St Luke’s Church
Blackbrook Road,
Lodge Moor,
Sheffield S10 4LQ

PREMISES HIRE BOOKLET
and
FORMAL HIRE CONDITIONS
for
PRIVATE HIRERS

St Luke’s is the local Anglican, Baptist, Methodist and
United Reformed Church in Lodge Moor
Registered Charity No.1136795

A range of activities for all age groups take place at
St Luke’s every week. Check out the Information boards in
the foyers for details.

April 2013

Thank you for booking St Luke’s Church Centre
The information and guidelines in this booklet will help
you to make the most of your visit.
You have the use of the _____________________________
On ____________________

___ / ___ / ______

From ___________ To ___________
For ______________________________________________
Hire Charge £____________
(Payment in cash or by cheque. Please make cheques payable to St Luke’s Church)

Please collect the keys from Janet Else on________________
between ________ and ________

In the event of any problems connected with your use of the
premises please contact the Booking Secretary:
Janet Else:

0114 230 5694
(12 Peterborough Rd S10 4JE)

who is also your contact point in the event of an emergency,
along with the Churchwardens whose contact details are on the
notice board in the foyer at the front of the premises.
Our formal Conditions of Hire are set out on
pages 9 -11 of this booklet

We hope your event runs smoothly
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FIRE SAFETY
We want you and your guests to be safe whilst using the premises so please read this section
carefully.
 on arrival at the premises you should:
familiarise yourself with the layout of the premises and the
Emergency Exits. The Centre’s emergency evacuation procedure is
displayed by the external Fire Exits.
note the location of the fire fighting equipment and familiarise yourself with the
operating instructions.
note the location of the red fire alarm call points.
 ensure all Emergency Exits and escape routes are clear and kept clear and fire doors kept
closed at all times. Do not obstruct escape routes with furniture and equipment.
 you may not be the only user of the premises. Make yourself known to others on the premises
so that there can be some coordination in the event of an emergency evacuation.
 the FIRE ASSEMBLY POINT is by the tree adjacent to the car park entrance off Blackbrook
Drive.
 If your event is being held in the Worship Area and additional audience seating is required it
must be placed strictly in accordance with the enclosed “Worship Area Chair Plan.” Further
additional seating is not permitted.
Action in the event of a fire: on discovering a fire:
 activate the fire alarm by ‘hitting’ the nearest alarm call point.
 evacuate your group / party from the premises to the Assembly Point via the safest fire exit
route and Emergency Exit door.
 do not use the chair lift sited in the car park entrance lobby.
 check all members of your group/ party are present. Ensure no one re-enters the premises
without appropriate permission.
 call the Fire Brigade.- use a mobile phone — DIAL 999. If a mobile phone isn’t available and
it’s safe to do so, use the telephone in the car park entrance lobby. If all else fails, get a
neighbour to make the call.
 provide the emergency services with our Post Code: S10 4LQ.
 if the alarm has been activated by some other user group immediately arrange evacuation as
above.
 ensure a responsible person is positioned in Blackbrook Drive to prevent cars entering or
leaving the car park until safe to do so and to await the arrival of the Fire Brigade.
 be aware of those in your group / party who may need particular assistance—the elderly,
disabled, children, etc.
 there may be those who panic. Try to keep people calm and supervise the orderly and
speedy evacuation to the assembly point.
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HEATING
 Worship Area: the Booking Secretary will ensure any necessary heating is attended to.
 Hall, Lounge and Meeting Room: the heating for each room is separately controlled - see
enclosed plan for location of heating control switches. The heating may be turned on for the
length of time the room is being used - it turns off automatically at the end of the selected
time. Please do not touch the controls on the wall mounted fan heaters in the Hall and Foyer.
 Upper Meeting Room: the temperature is controlled by the thermostatic valves on the
radiators. If you alter the settings, please return them to
before you leave. If the room is
still not warm enough set the timer.
HOUSEKEEPING
 If you remove any tables and chairs from the Chair & Table Store, please return them after
use, following the instructions on the plan on the reverse of the store door. Tables and chairs
in other areas should be left as found.
 If your event has been held in the Worship Area please return chairs to their original position
as shown on the enclosed plan unless instructed otherwise.
 Please leave floor surfaces clean. The Hall and Lounge should be swept and carpeted areas
should be vacuumed as necessary. Cleaning equipment is to be found in the Cleaners Store. If
using the Upper Meeting Room there is a vacuum cleaner in the store room. Please return all
cleaning equipment after use and leave the area tidy.
 Check the toilets are flushed and left clean and tidy and taps turned off.
 If using the kitchen, read the check lists and wash and return all used crockery, etc. to its
correct place. Please note, the kitchen must only be used for the preparation of food and drink.
 It would be helpful if you could take your rubbish home with you. If this is not possible you can
make use of the external bins adjacent to the car park. The key to the grey bin is on a hook to
the left of the external door from the kitchen. PLEASE REPLACE IT AFTER USE.
GENERAL
 The person making the booking or his/her nominated representative is responsible for the
behaviour and safety of his/her group for the duration of the booking.
 The Church Trustees cannot be held responsible for users’ property brought onto the premises
nor for any vehicles brought onto the car park.
 Gambling is not allowed on the premises.
 Smoking is not allowed anywhere on the premises or in the garden area.
 Alcohol: users are requested to respect the Church’s views on the abuse of alcohol and drink
in moderation. Alcohol may not be sold on the premises without an unopposed Temporary
Events Notice being duly served on the appropriate authorities.
 Please do not interfere with or deface any notice boards. No pins, Blutac or sellotape to be
used except in the Hall where Blutac can be used on the two vinyl walls.
 The play equipment in the garden area is the property of St Luke’s Pre-School Nursery and its
use is not included in the premises hire.
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GENERAL (cont’d)
 The premises are not licensed to receive TV broadcasts.
 Please report any damage to the premises or its contents or any problems and incidents
(including accidents) to the Booking Secretary.
 Please note that all breakages must be paid for.
 Car Parking: please respect our neighbours and park considerately. Do not block any
driveways and park well away from road junctions so as not to impair visibility.
 Disabled Parking: there are two designated spaces, clearly marked in the car park.
Please ensure these are kept free for those who have a legitimate need to use them.
 Noise: when leaving the premises, particularly if late at night, please keep noise to a
minimum so as not to disturb our neighbours.
 If you bring portable electrical appliances onto the premises you must ensure they are
safe and suitable for their intended use. Unless such appliances are privately owned, they
should have a current PAT test and be labelled accordingly.
 The First Aid box and Accident Book are in the kitchen by the external door. Please
record ALL accidents by completing the Accident Report Form in the book. After filling in
the Form, please detach it from the pad and put it in the BLUE post box in the corridor
running between the Hall and the front entrance to the premises.
BEFORE LEAVING THE PREMISES
 Check all lights are turned off.
 Close any windows opened during use.
 Ensure everything has been cleared away and left clean and tidy.
 If you have been using the Upper Room, please ensure the thermostatic valves on the
radiators are set to
 Check that all outside doors, including Emergency Exit doors, are locked/secured. Leave
internal doors as found, either locked or unlocked.
AND FINALLY
 Please make sure you take away with you anything you brought onto the premises.
 Please return the premises key(s) to the Booking Secretary as agreed.

