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Community Rooms: Conditions of Hire
1. Rooms
Two Rooms available for hire together: the main hall and a smaller room behind.  Seated capacity of the main hall is 40-45.  There is also a kitchen and toilets (one disabled). 
Hire includes use of the kitchen, including use of crockery etc. for making beverages and light refreshments. We ask for items used to be left in the condition found.
Please speak to the Bookings Officer if you expect to use the heating. 
A hearing loop system is available.   

2.       	Insurance   
 
Regular hirers and non-church groups who use the rooms more than 3 times a year must take out their own public liability insurance: this is a condition of our insurers.  Proof of public liability insurance will be required.  
Individuals or groups, public or private, hiring the rooms for up to 3 times a year are covered for public liability by the Church’s insurance policy.
St Leonard’s Church groups have public liability insurance as part of the Church’s insurance policy.           

3. 	The Key
The key can be picked up from the Bookings Officer at a mutually agreed time. Please contact during the week before your event to agree a time to collect the key. It must be returned to the Bookings Officer within 24 hours of the event.

4. 	Responsible person

Hirers must nominate a responsible person who will take responsibility for all that happens during the hire. For regular users, one person must be named who will be present on each occasion of the booking.  The responsible person will be responsible for the key, opening up, turning the heating on and off, locking up, tidying up and leaving it in the condition they found it.

5. 	Cleaning

Please ensure that you tidy up after your let.  If, in the view of the Bookings Officer, additional cleaning is required after a let St Leonard’s reserve the right to charge extra for this.

6.   	Opening Hours

The rooms are available between 08:00am and 10:30pm.

Activities will however be required to end by 10:00pm allowing time for people to leave and the room to be cleaned.
7. 	Damage

Is to be reported and paid for. Do not simply replace what is damaged.

Please report immediately to the Bookings Officer if the condition of any of the rooms on arrival is unacceptable.

8.      	No Smoking

There is to be no smoking in any part of the Community Rooms.

9.     	Alcohol

The building is the property of the Methodist Church.  Alcohol must not be sold on the premises.            

10. 	Safety

There is an accident book in the kitchen drawer.  Any accidents other than minor ones should be recorded in the accident book.

Note position of fire extinguishers (main hall), fire blanket (kitchen) and First Aid kit (disabled toilet).

All leaders should have an emergency plan in case of fire in any of the rooms.  For regular users a fire drill is advisable occasionally.

11.    	Electrics

In the event of the electrics failing (in part or whole), the electric trip switches are located in the small cupboard on the left-hand side of the front door.  Another set of switches are located on the left as you enter the small room. 

Electrical equipment used in the Community Rooms is checked and certified as required by our insurers.  Groups are asked to ensure their equipment is in good condition and to have it checked annually

12.    	Safeguarding
You are required to ensure that children, young people and vulnerable adults are protected, by taking all reasonable steps to prevent injury, illness, loss or damage occurring.  The Ecumenical Church Council of St Leonard’s Church has a Policy for Safeguarding Children, Young People and Adults at risk, available on the church website via this link: https://www.littledownhamchurch.org/policies.html and on the Community Rooms noticeboard.  Your booking agreement is conditional upon you complying with it unless you already have an equivalent policy of your own.

All regular (more than 3 bookings a year) groups involving children (under 18) and/or vulnerable adults are asked to submit their Safeguarding Policy to the Bookings Officer at the time of booking and to ensure that the correct ratio of adult leaders to children is always adhered to. The group organiser must ensure that all paid and/or voluntary workers working with children/vulnerable adults are Disclosure and Barring Service (DBS) checked.  

13. 	Consideration for others
Please ask your guests to leave quietly at the close of your event. Car doors banging and loud talk are disturbing to the local residents.

Please leave the rooms clean and tidy. Tables should be wiped clean and returned to the store cupboard.  All refuse should be tidied up and taken home: there are very limited facilities for waste disposal.  Also ensure that all heaters and lights are OFF on leaving.

14.	Hire Costs and Payment
The timings of the booking must allow for set up and clearing up time to be included.
Session rate: Currently £10 per hour.  From 1 September 2025, £12 per hour. 

Payment should be made in advance. Bank transfer is preferred, cash or cheque by agreement. 
BACS details as follows: 
Account name: St Leonard’s Church   
Sort Code: 30-93-05    
Account no: 00152955
Reference: Community Rooms

Cheques should be made payable to ST LEONARD’S CHURCH, LITTLE DOWNHAM. No further bookings can be made until payment has been received in full. Repeated failure to pay in a timely fashion may lead to refusal of future bookings.

15.      Storage 

There are no storage facilities.  Please do not leave items behind.

16 	Rubbish

Please take all your rubbish home with you. Items for recycling may be put in the recycling bin outside the side door.

17 	Comments 

Any comments or queries regarding your hire should be addressed to the Bookings Officer.
George Jenkins: gpjenks3@outlook.com  01223 699632 or 07904 381914


We wish you a happy and successful function. 
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