
THE PARISH OF ST MARY’S AND ST LAURENCE’S CHURCH 
GORING-BY-SEA 
LETTINGS POLICY 

FOR CHURCH BUILDINGS AND HALL 
 

1 
 

 

CONTENTS         PAGE NOS  

1. INTRODUCTION        3 

2. POLICY         3 

2.1 General        3 

2.2 Main Church Worship Buildings    3 

2.3 Church Hall Buildings – Main Contacts –  

Hall Caretakers – Hall Bookings Manager   3 

2.4 Church and Hall Grounds     3 

2.5 Church Activities       4 

2.6 Children, Young People and Vulnerable Adults  4 

2.7 Terms and Conditions of Hire     5 

2.8 Financial        5 

3. PROCEDURES 

3.1 Church and Hall Management     5 

Hall Bookings Manager 

Hall Caretaker/ Manager 

Hall Treasurer 

3.2 Letting Policies       6 

3.2.1 Booking Procedure for St Mary’s Church Hall 

3.2.2 Booking Procedure for St Laurence’s Church Hall 

3.3 Enquiry about Church Worship Building Procedure 8 

3.4 Invoicing        8 

3.5 Cancellations       8 

3.6 Booking Times       9 

3.7 Availability and Charges      9 

3.8 Insurance        9 

 

 

  



THE PARISH OF ST MARY’S AND ST LAURENCE’S CHURCH 
GORING-BY-SEA 
LETTINGS POLICY 

FOR CHURCH BUILDINGS AND HALL 
 

2 
 

APPENDIX A – HIRING AGREEMENT AND TERMS AND CONDITIONS FOR ST 

MARY’S CHURCH HALL FOR REGULAR AND ONE-OFF HIRERS (INCLUDING 

SPECIAL CONDITIONS DURING THE COVID 19 PANDEMIC) – PAGE 11 

APPENDIX B – HIRING AGREEMENT AND TERMS AND CONDITIONS FOR ST 

LAURENCE’S CHURCH HALL FOR REGULAR AND ONE-OFF HIRERS 

(INCLUDING SPECIAL CONDITIONS DURING THE COVID 19 PANDEMIC) – 

PAGE 15 

APPENDIX C – COVERING LETTERS CONFIRMING HALL BOOKING FOR BOTH 

ST MARY’S AND ST LAURENCE – REGULAR AND ONE-OFF – PAGE 22 

APPENDIX D – SAFEGUARDING POLICY – PAGE 26 
 
APPENDIX E - FIRE EXIT PLANS FOR ST MARY’S AND ST LAURENCE CHURCH 
HALLS – PAGE 30 

  



THE PARISH OF ST MARY’S AND ST LAURENCE’S CHURCH 
GORING-BY-SEA 
LETTINGS POLICY 

FOR CHURCH BUILDINGS AND HALL 
 

3 
 

 
1.0 INTRODUCTION 
This document outlines the Policy of the Parish of Goring-by-Sea with regard to the letting of St 
Mary’s and St Laurence’s Church Halls.  The Policy sets out, in detail, the facilities available, how 
to book them and the responsibilities that any potential Hirer must accept. It outlines the 
Parish’s Vision and Mission and the aims and objectives in ensuring the community has 
adequate facilities.  
 
2.0 POLICY 
 
2.1 General 
The Parochial Church Council of Goring-by-Sea (hereinafter called the PCC) as part of its Vision 
sees the use that it makes of its buildings 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 and the 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 requires prior agreement with the 
Vicar of the Parish of Goring-by-Sea. 
 
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.  
 
2.2 Main Church Worship Buildings 
St Mary’s Church and St Laurence’s Church Buildings are available for hire at the discretion of 
the Vicar in consultation with the PCC.  If the Vicar and Wardens agree for the church to be 
used, then the PCC will liaise with the person in question.  Charges will be at the discretion of 
and in consultation with the PCC.  
 
2.3  Church Hall Buildings – Main Contacts – Hall Caretaker/Manager and Hall Bookings 
Manager 
The Hall Caretaker/Manager is appointed by the PCC to act on their behalf in the day to day 
running of the Church Hall.  The Hall Bookings Manager will be responsible for the acceptance 
of bookings.  In the event of any dispute the final decision rests with the PCC. 
 
2.4 Church and Hall Grounds 
The church and hall 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 Hirers. 
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2.5 Church Activities 
When hiring out the halls, priority is given to church activities (e.g. Sunday School, children 
groups, PCC meetings etc) and church endorsed activities (e.g. Pre-school, Scouts, Brownies, 
Guides, etc). 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. The hall is 
then available for the community (e.g. children’s parties, Tai Chi, exercise classes, yoga, etc.).  
 
Inevitably there will be occasions where church and church endorsed activities are planned 
which clash with proposed and existing bookings, (e.g. funeral reception, church celebration 
e.g. welcoming/leaving party of any clergy, local church school production).  Sensitivity is 
required by all parties in handling these issues and reasonable notice should be given but the 
PCC reserves the right to cancel a non-church related booking on either a temporary or 
permanent basis. 
 
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 (e.g. 
Holiday Club, building maintenance, etc) 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.  
 
2.6 Children, Young People and Vulnerable Adults 
The Parish of Goring-by-Sea has a Safeguarding Policy. Under this policy the PCC is committed 
to the implementation of the Diocese of Chichester Policy on the Safeguarding of children and 
adults in the Church and the relevant statutory legislation and guidance for the welfare of 
children, young people and vulnerable adults.  An up to date copy of our Safeguarding Policy is 
always available for consultation and reference via the Parish Office and can be found on the 
Website.  
 
All church activities involving children 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 (e.g. Scouts and Guides Associations, St John 
Ambulance etc.) have their own recognised 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 all cases any alternative policy must be approved by the Vicar prior to any 
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booking being accepted.  This policy will be regularly reviewed by the Vicar to ensure that it is 
kept up to date.   
 
In the case of occasional, ad hoc or One Off bookings (e.g. children’s parties, PCC authorised 
family parties etc) where parents or legal guardians will be present, 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”.  
 
In addition, regular Hirers are required to ensure that children and adults who may be 
vulnerable are protected at all times, by taking reasonable steps to prevent injury, illness, loss 
or damage occurring, and carry full liability insurance for this. 
 
In both cases, steps must be taken to ensure that no child can leave the Hall unattended.  
 
2.7 Terms and Conditions of Hire 
The PCC has a set of Terms and Conditions of Hire that are applicable to all Church Hall 
bookings.  These Conditions form an integral part of the Hiring Agreement and are regularly 
reviewed.  The Hiring Agreement and Terms and Conditions are attached as Appendix A, B and 
Appendix C (in relation to each hall), together with Fire Exit Plans and Safeguarding Policy for 
signature. These documents should then be provided to the Hirer for their review and 
retention, and either a signed copy of the agreement returned to the Hall Bookings Manager or 
if sent by email the agreement can be emailed back to the Bookings Manager. This will be then 
be seen as a binding contract.   
 
2.8 Financial 
The PCC considers it to be a good objective for hiring income to cover the running costs and 
maintenance of its buildings.  However, direct church bookings (e.g. PCC meetings) will incur no 
booking costs and church-endorsed activities (e.g. Pre-school, Brownies, Toddler Groups etc) 
may be given concessionary rates. These rates need to be annually agreed by the PCC. 
 

 
3. PROCEDURES 

 
3.1 Church and Hall Management 
The Vicar and PCC retain overall responsibility for ALL the Church’s buildings at all times.   
 
Hall Bookings Manager 
Co-ordinates all aspects of lettings, running the diary of Hall bookings, ensuring the smooth 
daily operation of the lettings schedule.  The Hall Bookings Manager is the primary point of 
contact for all Hall Hirers. 
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Hall Caretaker/Manager 
Responsible for the co-ordination of the maintenance of the Hall fabric, fixtures and fittings.  
Any proposed maintenance works should go to the Buildings and Grounds Committee, via the 
PCC, of which the Hall Caretaker is a member.  
 
Hall Treasurer 
Responsible for preparing and despatching monthly invoices. 
 
