.
3. Description of rooms and facilities to be hired at the Premises:

…………………………………………………………………………………………............................................................................................(“the Room(s)”).  The Hirer and persons attending the Hirer’s event may use such corridors as are necessary for access to the Room(s) together with the kitchen and toilets, all of which may from time to time also be in use by other people on the Premises (delete if not applicable).  No other rooms or facilities may be used without prior permission, and an additional fee may be payable.

4. Hiring Fee


£………………………………

Less deposit received
£……………………………….

Balance


£………………………………

payable on or before ………………………………………...                

5. Authorised representative of the Church:…………………………………………………………………………….
Address…………………………………………………………………………………………………………………...
Email.…………………………………………....................Tel No........................................................................
6. The Church Safeguarding Coordinator is: ………………………………………………………………………

 Email…….…………………………………………............Tel No.......................................................................
B. THE HIRER agrees to observe and perform the conditions and stipulations contained or referred to in this Agreement for the time being in force and such rules (if any) governing the use of the Premises (“the Additional Rules”) and as the Church may for the time being impose and of which the Hirer has been notified.

Hirer……………………………………………………………………………………………………………………….
Organisation (if applicable)…………………………………………………………………................................................................
Address…………………………………………………………………………………………………………………...

Email…….…………………………………………....................Tel No.................................................................
STANDARD CONDITIONS OF HIRE
 PAYMENT 

1. The Hirer is responsible for payment of the agreed Hiring Fee. The Hiring Fee is inclusive of charges for heating, lighting and water.  The Church reserves the right to make a surcharge on agreed rates if utility bills are increased by more than inflation during the period of hire.

2. [* The Hiring Fee is subject to [annual review] [six-monthly review] if the agreement continues for more than [a year] [six months]. Payment is due in advance and is to be made monthly, normally by the first working day of the month, for all events to be held during that month unless other arrangements are agreed.  The Church reserves the right to charge interest at the rate of 5% on late payments from the due date to the date of payment.]


(* delete or amend as appropriate)


[* Payment of the Hiring Fee is due at the time of booking and the Church reserves the right to 
charge interest at the rate of 5% on late payments from the due date to the date of payment.]


(* delete or amend as appropriate)

3. Failure to pay the Hiring Fees in accordance with these conditions may result in immediate termination of this Agreement and access to the Room(s) and Premises being denied.

USE OF THE ROOM(S) AND PREMISES 
4. The Hirer acknowledges that no tenancy is intended to be created between the Church and the Hirer and no relationship of landlord and tenant exists between them.
5. The Hirer may be provided with such key or keys as are necessary for access to the Room(s) and, where relevant, the Premises.  These are to be held by the Hirer or by a nominated person or deputy if the Hirer is an organisation.  Any loss of a key or keys must be reported immediately to the Church. The Hirer must not have additional keys cut but an additional key or set of keys may be provided by the Church if it considers it appropriate in the circumstances. All key(s) must be returned when the Hirer is no longer using accommodation at the Premises.
6. All equipment and other articles belonging to the Hirer are to be removed from the Room(s) and the Premises at the end of each period or hire. With the prior agreement of the Church, the Hirer may store a previously agreed amount of equipment at the Hirer’s own risk in such storage area or cupboard as is arranged from time to time. The Hirer must ensure that clear access is maintained at all times to, from and within any storage area and that no equipment is stored on top of any cupboard, or in any way which may obstruct entrances and exits, or be a hazard to other users of the Premises. 
7. Any storage space may be shared with the Church or other Hirers, and the Church accepts no liability for any loss of or damage to any property of the Hirer stored in the storage space or on the Premises.  Excess equipment/articles must be removed from the Premises, and removal of some or all of equipment/articles may be required by the Church if the storage space is needed for Church use.  All equipment/articles belonging to the Hirer must be removed from the Premises immediately the Hirer ceases to use the Premises. 
8. The Hirer is responsible for leaving the Room(s) and the Premises in general, including the corridors, kitchen and toilets, in a clean and tidy state and condition after each period of use.   Tables and chairs must be stacked safely in their designated storage areas. Under no circumstances should any furniture or other items be left in corridors or exit ways. The Hirer must ensure that on leaving the Room(s) and the Premises (where applicable) all heaters, lights and taps are turned off, windows closed and the outer doors closed and, if a key holder, securely locked.
9. All waste food from the Hirer’s event must be removed from the Premises by the Hirer. Other rubbish must be securely bagged (having been sorted in accordance with any requirement of the local authority) and rubbish bags placed in appropriate refuse bins. 
10. No nails, bolts, screws, tacks, pins or other like objects may be driven into any part of the Premises.  Notices or posters may only be put on the notice boards, not on walls or doors.