Thank you
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KEY TO SYMBOLS USED IN THIS DOCUMENT
FIRE EXTINGUISHER(S)

HEATING CONTROLS

EMERGENCY EXITS

FIRE ALARM CALL POINTS
Maximum Number of Persons per Room
Worship Area
Hall
Meeting Room

300 ( for concerts this figure includes both audience and performers)
80
10

Lounge
Upper Meeting Room

40
35

See No.19 in the Conditions of Hire on page 11 of this booklet)

Licensing Act 2003 The Centre has the benefit of a Premises Certificate issued under the
Act which permits:
1. Provision of regulated entertainment indoors being:
a) Plays
b) Films
c) Live music
d) Recorded music
e) Performance of dance
f) Anything of a similar description to that falling within c), d) or e)
2.
a)
b)
c)

Provision of entertainment facilities for:
Making music
Dancing
Entertainment of a similar description falling within a) or b)

From Sunday to Saturday between the hours of 07:00 to 23:00
See No.15 in the Conditions of Hire on page 10 of this booklet)
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FORMAL HIRE CONDITIONS
CONDITIONS OF HIRE OF ST. LUKE’S CHURCH CENTRE (“the Centre”)
In these Conditions:
“The Premises” shall mean those parts of the Centre as are specifically referred to on Page 2
of this booklet.
“The Hirer” shall, unless the context otherwise dictates, mean both the hirer of the Premises
and any responsible person authorised by the Hirer to act on his behalf who must be
conversant with these hiring conditions.
Words importing the masculine include all other genders and words importing the singular
include the plural and vice versa.
The Hirer, who confirms that he and any responsible person authorised to act on his behalf are
(or will on the day of the hire be) at least 21 years old, hereby agrees that he:
1. will pay the hire charge specified on Page 2 of this booklet on collection of the keys from
the Booking Secretary (to be arranged at a mutually agreed time);
2. will be present throughout the period of hire and responsible for the good order and care
of the Premises and the behaviour of all persons in his group or party;
3. will report any damage to the Premises or damage to or breakage of the equipment,
furnishings or other contents which may be apparent at the start of the period of hire or which
may arise during the period of hire to the Booking Secretary as soon as possible after use and,
if requested in writing by the Booking Secretary, will pay the cost of repairing damage to the
Premises and equipment or breakages occurring during the period of hire;
4. will not enter the Premises prior to the commencement of the period of hire (specified on
Page 2 of this booklet), will not enter any other part of the Centre or the Church premises
during the period of hire except for the purpose referred to in Conditions 7 & 8 hereof and will
vacate the Premises on or before the end of the period of hire, ensuring that all preparation
and clearing up takes place within the period of hire;
5. accepts responsibility for the safety and security of all property brought onto the Premises
by him and all persons in his group or party, as St. Luke’s Church does not accept
responsibility for the safety or security of users’ property;
6. will ensure that any privately owned electrical appliance or equipment brought onto the
Premises by him or by any person in his group or party is safe and suitable for its intended
use and that any such electrical appliance or equipment which is not privately owned has
been properly PAT tested and is labelled accordingly and will also ensure that any such
appliance or equipment is used in a safe manner;
7. will ensure that, prior to use, he will familiarise himself with the layout of the Premises, the
fire safety features (particularly the position of the fire exits, exit routes and fire extinguishers)
and fire evacuation procedure described in the notices displayed near to the external exit
doors;
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8. will take all necessary precautions to minimise the risk of fire breaking out on the Premises
and accepts responsibility for compliance with the fire safety procedures and guidance referred
to on Page 3 of this booklet and in the notices and signage displayed in the Premises.
9. will ensure that the Premises are safe for the purpose for which he intends to use them
and accepts responsibility for any accident or injury arising out of the activity or event for which
he has hired the Premises;
10. will, as soon as possible, record any accidents or incidents occurring in or about the
Premises which caused or might have caused personal injury in the Accident Book (see Page 5
of this booklet for the location of the Accident Book and first aid box and the procedure to be
