St Thomas’s House – Terms of Letting
PLEASE KEEP A COPY FOR YOUR REFERENCE 
1. The notices concerning Fire Regulations which are displayed on the premises must be read and complied with by the Hirer.
2. The Hirer of the room must not use it for the performance in public of any dramatic or musical work or for the delivery in public of any lecture in which copyright subsists without the consent of the owner of the said copyright, or in any other manner infringing any subsisting copyright, and the Hirer must indemnify the Parochial Church Council by signing an undertaking against all sums of money which the Council have to pay by reason of any infringement of the copyright during the period of hire covered by this agreement.

3. No means of illumination or lighting effects other than those provided is allowed.

4. The use of ladders inside the buildings will not be permitted.
5. No furniture or equipment may be moved from the building without permission.

6. The Parochial Church Council does not accept responsibility for loss or damage sustained to any property belonging to the Hirer of the room or for personal injury.

7. Hirers are responsible for arranging their own personal liability insurance cover and will be required to provide evidence of such cover.
8. Nails, drawing pins or screws are not to be driven into walls or woodwork and the use of adhesive tape and blue-tack is prohibited. The Parochial Church Council will hold the Hirer responsible for any damage to the buildings or their contents.
9. Time for setting up and clearing away of the Room must be included in the Hire Times.
10. In the event of the Hirer being unable to fulfil his/her commitment of Hire, he/she may be required to pay in full the cost of the letting, unless at least five days’ notice of cancellation has been given to the Parish Manager.

11. The Hire Charge must be paid at least 2 weeks before the booking commences, or on collection of the keys unless special arrangements for payment have been made with the Parish Manager.

12. All music must cease at 11.00pm and the Room vacated by 11.30pm.
13. If you are the last people to leave the building, please ensure both locks on the main entrance door are locked. All windows and fire doors must be closed and lights off.
14. Keys may be collected during office opening hours and must be returned immediately after use either by returning to the parish office or by posting in the main letter box where they will be secure.
15. All Rooms – Hall, Kitchen Entrance Lobbies, toilet Areas are NON-SMOKING.
16. Unsold articles from bazaars, jumble sales, etc. must be removed by the Hirer immediately on the termination of the letting.  All bottles, including milk bottles, containers and other rubbish must be removed from premises. The Canterbury room must be cleared away, all tables and chairs neatly stacked at the back of the room. The kitchen and contents [including cooker, fridge, microwave, dishwasher and all kitchen utensils] must be left in a clean and tidy condition. If cleaning by staff is required, a charge will be levied against the Hirer.
PLEASE TAKE ALL RUBBISH AND RECYCLING HOME WITH YOU AND LEAVE THE ROOM AS YOU WOULD WISH TO FIND IT, THANK YOU
The WiFi network is TNCAPE5EC31, the code is 391C4FD65D and the inner security door code is ‘1238 Enter’

Extra Facilities available (by arrangement): - Flip Chart, Printing/photocopying black and white from 10p each side, colour 25p each side.
PLEASE COMPLETE AND RETURN THE FORM BELOW:
This form of Application and Indemnity must be completed and returned together with evidence of Public Liability insurance (where applicable) before a booking will be recorded. 



DATES OF HIRE: 
NAME/ORGANISATION: 

ADDRESS:          
ROOM(S): 
for the purpose of: 
I shall require the room(s) from:                        AM/PM to:                               AM/PM
KITCHEN: YES/NO 
I undertake to abide by the Terms of the Letting, a copy of which has been supplied to me. 
I undertake to pay the letting fee on collection of the keys – if letting for one day only, otherwise as by arrangement with the Parish Manager.
NAME OF HIRER:
EMAIL ADDRESS: 
TELEPHONE: 
SIGNATURE …………………………………………. DATE ……………………………………….
PLEASE COMPLETE ABOVE AND RETURN THIS FORM, PREFERABLY BY EMAIL, TO:

The Parish Manager: office@stthomassalisbury.co.uk 

Or by post to: St Thomas’s House, St Thomas’s Square, Salisbury SP1 1BA 
Our preferred method of payment is direct to our bank account as follows:

RBS - St Thomas’s PCC 12184123 - Sort code 16 00 21
Please mark payment with reference: Invoice number
For further information & bookings email: office@stthomassalisbury.co.uk
or (01722) 322 537 The office is open Monday - Friday 9.00 am – 1.00 pm
Website: www.stthomassalisbury.co.uk