11. With the prior agreement of the Church, the Hirer and persons attending the Hirer’s event may use the Church car park (if any) during the period of hire in common with any other person(s) authorised to be on the Premises, but the Church gives no assurance that any or sufficient parking space will be available. The Church reserves the right to close the car park (if any) when needed for its own purposes or in an emergency.  The Church accepts no liability for any loss of or damage to any vehicle of the Hirer or any other user of the Church car park (if any). 
12. The Hirer shall be responsible for obtaining any local authority or other licences necessary in connection with the booking, other than those (if any) already held by the Church.
13. The Hirer shall be responsible for the observance of all regulations affecting the Premises imposed by the Licensing Justices, the Fire Authority, the local authority and/or other organisations. 
14. The Hirer shall not sub-let the Room(s) or use the Room(s) for any unlawful purpose or in any unlawful way or do anything or bring onto the Room(s)/Premises anything which may endanger the Premises, their users, or any insurance policies relating thereto. 
15. The Hirer shall, if selling goods on the Premises (subject to the consent of the Church), comply with all relevant fair trading laws and any local code of practice issued in connection with such sales.  Organisers of jumble sales are reminded that it is a criminal offence to sell goods that are not suitable for the use intended.  No electrical or other potentially dangerous articles may be sold on the Premises.
16. Prior consent must be obtained if alcohol is to be consumed on the Premises and, if such consent is given, it is the responsibility of the Hirer to ensure that all licensing laws and requirements are observed. 
17. The Hirer shall during the period of hiring be responsible for supervision and security of the Room(s) and the Premises, protection of the fabric and contents from damage, and the behaviour of all persons using the Room(s) and Premises, including proper supervision of car parking arrangements (if any), so as to avoid obstruction of the highway. 
18. The Hirer shall ensure that the Additional Rules (if any) governing the use of the Room(s) and the Premises are complied with. 
SAFETY

19. The Hirer must conduct their own risk assessment and is responsible for making sure the Room(s) and Premises are fit for the purpose for which they are being used. They must appoint a ‘Competent Person’ who will make themselves aware of the fire procedure and supervise any evacuation.
20. Fire and other safety equipment must not be removed from the position in which it is normally kept, or used for any purpose other than that for which it is provided. Any such misuse of fire and other safety equipment must be reported so that it can be replaced. 
21. Fire Exits and escape routes must not be obstructed at any time.  Under no circumstances must fire extinguishers be used as door stops. Wedges are available upon request and are to be used only whilst moving equipment in or out of the Premises. At all other times, the fire doors must be kept closed. Please read fire notices and follow instructions if the alarm bell sounds and escort all your users to the safety zones marked on the plans. In the event of an emergency, the Hirer is responsible for the safety of their own personnel and, if necessary, must make suitable plans for the evacuation of persons with additional needs. This must include an emergency evacuation plan for wheelchair users or those persons with reduced mobility. 
22. The provision of adequate first aid facilities, including trained personnel is the responsibility of the Hirer. An emergency first aid kit is available in the…………………….. for users of the Premises. Hirers should note that there are no telephones for use by the public and should, therefore, ensure they have a mobile phone with them in case of emergency. 
23. The Hirer is responsible for ensuring that any equipment brought to the Premises in connection with the Hirer’s event or otherwise will be suitable and safe for use on the Premises and will be used in a safe manner without damage to the Premises and Church property.  All such equipment must be removed at the end of each session.
24. The entire Premises are a no smoking area and the Hirer undertakes to make every effort to ensure that all persons attending the Hirer’s events comply with this restriction.

25. The Hirer is reminded that they are responsible for any accident or injury arising out of the activity for which they have hired the Room(s).  It is the responsibility of the Hirer to ensure that the Room(s) and the Premises are safe for the purpose for which they intend to use them.  The Hirer must, in the event of an accident, complete the accident book located in ……………………………………………………....     
SAFEGUARDING 

26. The Hirer is responsible for ensuring that when children, young people or adults at risk are present on the Premises all legislation and best practice in connection with their safeguarding, supervision and safety is observed.

27. The Hirer is responsible for ensuring that children, young people and adults are protected at all times by taking all necessary steps and by having an appropriate insurance policy in place. 

28. The Hirer must respond, record and report to the statutory agencies and to the Church Safeguarding Coordinator without delay every complaint/concern/investigation associated with the Hirer’s activities on the Premises which suggests that a child, young person or adult at risk has been harmed or is at risk of harm. The Hirer must also co-operate with the police and Children’s and Adult Services in any investigation and inform the Church Safeguarding Coordinator (contact details are set out in paragraph 6 at the beginning of this Agreement) of its outcome.