3.2 Lettings Policies 

 
3.2.1 Booking Procedure for St Mary’s Church Hall  
  

1. Receive phone call or email. 
 

2. Ascertain: 
 

a) Name of caller, contact details – address, phone number, email address etc.  
 

b) Date of booking that he/she would like. 
 

c) If available, time and duration of booking 
 

d) If unavailable, would he/she consider an alternative date 
 

e) What he/she requires the Hall for 
 

f) If involving children, age range of children and for what use 
 

g) If children’s party what type, age of children 
 

3. Advise caller of the cost of the booking per hour. 
 

4.  Ask if they can pay full amount by BACS 28 days before the booking date (for one-off 
bookings) as we will not accept cash although possibly at the discretion of the 
Bookings Manager. 

 
5.  Make it clear that the booking time includes time for setting up and clearing up 

afterwards. 
 

6.   Advise that regular hirers are invoiced monthly in arrears – the responsibility of the Hall 
Treasurer 

 
7.    For one-off lettings, advise that the Hall key is to be collected from the Hall Caretaker. 
 
8.    Advise that the Hall key to be returned to the Hall Caretaker. 
 
9.  For regular lettings, make arrangements to provide a key. 
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10. Check whether they need to see St Mary’s Hall before agreeing the hire?  If yes, arrange 
date and mutually agreeable time to both parties. 

 
11. Advise that there is parking in the Church Car Park.  Access to rear is allowed for loading 

and unloading only. 
 
13.  Advise that Cancellation Charges are noted within the Ts and Cs. 
 
14.  Enter event into Google diary. 
 
15.  Once dates and times agreed, give to  hirers (either by post or email):  Covering letter, 

Hiring Agreement, Ts and Cs, Safeguarding Policy and Fire Exit Plan requesting 
them to sign the Hiring Agreement and return it by post to the Hall Bookings 
Manager or send an email confirming their agreement. 

 

3.2.2 Booking Procedure for St Laurence’s Church Hall –  
 

1. Receive phone call or email. 

2. Ascertain: 

a) Name of caller, contact details – address, phone number, email address etc.  
 

b) Date of booking that he/she would like. 
 

c) If available, time and duration of booking 
 

d) If unavailable, would he/she consider an alternative date. 
 

e) What he/she requires the Hall for 
 

f) If involving children, age range of children and for what use 
 
g) If children’s party, what type, age of children 

 
3.  Advise caller of  the cost of the booking per hour 
 
4. For one off bookings, explain that a booking form will be emailed with details of how to 

pay. For regular bookings explain payment arrangements. 

 
5. Ask if they can pay full amount by BACs before the booking date. 

 
6. Advise that the Hall key is to be collected from the Hall Caretaker or the Parish Office. 

 
7. Advise that the Hall key is to be returned to the Hall Caretaker or the Parish Office. 

 
8. Check whether they need need to see St Laurence Hall before agreeing the hire?  If yes, 

arrange date and mutually agreeable time to both parties. 
 

9. Make it clear that the booking time includes time for setting up and clearing up 
afterwards. 
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10.  Advise that Cancellation Charges are noted within the Ts and Cs. 

 
11. Advise that there is parking off road, near to the front door. 

 
12. Advise that they must take their rubbish with them. 

 
13. Enter details on spreadsheet. 

 
14. Once dates and times agreed, give to  hirers (either by post or email):   Covering letter, 

Hiring Agreement, Ts and Cs, Fire Exit Plan and Safeguarding Policy requesting them to 
return the Agreement by email or signed and returned by post to Bookings Manager 
 

15. Enter event in Google diary. 
 

3.3 Enquiry about Church Worship Building Procedure 
Any enquiry about possible use of the church worship space will be referred to the PCC in the 
first instance. 
 
3.4 Invoicing 
The general premise of all lettings is that except in exceptional circumstances previously agreed 
with the PCC, one-off hirers are to pay in advance of their booking whereas with regular 
bookings they will be invoiced monthly in arrears by the Hall Treasurer. 
 
One off bookings, such as children’s parties and the like, are to follow the booking procedures 
above and ensure that the full amount is paid by BACS, on time, to secure the booking. 
  
Regular bookings will be invoiced in arrears, whether termly, quarterly or monthly, after 
consultation and agreement with the Hall Bookings Manager.   
 
It will only be necessary for regular Hirers to sign a form once, unless there are significant 
changes to the Halls Letting Policy. 
 
3.5 Cancellations 

 
3.5.1 One-Off Bookings - Due consideration will be given to all circumstances that give rise to 
a cancellation and in so far as practicable, the Hall Bookings Manager is empowered to exercise 
a degree of discretion as to whether a charge will be applied to any short notice cancellation. 
The charge for the hall should be paid on booking, preferably 28 days prior to the event. 

 If cancelled before 28 days prior to the event the total fee will be returned.   

 If cancelled between 14 and 28 days, 50% of the fee will be returned. 

 If cancelled within 14 days there will be no refund. 
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3.5.2  Regular Bookings - Due consideration will be given to all circumstances that give rise to 
a cancellation.   If one session of a regular booking is cancelled at short notice, this will prevent 
an alternative booking so a 50% charge for that one event may be charged.  If this becomes a 
frequent occurrence, it will be at the discretion of the PCC whether a full charge is levied. If the 
whole regular booking is cancelled, one month’s notice will be required. 
 
3.6 Booking Times 
It is essential for the satisfactory running of these bookings that people respect the timings 
associated with their particular hire.  To avoid conflicts of hire, there will be no access to the 
premises before the commencement of the hire period. Hirers must allow sufficient time for 
preparation before the event when booking the time of the let. 
 
It is similarly unfair to overrun a booking, as that will impact the next hirer.  Hirers must have 
left the premises by the end of the booked period. Sufficient time must be included to allow for 
clearing away and for all participants to leave the premises by the end of the booked period.   
In all cases, the venue should be left in a suitable condition for hire within the allotted hire 
period.  This is particularly important when hiring the Hall for a party, where consideration 
should be given for the following Hirers that day or later. 
 
3.7 Availability & Charges 

The availability and scale of charges for the hire of the Church Hall are displayed on the 

website. These are reviewed and updated periodically by the PCC.  

 

3.8 Insurance 

Hirers are responsible for ensuring that they obtain all such licences and insurance (including 
Public liability) cover as their activities require: the church and church hall Public liability 
insurance does not extend to the activities of hirers of these premises and our insurers will not 
indemnify hirers in respect of any harm caused by their own acts or omissions. 
 
The Hirer is primarily liable for any accident or injury which arises out of their activities whilst 
using the premises.  An accident book is located on the premises and hirers are required to 
complete details of any accident or incident occurring during their occupation of the premises 
which did or could give rise to injury.  Details should be completed as soon as possible after the 
accident or incident but in any case before the premises are vacated by the hirers after the 
event.  In addition, the hirer should ensure any third party has appropriate insurance, e.g. 
bouncy castles etc. 
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Attached are: 

Appendices to this Policy entitled Hiring Agreement and Terms and Conditions for St Mary’s 
Church Hall for both regular and one-off Hirers and another entitled Hiring Agreement and 
Terms and Conditions for St Laurence’s Church Hall with covering letter, Safeguarding Policy 
and Fire Exit Plan.  The Bookings Manager will send to the Hirer by email preferably (otherwise 
posted or handed in person) a pack of documents which includes: 
 

 Covering letter confirming booking 

 Hiring Agreement for signature or emailed agreement (this will form a binding contract) 

 Terms and Conditions (including Special Conditions during the Covid 19 Pandemic) 

 Safeguarding Policy 

 Fire Exit Plans 
 
The Hirer must return the Signature Form either by post to the Parish Office for the attention of 
the Bookings Manager or send an email confirming that they have read, understood and agree 
the Terms and Conditions and, if appropriate, the Safeguarding Policy. The documents should 
be retained by the Hirer for their reference. 
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APPENDIX A – HIRING AGREEMENT AND TERMS AND CONDITIONS FOR 
ST MARY’S CHURCH FOR REGULAR AND ONE-OFF HIRERS 

Name of Hirer (please print) 
 

 

Contact Details: 
Address, email address and Telephone Number 
 
 

 

Date and Time of Hire: 
 

 

Type of Hire: 
e.g. Church activity, Guides etc, Exercise Class, 
Private birthday party. 
 