29. The Hirer must as a minimum follow safer recruitment practices for all staff and volunteers involved in leading their activity including all those who require a Disclosure and Barring Service (DBS) check for the role they are undertaking  (see https://www.gov.uk/government/collections/dbs-eligibility-guidance).

30. The Hirer must abide by their own safeguarding policy if they have one. In any event, the Hirer must as a minimum comply with paragraphs 26 - 29 above which are safeguarding good practice standards, and which must be read alongside and applied together with the URC Good Practice guidance issued from time to time (see paragraph 31 below).
31. The Hirer will provide a copy of their insurance and safeguarding policies, and other documents in accordance with URC Good Practice guidance, to the  Church Safeguarding Coordinator for information only, to enable the Church Safeguarding Coordinator to verify the existence of such documents.  In providing a copy of their safeguarding policy, the Hirer will highlight those areas within the policy which specifically address paragraphs  28 and 29 above.  For the avoidance of doubt, the Church Safeguarding Coordinator in receiving a copy of the Hirer’s safeguarding policy or insurance does not warrant to undertake a detailed review of the documents to assess the suitability of the documents, etc., or assume any responsibility for the Hirer’s obligations under paragraphs 26 – 30 above whatsoever.  The responsibility for implementing, maintaining and adhering to all legislation and best practice in connection with safeguarding, supervision and safety associated with the Hirer’s activities on the Premises lies solely with the Hirer.  (See www.urc.org.uk/safeguarding for the URC Good Practice guidance, which includes information about contacting statutory agencies, reporting, safer recruitment practices, etc.).
INSURANCE 
32. The Church insurance policy does not cover any accident or claim which may be the result of a hire.  The Hirer is responsible for taking out insurance for public liability of the Hirer, including damage to Church property. The Hirer may also wish to insure their equipment against loss, theft or damage.
33. The Hirer must indemnify the Church in the event of loss or damage to the Premises or contents and in the event of any claim being made by any party for bodily injury or damage to property arising out of their hire of the Room(s)/Premises. It is strongly advised, therefore, that hirers adequately insure for such eventualities.
34. The Hirer will indemnify the Church against any infringement of copyright or other licensing requirements resulting from the Hirer’s activities. Users of recorded music in any form must ensure that they comply with the appropriate copyright and performing rights legislation. 
CANCELLATION AND TERMINATION 
35. This Agreement applies for the dates shown in paragraph 2 at the beginning of this Agreement but may continue thereafter on agreement of further dates subject to review of the charge applicable under paragraph 4 at the beginning of this Agreement, and subject to the termination provisions set out in this section. 
36. A minimum of one month’s notice is required of dates already booked when the Room(s) will not be required.  In the absence of such notice, charges for those dates will be payable in full by the Hirer.
37. * It is recognised by the parties that on some of the hiring dates the Room(s) may be required during all or part of the period of hire for activities of other organisations which use the Premises. The relevant dates will be notified to the Hirer by the Church in advance except in exceptional circumstances where notice may be given on the day itself.  Where possible, alternative accommodation on the Premises will be made available.  
(* delete or amend as appropriate)

38. * The Church reserves the right to cancel the hire of the Room(s) on any occasion when the Church requires the Room(s) for any use of its own giving notice in advance except in exceptional circumstances where notice may be given on the day itself. Where possible, alternative accommodation on the Premises will be made available.   
(* delete or amend as appropriate)

39. The Church reserves the right to cancel the hire without notice on any occasion when necessary for reasons outside the Church’s control.   It may not be possible in such a situation to provide alternative accommodation.
40.  The Church is not liable for any loss arising in any way out of, or due directly or indirectly, from any cancellation under paragraphs 37, 38 and 39.
41. This Agreement may be terminated by the Church with immediate effect at any time if the Room(s) are used for purposes not specified in paragraph 1 at the beginning of this Agreement, or in the event of any other breach of this Agreement considered by the Church to be sufficient reason for terminating this Agreement without notice.  If the Agreement continues beyond the period specified in paragraph 2, it may be terminated by either party giving three months’ notice to the other.
Signed on behalf of the Hirer by:
Name (block capitals) …………………………………………………………………………..

Signature ………………………………………..   Position …………………………………..
Signed on behalf of the Church by:

Name (block capitals) …………………………………………………………………………..

Signature ……………………………………..…   Position …………………………………..
Date ……………………………………………..

(when second person has signed)
ENCLOSED DOCUMENTS 

The following documents are enclosed with this Hiring Agreement: 

· [List all policies, Additional Rules (as defined at section B of this Agreement), etc.,you will provide to the Hirer, e.g.  Alcohol policy, Non-smoking policy and Non-gambling rules]
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