 

Regular or One-off Hire 
 

 

How many people at any one time will be within 
the Hall during this hire period?  
Children’s parties max 30 
Seated events max 182 

The Hall Bookings Manager will advise you if the 
number indicated above is in breach of any 
restrictions that are in place. 

Are you intending to sell alcohol at any 
time during the use of the Hall (delete as 
appropriate) 
 
 

               YES                                   NO 
If YES, prior permission will be required to be 
given by the Hall Bookings Manager.  If this 
permission is granted then the Hirer must give a 
Temporary Event Notice, according to the 
Licensing Act 2003, to the Local Authority and 
Police prior to the event. 

Is amplified music (live or recorded) going to be 
used during the event (delete as appropriate). 
Please note that the noise level must not exceed 
105 decibels 

               YES                                   NO 
If YES, please keep the volume to a reasonably 
low level (below 105 decibels) and ensure that 
external windows and doors are closed after 9.00 
p.m.  Please also note items 16 and 19. 

We acknowledge receipt of the Terms and Conditions of Hire for the use of St Mary’s Church Hall in 
accordance with the Lettings Policy and agree to abide and conform to them.  We have received, read 
and understood the Hall Fire and Evacuation procedures. We confirm we have received, read and 
agree the attached Safeguarding Policy. 
A copy of the Lettings Policy is available upon request and can be found on our website. 
Signed ………………………………………………………                          Date ……………………………………………………. 
On Behalf of the Organisation/Club/Society 

Please sign and return by post to Bookings Manager - The Parish Office, 16 Ilex Way, Goring-by-Sea. 
BN12 4UZ. Or send an email confirming agreement to goring-parish@btconnect.com - attention 
Bookings Manager. 

 
 

mailto:goring-parish@btconnect.com
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St Mary’s Church Hall, 16 Ilex Way, Goring by Sea BN12 4UZ 
HIRING AGREEMENT AND TERMS AND CONDITIONS 

FOR REGULAR AND ONE-OFF HIRERS 
 

1. Hall Dimensions: 

L 58 ft x W 29 ft x H 11.1 ft – 13.3 ft 

L 17.85 m x W 8.92 m x H 3.39 m – 4.04 m 

2. Responsibility: St Mary’s Church Hall is the responsibility of the Parochial Church 
Council of Goring-by-Sea (hereafter ‘the PCC’). The hirer (hereafter ‘the Hirer’) will 
during the period of use be responsible for looking after the Church Hall, the 
building and its contents. The Hirer must be over 18 yrs of age and must remain on 
the premises during the period of use and take overall responsibility. 

3. Use of Premises: The Hirer shall not use the premises for any purpose other than 
that described in the agreement and shall not permit a third party to use the hall or 
allow the hall to be used for any unlawful purpose. Nothing shall be brought onto 
the premises which may damage the Hall or put at risk any claim under the Church 
Hall Insurance policy. 

4. Public Liability: If the Church Hall is used by a non-Church organisation it is 
recommended that the group has their own Public Liability Insurance to cover 
themselves should any member of the group be considered to have acted 
negligently. The Church Hall’s own policy will cover any situation where the Church 
Hall is found to be at fault. All accidents or personal injuries must be recorded in the 
accident book, located at the Hall Servery, and then reported to the Hall Caretaker. 
The completed report sheet (from the book) should be removed and passed on 
ASAP to the Parish Office at 16 Ilex Way, Goring-By-Sea. 

5. Damage: The Hirer shall reimburse the PCC for the cost of repair of any damage 
done to any part of the property including the surrounding area within the boundary 
walls or to the contents of the property which may occur during the period of use. 

6. End of Hire: At the end of the period of use the Hirer shall be responsible for leaving 
the premises and surrounding area in a clean and tidy condition, properly locked and 
secured and contents, including chairs and tables, if moved, must be restored to 
their original position. Curtains must be opened and hooked back. All lights must be 
switched off. 

NB. Please do not drag chairs or tables across the hall floor. Chairs must be stacked 
in sets of three. The use of any materials for preparing the floor for dancing is 
prohibited unless agreed firstly with the Hall Caretaker 

7. Private Functions: The hall is available for private functions by invitation from the 
Hirer only.  
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8. Good Order: The Hirer is responsible for stewarding of the hall to maintain good 
order. 

9. Sale of Alcohol/ Public Entertainment: The Hirer shall be responsible for obtaining a 
Temporary Event Notice for the sale of alcohol. If an event warrants a temporary 
notice the Hall Caretaker must be informed before the event so that he can check 
that his allocation of 12 notices per year is not exceeded. The temporary notice must 
be seen by the Hall Caretaker as proof that a current one has be obtained for that 
particular event. 

10. Regulations: The Hirer shall comply with all conditions and regulations made in 
respect of the premises by the Fire Authority, Local Authority, Local Magistrates 
Court or other body, particularly in connection with any event which includes the 
sale of alcohol, public dancing or music or other similar public entertainment or 
stage plays.   

11. Liability for Losses: If the hall or any part of it is rendered unfit for the use for which 
it has been hired, the PCC shall not be liable for any loss incurred by the Hirer. 

12. Hall Key: Regular key holders who would like to transfer their responsibilities to a 
new keyholder must obtain a transfer form from the Hall Caretaker in order that he 
may update the key register file.  For One-off Hirers the key must be collected from 
the Hall Caretaker/Manager or the Parish Office and returned at the end of the 
event on the day of use unless alternative arrangements have been made. 

13. Electrical Appliance Safety: The Hirer shall ensure that any electrical appliances 
brought by them into the Hall shall be fit for purpose, in good working order and 
used safely. 

14. Lights: There are instructions for the stage lighting located on the stage. 

15. Kitchen Appliances: There are manuals for the kitchen appliances which can be 
found in the drawer near the Lincat boiler. 

16. Health and Hygiene: The Hirer shall, if preparing, serving or selling food observe the 
relevant food health and hygiene legislation and regulations. No person is to work 
with food if suffering from diarrhoea and/or vomiting until 48 hours AFTER 
symptoms cease. 

17. Religious Ceremony: The Hall must not be used for any religious rite or ceremony 
unless prior agreement is given by the Vicar of St Mary’s Church, Goring by Sea. 

18. Noise: If parties are held it would be appreciated if the level of noise could be kept 
at a reasonable level so as not to upset nearby residents. There is a noise monitor 
above the doors at the West end of the Hall.  The noise level must not exceed 105 
decibels. 

19. Smoking: It is against the law to smoke within St Mary’s Church Hall. 
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20. Waste: All Hirers who are likely to have more than one bag of rubbish must provide 
their own bin liners and the rubbish must be placed in the appropriate bins outside 
the kitchen. 

21. Adhesives: Only Blu-Tack to be used to stick items to the walls. 

22. Footwear: If the hall is being used for activities which could mark the floor then the 
Hirer should request those attending to wear non-marking footwear. Footwear that 
will mark the floor are for example trainers that have dark soles. 

23. Finishing Time: The Hall must be vacated by 10.30pm and hall Hirers are expected to 
be considerate to nearby householders by careful parking and by leaving quietly 
during or after the event.   

24. Cancellation by PCC: The PCC reserves the right to cancel a booking under certain 
circumstances giving the Hirer 14 days’ notice. In the case of the hall needed for a 
funeral the notice period will be reduced to 7 days. The notification may be by 
telephone, e-mail or in person in the first instance with written confirmation to 
follow. Any hire monies already paid will be returned in full.  In the event of a forced 
cancellation (for example during the Covid 19 pandemic), all hire monies will be 
refunded but we cannot be held responsible for additional costs incurred. 

25. Cancellation by Hirer:   

Regular Hirer: Where possible, the Hirer shall give the Bookings Manager one 
month’s notice of cancellation of the whole booking. If one session of a regular 
booking is cancelled at short notice, this will prevent an alternative booking so a 50% 
charge for that one event will be charged.  If this becomes a frequent occurrence, it 
will be at the discretion of the PCC whether a full charge is levied.  
One-Off Hirer: The Hirer shall pay for hire in full, preferably 28 days before the hire 
date or at time of booking, if this is within 28 days of date of hire.   

 If cancelled before 28 days prior to the event the total fee will be returned.   

 If cancelled between 14 and 28 days, 50% of the fee will be returned. 

 If cancelled within 14 days there will be no refund. 
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SPECIAL CONDITIONS TO TERMS AND CONDITIONS OF HIRE FOR ST MARY’S 

CHURCH HALL  

 

PART A 

 

Special Conditions of Hire during COVID-19 

Note: These conditions are supplemental to, not a replacement for, the hall’s ordinary 

conditions of hire.  

 

1. You, the hirer, will be responsible for ensuring those attending your activity or event 

comply with the COVID-19 Secure Guidelines while entering and occupying the hall, 

as shown on the attached poster which is also displayed at the hall entrance, in 

particular using the hand sanitiser supplied when entering the hall and after using 

tissues. 

 

2. You undertake to comply with the actions identified in the hall’s risk assessment, of 

which you have been provided with a copy. 

 

3. You will be responsible for cleaning door handles, light switches, window catches, 

equipment, toilet handles and seats, wash basins and all surfaces likely to be used 

during your period of hire before other members of your group or organisation 

arrive and to keep the premises clean through regular cleaning of surfaces during 

your hire, paying particular attention to wash hand basins and kitchen sinks (if 

used), using either the products supplied (which will be in a clearly accessible 

location) or your own ordinary domestic products. You will be required to clean 

again on leaving and to complete the cleaning log.  Please take care cleaning 

electrical equipment. Use cloths - do not spray! 

 

4. You will make sure that everyone likely to attend your activity or event understands 

that they MUST NOT DO SO if they or anyone in their household has had COVID-19 

symptoms in the last 7 days, and that if they develop symptoms within 7 days of 

visiting the premises they MUST use the Test, Track and Trace system to alert 

others with whom they have been in contact. 

 

5. You will keep the premises well ventilated throughout your hire, with windows and 

doors open as far as convenient. You will be responsible for ensuring they are all 

securely closed on leaving. 

 

6. You will ensure that no more than 15 people attend your activity/event (including 
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yourself), in order that social distancing can be maintained. You will ensure that 

everyone attending maintains 2m social distancing while waiting to enter the 

premises and as far as possible observes social distancing of 1m plus mitigation 

measures when using more confined areas (e.g. moving and stowing equipment, 

accessing toilets) which should be kept as brief as possible. You will make sure that 

no more than one person uses or is waiting to use the toilet at one time. 

 
7. In some cases, it will be possible to increase the number attending, providing: 

 

 Everyone is wearing face coverings on entry 

 Everyone is seated 

 Each table is for a maximum of six people  

 The tables are placed at least 2 metres apart  

 There must be no moving between tables 

 For any visit to the toilets or the kitchen (if used) face coverings must be worn 
 

This increase will be at the discretion of the PCC/Church Wardens and it is 
suggested that the User visits the hall prior to the event to plan any proposed layout, 
to ensure this will be viable and safe and does not contravene the Regulations at the 
time. 
 

8. You will take particular care to ensure that social distancing is maintained for any 

persons aged 70 or over or likely to be clinically more vulnerable to COVID-19, 

including for example keeping a 2m distance around them when going in and out of 

rooms and ensuring they can access the toilets, kitchen or other confined areas 

without others being present. For some people, passing another person in a 

confined space is less risky, but for older people that should be avoided. 

 

9. You will position furniture or the arrangement of the room as far as possible to 

facilitate social distancing of 2m between individual people or groups of up to two 

households or 1m with mitigation measures such as: seating side by side, with at 

least one empty chair between each person or household group, rather than face to 

face, and good ventilation. If tables are being used, you will place them so as to 

maintain a distance of at least 2 metres across the table between people who are 

face to face e.g. using a wide U shape.  

 

10. You are asked to keep a record of the name and contact telephone number or email 

of all those who attend your event for a period of 3 weeks after the event and provide 

the record to NHS Track and trace if required. 

 

11. You are asked to please dispose of all rubbish created during your hire, including 

tissues and cleaning cloths, using the rubbish bins provided. 

 

12. You will encourage users to bring their own drinks and food.  You will not be 
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permitted to use the kitchen in the hall. 

 

13. We will have the right to close the hall if there are safety concerns relating to COVID-

19, for example, if someone who has attended the hall develops symptoms and 

thorough cleansing is required or if it is reported that the Special Hiring Conditions 

above are not being complied with, whether by you or by other hirers, or in the event 

that public buildings are asked or required to close again. If this is necessary, we 

will do our best to inform you promptly and you will not be charged for this hire. 

 

14. In the event of someone becoming unwell with suspected Covid-19 symptoms while 

at the hall you should remove them to the designated safe area which is on the 

bench in the garden of the church facing Sea Lane. Provide tissues and a bin or 

plastic bag, and a bowl of warm soapy water for handwashing. Ask others in your 

group to provide contact details if you do not have them and then leave the 

premises, observing the usual hand sanitising and social distancing precautions, 

and advise them to launder their clothes when they arrive home. Immediately inform 

the Hall Caretaker. 

 

15. Live performances e.g. drama, music are not permitted at present. This is in order to 

avoid risk of aerosol or droplet transmission. For the same reason you must take 

steps to avoid people needing to unduly raise their voices to each other, e.g. refrain 

from playing music or broadcasts at a volume which makes normal conversation 

difficult. 

 

16. You will ask those attending to bring their own equipment and not share it with other 

members or you will avoid using equipment, which is difficult to clean, as far as 

possible. You will ensure that any equipment you provide is cleaned before use and 

that no equipment is left in the hall.  

 

 

 

PART B 

 

Poster to be displayed in hall 

HELP KEEP THIS HALL COVID-19 SECURE 

 

1. You must not enter if you or anyone in your household has COVID-19 symptoms. 

 

2. If you develop COVID-19 symptoms within 7 days of visiting these premises alert 

Test, Track and Trace. Alert the hall cleaner on 07759 849479 and alert the 

organiser of the activity you attended. 

 

3. Maintain 2 metres social distancing as far as possible: Wait behind the marked lines 
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as you go through the entrance hall to your activity and observe the one-way system 

marked. 

 

4. Use the hand sanitiser provided on entering the premises. Clean your hands often. 

Soap and paper towels are provided. 

 

5. Avoid touching your face, nose, or eyes. Clean your hands if you do. 

 

6. “Catch it, Bin it, Kill it”. Tissues should be disposed of into one of the rubbish bags 

provided. Then wash your hands. 

 

7. Check the organisers of your activity have cleaned door handles, tables, other 

equipment, sinks and surfaces before you arrived. Keep them clean. We [do our best 

to/cannot] clean all surfaces at the hall between each hire. 

 

8. Take turns to use confined spaces such as corridors, kitchen and toilet areas. 

Standing or sitting next to someone is lower risk than opposite them. Briefly passing 

another person in a confined space is low risk. 

 

9. Keep the hall well ventilated. Close doors and windows on leaving. 

 

10. Wash your clothes when you get home to reduce risk of transmission. 

 

 

 

 

This hall was last cleaned at [insert time] am/pm/eve on [insert date] 
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APPENDIX B – ST LAURENCE CHURCH HALL 

HIRING AGREEMENT AND TERMS AND CONDITIONS 

Name of Hirer (please print) 
 

 

Contact Details: 
Address, email address and Telephone Number 
 
 

 

Date and Time of Hire: 
 

 

Type of Hire: 
e.g. Church activity, Regular Booking, Guides etc, 
Exercise Class, Private birthday party. 

 

Regular Hire or One Off 
 

 

How many people at any one time will be within 
the Hall during this hire period?  
Max number 50.  

The Hall Bookings Manager will advise you if the 
number indicated above is in breach of any 
restrictions that are in place. 

Is amplified music (live or recorded) going to be 
used during the event (delete as appropriate). 
 

               YES                                   NO 
If YES, please keep the volume to a reasonably 
low level and ensure that external windows and 
doors are closed after 9.00 p.m.   

We acknowledge receipt of the Terms and Conditions of Hire for the use of St Laurence Church Hall in 
accordance with the Lettings Policy and agree to abide and conform to them.  We have received, read and 
understood the Hall Fire and Evacuation procedures. We confirm we have received, read and agree the attached 
Safeguarding Policy. 
A copy of the Lettings Policy is available upon request or can be found on our website. 
Signed ………………………………………………………                          Date ……………………………………………………. 
On Behalf of the Organisation/Club/Society 

Please sign and return by post to: Bookings Manager - The Parish Office, 16 Ilex Way, Goring-by-Sea. 
BN12 4UZ. Or send an email confirming agreement to goring-parish@btconnect.com - attention 
Bookings Manager. 

 
 
 
 
 
 
 
 
 
 
 

mailto:goring-parish@btconnect.com
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APPENDIX B 
The Parish of Goring by Sea 

HIRING AGREEMENT AND TERMS AND CONDITIONS 
St Laurence Church Hall 

 
1. General  
The Hall Committee controls the Hall on behalf of the Parochial Church Council (P.C.C.).  
The entire hall and church complex is A NON-SMOKING AREA and these Regulations 
apply throughout the site.  
 
2. Dimensions  
The Main Hall measures 11 metres by 6.5 metres.  
 
3. Capacity 
 49 Seated.  The maximum number of people allowed in the Hall at any one time is 50. 

 
4. Facilities  

 
4.1 The Hall:  
Chairs and tables are available. There are a few 13 amp sockets for approved use.  
At the rear of the hall there is a kitchen.  
Storage Facilities are not available to hirers except by explicit agreement.  
The external grassed area is approximately 25 square metres.  
 
4.2 The Kitchen:  
The kitchen (with crockery) has a serving hatch into the main hall.  
 
4.3 Toilets:  
There is a unisex toilet off the entrance hall that could be used for nappy changing.  
Hirers (and any stewards who may be on duty) must familiarise themselves with the 
layout of the building and the emergency exits.  
 
4.4 In the event of a fire:  
Exit can be made through the Fire Exit doors at both ends off the Hall.  
 
4.5 Fire Extinguishers 
These can be found at the east end of the hall. There is a fire blanket in the kitchen.  
 
4.6 Disabled Access  
Access for wheelchairs is through the front door by opening both doors. (NB: if 
the front door is opened to allow access for wheelchairs, it will be the 
responsibility of the Hirer to ensure that it is closed securely at the end of the 
hiring period). 
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4.7 Accident Log  
In the event of an accident the Vicar, Churchwardens or Local Wardens must be 
notified as quickly as practical and hirers may be required to assist in the completion of 
an accident log for our records.  
 
4.8 Parking  
THE ENTRANCE AND EXIT MUST BE KEPT CLEAR AT ALL TIMES PARTICULARLY FOR 
EMERGENCY USE. On street parking is available without charge in Sea Place and 
Brook Barn Way.  
 
5. Hiring the Hall  

 
5.1 Hiring Sessions:  
The Hall may be hired if there are no church activities or other bookings on the 
premises. Hiring times are individually agreed and should be strictly adhered to. They 
are to be inclusive of preparation and clearing up time.  
 
It is essential for the satisfactory running of these groups that people respect the 
timings associated with their particular hire.  To avoid conflicts of hire, there will be no 
access to the premises before the commencement of the hire period. Hirers must allow 
sufficient time for preparation before the event when booking the time of the let. 
 
It is similarly unfair to overrun a booking, as that will impact the next hirer.  Hirers must 
have left the premises by the end of the booked period. Sufficient time must be included 
to allow for clearing away and for all participants to leave the premises by the end of the 
booked period. 
 
In all cases, the venue should be left in a suitable condition for hire within the allotted 
hire period.  This is particularly important when hiring the Hall for a party, where 
consideration should be given for the following Hirers that day or later. 
 
THE HALL MUST BE VACATED AT THE LATEST BY 10.30 P.M.  
 
5.2 Hiring Charges:  
Charges for hire of the Hall, and Kitchen are those set by the Hall Committee and 
agreed with each Hirer and are reviewed annually for implementation on 1 January.  
All applications for hire must be made to the Hall Bookings Manager.  
 
The person by whom the application is made shall be deemed the Hirer (but see 
definition of Hirer).  
 
5.3 The Parochial Church Council (PCC)  
The PCC has priority in the use of the Hall. After bookings have been agreed, the PCC 
will exercise this right only in exceptional circumstances, and after reasonable notice 
has been given.  
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6. Conditions of Hire  
 

6.1 The PCC has a limited public entertainment licence and the Hall is not let for 
events involving the sale of intoxicating liquor.  
 
6.2 The Hirer is responsible for setting out tables and chairs, cleaning and putting 
away crockery, cutlery, tables and chairs. Time should be allowed for this when Hirers 
are arranging their programmes.  
 
After use the Hall must be left clean and tidy, tables stacked in the north east corner 
and chairs returned to both sides of the Hall and stacked no more than 4 chairs high. 
The Hirer must arrange for any items or materials brought into the Hall to be taken 
away, and for all rubbish, which cannot be readily placed in the outside refuse bins, to 
be taken promptly off the site and disposed of legally.  
 
Hirers are not permitted to alter the central heating time-clock. Hirers are permitted to 
alter the thermostat in the south west corner of the hall but must always, before leaving, 
return it to 18ºc for the next Hirer. 
 
6.3 The following actions are the responsibility of The Hirer: 

a) collecting Hall Keys in advance;  
b) proper use being made of the toilet facilities and for leaving them in a 

clean condition;  
c) ensuring that (if hired) the kitchen, including the cooker, is left in a clean 

condition, and the fridge cleared of any items brought in by the Hirer;   
d) locking the Hall after use, replacing moved items, leaving the Hall clean 

and making sure that all doors and windows are firmly shut, all water and 
gas installation taps and all lights (save for Emergency lighting of Exit 
signs) are turned off, before vacating the premises;  

e) ensuring that the last person to leave the hall must leave the latch on the 
external kitchen door up (unlatched);  

f)  leaving the toilet light on throughout a session and making sure it is 
switched off at the end of the session;  

g) keys must be returned immediately after the period of Hire. 
 

6.4 The Hirer must comply fully with all applicable regulations, orders, statutory 
requirements or by-laws etc. whether for ensuring public order, safety and decency, or 
any other purpose whatsoever, and with any/all requirements of the Police, Fire and 
Local Authorities, including making sure that the fire exits are not blocked and that no 
additional fire hazards are created. 
 
6.5 The Hirer shall take good care of the Hall and shall neither cause any damage 
nor permit or suffer any damage to be done to the hall or to any other parts (kitchen, 
lobby, storeroom, cloakrooms, etc.) or to any floors, fittings, equipment or any other 
property therein, and shall make good and pay for any damage thereto (including 
accidental damage but excluding normal wear and tear) caused by any act or neglect to 
the Hall by reason of the use of the hired premises by him/her. 
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6.6 If a warden or local warden is not satisfied with the state of the Hall when given 
up by the Hirer, the Hirer shall be advised of the problem and required to pay the cost of 
cleaning or clearing.  
 
Under no circumstances will the PCC make good or accept responsibility or liability in 
respect of any damage or theft or the loss of any property, goods, articles or things 
placed, brought into, or left upon the premises, either by the hirer or any other persons, 
and the hirer must indemnify the PCC in respect thereof. 
 
6.7 Hirers are responsible for ensuring that they obtain all such licences and 
insurance (including Public liability) cover as their activities require: the church and 
church hall Public liability insurance does not extend to the activities of hirers on these 
premises and our insurers will not indemnify hirers in respect of any harm caused by 
their own acts or omissions. 
 
6.8 The Hirer shall not without prior approval of the Hall Committee, be entitled to 
display any notice outside the premises. 
 
6.9 No bolts, nails tacks, screws, pins, sticking tape or other fixing material 
(including Blutak or transparent tape) shall be driven into or stuck on any part of the 
hired premises, including the windows and doors, nor shall any placard(s), notice(s) or 
any other articles be fixed thereto. Noticeboards and storage facilities provided for 
Hirers can only be used with the prior permission of the local or churchwardens and 
must only be used as prescribed. The tops of the cupboards shall not be used as 
storage space unless agreed by a warden in writing. 

 
The notice boards both inside and outside the Hall are for Church use only, and, unless 
expressly approved in advance, must not be used by Hirers.  
 
6.10  No alterations shall be made to any electrical or gas or water circuits.  

 
6.11  The PCC shall not be liable for any loss due to: 

a) failure of the supply of electricity, gas, water supply, leakage of water, or 
damage due to fire;  
b)  priority church use, e.g. funeral 
c) Government or local authority restriction or priority use; or  
d) Act of God, which may cause the premises to be closed or the hiring 
interrupted or cancelled.  
 

6.12 No animals (apart from the guide dogs) shall be allowed on the premises except 
with the written consent of the Hall Committee/PCC. 
 
6.13 The Hirer shall remove, on request, anything introduced by him/her into the 
premises, which in the opinion of a warden or local warden is an undue fire risk. Lighted 
candles and highly flammable materials may not be used.  
 
6.14 The Hirer, his/her employees, voluntary helpers or agents, shall during the hiring 
and during such other times that they may be on the premises comply with all 
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reasonable requests of the Hall Committee or the Vicar or either of the Churchwardens 
or the Local Wardens.  
 
6.15 Any Hirer engaged in providing facilities to children or vulnerable adults to which 
Child Protection Policy guidelines appropriate to the ages and situation of those 
involved should apply, must satisfy the PCC that they have such policies in place and 
they are adhered to at all times.  
 
6.16 The Hirer shall, during the hiring be responsible for the efficient supervision, 
control and safety of children and vulnerable adults, and in their orderly and safe 
admission to and departure from the hired premises, including securing against 
unauthorised access to or in the church hall. The hirer is also responsible for:-  
 

a) the orderly and safe clearance of the premises in case of any emergency.  
b) ensuring that all doors, including those which are locked on the outside 

for security purposes, but can readily be opened from within, be kept 
unobstructed and available for exit during the whole time the premises are 
in use, and  

c)  the care of the elderly and infirm.  

 
6.17 Any complaint arising out of the hiring must be made in writing to a warden 
immediately after the hiring, and, following discussion, if this is not resolved to the Hall 
Committee whose decision shall be final. 

 
6.18  Any electrical equipment introduced to the premises by the hirer must comply 
with PAT and other electrical regulations.  
 
6.19 No Bouncy Castles are allowed.   
 
6.20  Bookings shall be requested by email or telephone.  
 
6.21  Bookings shall be confirmed in writing on receipt of a signed booking form. 
  
6.22 Cancellations 

Regular Hirer: Where possible, the Hirer shall give the Bookings Manager one month’s 

notice of cancellation of the whole booking. If one session of a regular booking is 
cancelled at short notice, this will prevent an alternative booking so a 50% charge for 
that one event may be charged.  If this becomes a frequent occurrence, it will be at the 
discretion of the PCC whether a full charge is levied.  

One-Off Hirer: The Hirer shall pay for hire in full, preferably 28 days before the 
hire date or at time of booking, if this is within 28 days of date of hire.   

 If cancelled before 28 days prior to the event the total fee will be returned.   

 If cancelled between 14 and 28 days, 50% of the fee will be returned. 

 If cancelled 14 days or less then there will be no refund. 
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6.23 Cancellation by PCC: The PCC reserves the right to cancel a booking under 

certain circumstances giving the Hirer 14 days’ notice. In the case of the hall needed 
for a funeral the notice period will be reduced to 7 days. The notification may be by 
telephone, e-mail or in person in the first instance with written confirmation to follow. 
Any hire monies already paid will be returned in full.  In the event of a forced 
cancellation (for example during the Covid 19 pandemic), all hire monies will be 
refunded but we cannot be held responsible for additional costs incurred. 
 
6.24 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. 
 

 
St Laurence Church Hall is the property of the Parochial Church Council of Goring-by-
Sea. 
  
The Hall Committee of the PCC consists of those persons appointed by the PCC to run 
the affairs of St Laurence Church Hall on their behalf.  
 
‘Hirer’ means the person who has made the application to use the premises (the 
applicant) and also any principal or employer for whom the applicant acts as agent or 
employee. Sub-letting by the hirer in any form is not permitted.  
 
Any applicant  acting as agent or employee must have the authority of their principal or 
employer to accept the PCC’s terms and conditions and where requested shall provide 
a written authorisation to this effect.  
 
All applications for hire are to be made to:  
Jane or Geoff Oliver, 34 Brook Barn Way, Goring by Sea, BN12 4DW  

01903 240540 email geoffrey_oliver@ntlworld.com  

Issued by: The Hall Committee of the Parish of Goring by Sea 
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SPECIAL CONDITIONS TO  TERMS AND CONDITIONS OF HIRE FOR ST LAURENCE 

CHURCH HALL  

 

PART A 

 

Special Conditions of Hire during COVID-19 

Note: These conditions are supplemental to, not a replacement for, the hall’s ordinary 

conditions of hire.  

 

1. You, the hirer, will be responsible for ensuring those attending your activity or event 

comply with the COVID-19 Secure Guidelines while entering and occupying the hall, 

as shown on the attached poster which is also displayed at the hall entrance, in 

particular using the hand sanitiser supplied when entering the hall and after using 

tissues. 

 

2. You undertake to comply with the actions identified in the hall’s risk assessment, of 

which you have been provided with a copy. 

 

3. You will be responsible for cleaning door handles, light switches, window catches, 

equipment, toilet handles and seats, wash basins and all surfaces likely to be used 

during your period of hire before other members of your group or organisation 

arrive and to keep the premises clean through regular cleaning of surfaces during 

your hire, paying particular attention to wash hand basins and kitchen sinks (if 

used), using either the products supplied (which will be in a clearly accessible 

location) or your own ordinary domestic products. You will be required to clean 

again on leaving and to complete the cleaning log.  Please take care cleaning 

electrical equipment. Use cloths - do not spray! 

 

4. You will make sure that everyone likely to attend your activity or event understands 

that they MUST NOT DO SO if they or anyone in their household has had COVID-19 

symptoms in the last 7 days, and that if they develop symptoms within 7 days of 

visiting the premises they MUST use the Test, Track and Trace system to alert 

others with whom they have been in contact. 

 

5. You will keep the premises well ventilated throughout your hire, with windows and 

doors open as far as convenient. You will be responsible for ensuring they are all 

securely closed on leaving. 

 

6. You will ensure that no more than 8/12 people attend your activity/event, in order 

that social distancing can be maintained. You will ensure that everyone attending 

maintains 2m social distancing while waiting to enter the premises and as far as 

possible observes social distancing of 1m plus mitigation measures when using 
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more confined areas (e.g. moving and stowing equipment, accessing toilets) which 

should be kept as brief as possible. You will make sure that no more than one person 

uses or is waiting to use the toilet at one time. 

 
7. You will take particular care to ensure that social distancing is maintained for any 

persons aged 70 or over or likely to be clinically more vulnerable to COVID-19, 

including for example keeping a 2m distance around them when going in and out of 

rooms and ensuring they can access the toilets, kitchen or other confined areas 

without others being present. For some people, passing another person in a 

confined space is less risky, but for older people that should be avoided. 

 

8. You will position furniture or the arrangement of the room as far as possible to 

facilitate social distancing of 2m between individual people or groups of up to two 

households or 1m with mitigation measures such as: seating side by side, with at 

least one empty chair between each person or household group, rather than face to 

face, and good ventilation. If tables are being used, you will place them so as to 

maintain a distance of at least 2 metres across the table between people who are 

face to face e.g. using a wide Ushape.  

 

9. You are asked to keep a record of the name and contact telephone number or email 

of all those who attend your event for a period of 3 weeks after the event and provide 

the record to NHS Track and trace if required. 

 

10. You will be responsible for the disposal of all rubbish created during your hire, 

including tissues and cleaning cloths, using the rubbish bags and by placing in the 

bins located at the back of the church behind the side gate. 

 

11. You will encourage users to bring their own drinks and food.  You will not be 

permitted to use the kitchen in the hall. 

 

12. We will have the right to close the hall if there are safety concerns relating to COVID-

19, for example, if someone who has attended the hall develops symptoms and 

thorough cleansing is required or if it is reported that the Special Hiring Conditions 

above are not being complied with, whether by you or by other 

hirers, or in the event that public buildings are asked or required to close again. If 

this is necessary, we will do our best to inform you promptly and you will not be 

charged for this hire. 

 

13. In the event of someone becoming unwell with suspected Covid-19 symptoms while 

at the hall you should remove them to the designated safe area which is on the 

bench in the garden of the church facing Sea Lane. Provide tissues and a bin or 

plastic bag, and a bowl of warm soapy water for handwashing. Ask others in your 

group to provide contact details if you do not have them and then leave the 
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premises, observing the usual hand sanitising and social distancing precautions, 

and advise them to launder their clothes when they arrive home. Immediately inform 

Geoff Oliver, geoffrey_oliver@ntlworld.com  01903 240540 

 

14. Live performances e.g. drama, music are not permitted at present. This is in order to 

avoid risk of aerosol or droplet transmission. For the same reason you must take 

steps to avoid people needing to unduly raise their voices to each other, e.g. refrain 

from playing music or broadcasts at a volume which makes normal conversation 

difficult. 

 

15. You will ask those attending to bring their own equipment and not share it with other 

members or you will avoid using equipment, which is difficult to clean, as far as 

possible. You will ensure that any equipment you provide is cleaned before use and 

that no equipment is left in the hall.  

 

 

 

PART B 

 

Poster to be displayed in hall 

HELP KEEP THIS HALL COVID-19 SECURE 

 

1. You must not enter if you or anyone in your household has COVID-19 symptoms. 

 

2. If you develop COVID-19 symptoms within 7 days of visiting these premises alert 

Test, Track and Trace. Alert the hall cleaner on [insert a contact number] and alert the 

organiser of the activity you attended. 

 

3. Maintain 2 metres social distancing as far as possible: Wait behind the marked lines 

as you go through the entrance hall to your activity and observe the one-way system 

marked. 

 

4. Use the hand sanitiser provided on entering the premises. Clean your hands often. 

Soap and paper towels are provided. 

 

5. Avoid touching your face, nose, or eyes. Clean your hands if you do. 

 

6. “Catch it, Bin it, Kill it”. Tissues should be disposed of into one of the rubbish bags 

provided. Then wash your hands. 

 

7. Check the organisers of your activity have cleaned door handles, tables, other 

equipment, sinks and surfaces before you arrived. Keep them clean. We [do our best 

to/cannot] clean all surfaces at the hall between each hire. 

mailto:geoffrey_oliver@ntlworld.com
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8. Take turns to use confined spaces such as corridors, kitchen and toilet areas. 

Standing or sitting next to someone is lower risk than opposite them. Briefly passing 

another person in a confined space is low risk. 

 

9. Keep the hall well ventilated. Close doors and windows on leaving. 

 

10. Wash your clothes when you get home to reduce risk of transmission. 

 

 

 

 

This hall was last cleaned at [insert time] am/pm/eve on [insert date] a 
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S  Mary’s &            

S  Laurence’s 

  

The Parish Office, 12 Compton Avenue  
Goring-by-Sea 

WORTHING 
BN12 4UJ 

Telephone: 01903 709163  
Email: goring_parish@btconnect.com 

Charity Number: 1131418 
 

 

  

The Parish Office, 12 Compton Avenue  
Goring-by-Sea 

WORTHING 
BN12 4UJ 

Telephone: 01903 242525  
Email: goring_parish@btconnect.com 
Internet: www.achurchnearyou.com 

Charity Number: 1131418 
 

 
APPENDIX C - COVERING LETTER FOR REGULAR HIRERS (*Delete as appropriate) 
 
Date:  
 
Address 
 
Dear 
 
Re:  Hire of *St Laurence’s Hall / St Mary’s Church Hall 
 
Thank you for your enquiry regarding hiring *St Mary’s/St Laurence’s Church Hall.  We confirm 
the details of your hire as follows: 
 
Day(s) of the Week: 
 
Start Date:       
 
Times: From:   To:  
 
Charges:  £  per hour Total per session: £ 
 
We confirm that we will invoice you monthly in arrears and it would be appreciated if you could 
make payment by BACS and our bank details are as follows: 
 
Account name:   Goring PCC 

Account number:  40025496 

Sort code:  20- 98-74 
 
 
Please use the reference *St M/Inv No or St L/Inv No. When you have made the payment by 
BACS please could you email that you have made the payment with the details of how much 
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and for which sessions you are paying so that we can reconcile with the receipts in the bank 
account, please email *juliemarlow55@gmail.com/jboffee@gmail.com 
 
For your future information contact details for the hall are as follows: 
  
*Geoff Oliver Hall Bookings  geoffrey_oliver@ntlworld.com 01903 240540 
Julie Marlow Payments  juliemarlow55@gmail.com  
 
*Jennie Boffee Hall Bookings/  jboffee@gmail.com   01903 245235 
    Payments  
    
We are attaching for your reference and review Hiring Agreement together with a copy of our 
Terms and Conditions, our Fire Exit Plan and Safeguarding Policy.  Please read through the 
documents carefully, sign the Hiring Agreement which will form a binding contract and return 
this either by post to the above address or send an email confirming your acceptance and 
agreement to the Terms and Conditions and Safeguarding Policy (if appropriate). 
 
If you have any queries, please do not hesitate to let us know. 
 
Thank you for using our hall. 
 
Yours sincerely 
 
 
*St Laurence’s Church/St Mary’s Church 
 
 
NB – Send out Special Conditions during Covid 19 Pendemic 
  

mailto:geoffrey_oliver@ntlworld.com
mailto:jboffee@gmail.com
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S  Mary’s &            

S  Laurence’s 

  

The Parish Office, 12 Compton Avenue  
Goring-by-Sea 

WORTHING 
BN12 4UJ 

Telephone: 01903 709163  
Email: goring_parish@btconnect.com 

Charity Number: 1131418 
 

 

  

The Parish Office, 12 Compton Avenue  
Goring-by-Sea 

WORTHING 
BN12 4UJ 

Telephone: 01903 242525  
Email: goring_parish@btconnect.com 
Internet: www.achurchnearyou.com 

Charity Number: 1131418 
 

 
APPENDIX C - COVERING LETTER FOR ONE-OFF HIRERS (*Delete as appropriate) 
 
Date:  
 
Address 
 
Dear 
 
Re:  *Hire of St Laurence’s Hall / St Mary’s Church Hall – Ref: 2020-0? 
 
Thank you for your enquiry regarding hiring St Mary’s/St Laurence’s Church Hall.  We confirm 
the details of your hire as follows: 
 
Date:       
 
Times: From:   To:  
 
Charges:  £  per hour Total: £ 
 
Could you please make payment of the full amount by BACS, preferably 28 days prior to the 
booking date.  This will confirm your booking. Our bank details are as follows: 
 
Account name:   Goring PCC 

Account number:  40025496 

Sort code:  20- 98-74 

 
Please use the reference St M/Ref No or St L/Ref No. When you have made the payment by 
BACS please could you email that you have made the payment with the details of how much 
and for which sessions you are paying so that we can reconcile with the receipts in the bank 
account, please email *juliemarlow55@gmail.com/jboffee@gmail.com.  
 

mailto:juliemarlow55@gmail.com/jboffee@gmail.com
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For your future information contact details for the hall are as follows: 
  
*Geoff Oliver Hall Bookings  geoffrey_oliver@ntlworld.com 01903 240540 
Julie Marlow Payments  juliemarlow55@gmail.com 
   
*Jennie Boffee  Hall Bookings/  jboffee@gmail.com   01903 245235 
   Payments 
 
We are attaching for your reference and review Hiring Agreement together with a copy of our 
Terms and Conditions, our Fire Exit Plan and Safeguarding Policy.  Please read through the 
documents carefully, sign the Hiring Agreement and return this either by post to the above 
address or send an email confirming your acceptance and agreement to the Terms and 
Conditions and Safeguarding Policy (if appropriate). 
 
If you have any queries, please do not hesitate to let us know. 
 
Thank you for using our hall. 
 
Yours sincerely 
 
 
*St Laurence’s Church/St Mary’s Church 

 
 
 
 
 
 
 

NB – Send out Special Conditions during Covid 19 Pandemic 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:geoffrey_oliver@ntlworld.com
mailto:jboffee@gmail.com
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S  Mary’s &            

S  Laurence’s 

  

The Parish Office, 16 Ilex Way  
Goring-by-Sea 

WORTHING 
BN12 4UZ 

Telephone: 01903 709163 
Email: goring_parish@btconnect.com 

Website: www.goringparish.org 
Charity Number: 1131418 

 

 
APPENDIX D 

 

SAFEGUARDING POLICY – PARISH OF GORING-BY-SEA 
 

OUR COMMITMENT 
 
Safeguarding at St Mary’s and St Laurence’s.  The Parochial Church Council of Goring-by-Sea, 
incorporating the churches of St Mary and St Laurence, has a Policy for Safeguarding Children, 
Young People and Vulnerable Adults. We take safeguarding very seriously and are committed to 
providing a safe and caring environment for children, young people and vulnerable adults, 
protecting their rights and protecting them from harm. Our full policies and procedures are 
available for all to see, please see the second page of this document. Regular training on 
safeguarding matters is provided and relevant DBS checks are undertaken as required. If you 
have any concerns about the welfare of someone, whatever age or are concerned about 
anything that happens within our Churches, please contact our Safeguarding Officer: 
Alison Evans on 01903 503905 or email alison.evansm3195064@hotmail.co.uk . 
 
Alternatively you can contact the Diocesan Safeguarding Advisor:  
Jason Tingley on 01273 425030 / 02384 258054 
 
If you think an Adult or Child is in immediate danger, call the police on 999. 
  
The Diocesan website contains more information:  
www.chichester.anglican.org  
 
Also available from the Parish Office is a booklet entitled Parish Safeguarding Handbook. 

mailto:alison.evansm3195064@hotmail.co.uk
http://www.chichester.anglican.org/
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Other Useful Contacts 

  If you are a child and you need to talk to someone about things that are happening to you 
that you don’t like, please click on this link which takes you the Childline website, or telephone 
Childline on 0800 1111 https://www.childline.org.uk/ Kidscape: 020 7730 3300 
 

  If you are an adult and you need to access support about something that is happening to you, 
please click on this link to find out how you can do that. Scroll down to find links to various 
support organisations for you to contact.  
https://safeguarding.chichester.anglican.org/Ihavebeenabused/ Care Point: 01243 642121  
 

 If you need to contact the Diocesan Safeguarding Team, please click on this link. 
https://safeguarding.chichester.anglican.org/contacttheteam/ 
 

  If you need to report a safeguarding concern to the statutory authorities in Sussex, please 
click on this link, click on the option on the left that most describes the situation you are 
concerned about, and follow the advice and further links you find there. Please remember to 
contact the Diocesan Safeguarding Team as well once you have contacted the statutory 
authorities. https://safeguarding.chichester.anglican.org/whatdoidoif/ Ecclesiastical Parish of 
Goring - By Sea. 
 
As members of this PCC we are committed to the safeguarding, care and nurture of all our 
members. We recognise that safeguarding is everyone's responsibility.   
 
We are committed to implementing all safeguarding policies and practice guidance issued by 
the House of Bishops.  
 
We will carefully select and train all those who work or volunteer in positions of trust.  
 
We will use the Disclosure and Barring Service, amongst other tools, to check the background of 
each person.  
 
We will respond, without delay, to every concern made that a person for whom we are 
responsible may have been harmed.  
 
We will co-operate fully with statutory agencies during any investigation concerning a member 
of the church community.  
 
We will seek to ensure that anyone for whom we have pastoral responsibility who has suffered 
abuse is offered support that meets their needs.  

https://safeguarding.chichester.anglican.org/contacttheteam/
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We will respond appropriately to those who have committed sexual offences who wish to join 
our fellowship, following House of Bishop's guidance and the advice of the Safeguarding Team.  
 
We will review this policy annually and as part of this process will ensure that all our 
procedures, particularly in relation to the Disclosure and Barring Service, are up to date.  
 

THE HIRER’S COMMITMENT 
 
The Hirer’s booking agreement is conditional upon complying with the Policy for Safeguarding 
Children, Young People and Vulnerable Adults unless they already have an equivalent policy of 
their own. 
 
The Hirer is required to ensure that children, young people and vulnerable adults are protected 
at all times, by taking all reasonable steps to prevent injury, illness, loss or damage occurring; 
and that full liability insurance is in place for this. 
 
In particular this means: 
 

 The Hirer will comply with the Parish of Goring-by-Sea Safeguarding Policy for children 
and young people or vulnerable adults unless they already have an equivalent. 

 The Hirer will recruit safely all current paid and voluntary workers who work with 
children and/or vulnerable adults by obtaining satisfactory disclosures from the 
Disclosure and Barring Service where eligible and keeping records of dates and 
disclosure numbers indefinitely; 

 The Hirer will keep a list of the names of all paid and voluntary workers with regular and 
direct contact with children/vulnerable adults and update it annually; 

 The Hirer will always have at least two leaders over the age of 18 years in any group of 
children and young people, no matter how small the group. 

 No person under the age of 18 years will be left in charge of any children or young 
people of any age; 

 No child or group of children or young people should be left unattended at any time; 

 A register of children, young people or vulnerable adults attending the activity will be 
kept securely.  This will include details of their name, contact details of 
parent/guardian/carer etc., date of birth and next of kin; 

 The Hirer will immediately (within 24 hours) inform the Parish Safeguarding Officer of 
the occurrence of any incidents or allegations of abuse or causes of concern relating to 
members or leaders of their organisation, and contact details for the person in their 
organisation who is dealing with it. 
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The Parish Safeguarding Officer for St Mary’s and St Laurence’s Churches is 
Alison Evans on 01903 503905 or email alison.evansm3195064@hotmail.co.uk  

 
 

Agreed Annually by the PCC at the AGM and signed by relevant officers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:alison.evansm3195064@hotmail.co.uk
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APPENDIX E – FIRE EXIT PLAN 
FOR ST LAURENCE CHURCH HALL 

 

 
 
 
 

 
 

  



THE PARISH OF ST MARY’S AND ST LAURENCE’S CHURCH 
GORING-BY-SEA 
LETTINGS POLICY 

FOR CHURCH BUILDINGS AND HALL 
 

39 
 

APPENDIX E 
CHURCH HALL FIRE AND EVACUATION PROCEDURE 

 
Address:   St Mary’s Church Hall, 16 Ilex Way, Goring-by-Sea, BN12 4UZ. 
Hall Telephone Number: 01903 506674 
 
NB. No person is expected to take risks whilst carrying out any duties described within this 
procedure. Persons should not use fire fighting equipment unless the fire is of minor 
proportions and they are competent in their use. 
 
1. Responsibilities 
Hirer of principal user of the hall: 

 To be aware of the location of the fire exits from the building and to ensure that these 
are not locked or obstructed in any way whilst using the hall. 

 To be aware of the location of the fire extinguishers within the building and to ensure 
that these are not moved or misused during the hire period. 

 To ensure that the No Smoking policy for the hall is enforced. 

 That they are aware of where the Primary Evacuation Point is located. 

 Ensure, if practicable, that all persons have left the hall. 

 Keep persons who have evacuated together and ensure in particular that young persons 
do not wander away from the area. 

 
2. If you discover a fire. 

2.1 Make everybody using the hall aware that there is a fire. 
2.2 Ensure that somebody rings 999 or 112 and that the fire brigade and any other 

emergency services are requested as deemed necessary.  Make it clear what the 
situation is, if any persons are in potential danger and the location of the building which 
is:  St Mary’s Church Hall, 16 Ilex Way, Goring-by-Sea, BN12 4UZ. 

2.3 Ensure all persons leave the hall by the nearest fire exit and go to the Primary 
Evacuation Point, which is located in the churchyard east of the Church Hall. 

2.4 If the fire is of minor proportions and you are competent in the use of fire extinguishers 
attempt to extinguish the fire. 

2.5 Persons must not re-enter the building until the all clear is given by the fire brigade. 
 
 
21/9/20 Version 5 
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