followed when recording an accident) and, in the absence of any qualified first aider, take
charge of any accident situation ensuring, if appropriate, that the emergency services are
summoned as quickly as possible or that the injured person(s) is/are taken to the nearest
hospital accident and emergency department. The hirer may use the telephone in the Hall foyer
but should at all times endeavour to have in his possession a mobile phone for use in an
emergency and, in addition to contacting the emergency services, should also inform the
Booking Secretary or one of the Churchwardens should the Booking Secretary not be available;
11. will, as soon as possible, report any defect in the fabric of the Premises or in its furnishings
and equipment which has caused or might cause injury or damage to users of the Premises or
their property to the Booking Secretary;
12. will ensure that no smoking or gambling takes place on the Premises;
13. will ensure that without the consent of the Booking Secretary (a) no alcohol is brought onto
the Premises and (b) no licence is applied for or temporary events notice is given in respect of
the Premises;
14. will ensure that any alcohol brought onto the Premises with the consent of the Booking
Secretary is not sold to any members of his group or party or to any other users of the Centre
and is only consumed in moderation;
15. will ensure that no regulated entertainment is provided other than the permitted
entertainment specified on Page 7 of this booklet;
16. will ensure that the Premises are used only for the purpose specified on Page 2 of this
booklet and will not be used in a manner which might disturb, annoy or cause a nuisance to
other users of the Centre or of other parts of the Church premises or to the occupiers of
neighbouring houses or which might invalidate or adversely affect any of St. Luke’s Church’s
insurance policies (whether on the Centre or on the Church and their contents or in respect of
public liability or otherwise);
17. will indemnify St. Luke’s Church against claims for damages and loss arising directly or
indirectly out of his use (and that of persons in his group or party) of the Premises;
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18. will permit the Booking Secretary and Churchwardens and any person authorised by
them to enter the Premises during the period of hire to view the Premises and ensure that
these Conditions are being complied with;
19. will observe and comply with all rules and regulations made by St. Luke’s Church from
time to time relating to the use of the Premises provided such rules and regulations have first
been brought to his attention or to the attention of the responsible person authorised by him to
act on his behalf and, in particular, will ensure that the number of people in his group or party
using any of the rooms referred to on Page 7 of this booklet does not exceed the maximum
number of people specified in respect of such rooms;
20. will ensure that, if the kitchen in the Premises is used,
a. food will not be cooked or prepared in the kitchen without the consent of the Booking
Secretary;
b. if food is cooked or prepared in the kitchen, the hygiene and other health and safety
requirements as detailed in the various notices displayed in the kitchen are strictly
observed and complied with;
21. will ensure that at the end of the period of hire the Premises are left in a secure, clean
and tidy condition in accordance with the provisions for clearing up, cleaning and
securing set out in Pages 4 and 5 of this booklet;
22. will return the keys to the Booking Secretary immediately after the end of the hire period
unless otherwise agreed with the Booking Secretary;
23. and other members of his group or party using the Church car park off Blackbrook Drive
a. share the car park with other Centre and Church users
b. use the car park at their own risk and
c. must exercise the utmost care for the safety of pedestrians and other users whilst
parking and entering and leaving the car park. St. Luke’s Church accepts no
responsibility for the safety of cars or other vehicles parked in this car park or of any
property left inside them;
24. is aware of and accepts his responsibility during the period of hire for protecting and
safeguarding any children, young people and adults in his group / party from physical,
emotional, spiritual, financial and sexual abuse and from neglect and to report any such
abuse that he discovers or suspects.
25. will ensure that the Premises are not used in a manner which might damage or impair the
reputation of St. Luke’s Church or its members or which may be unlawful

- - - 0 00 - - -
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USERS’ NOTES

If you’ve enjoyed using our premises,
do tell others!
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - We welcome feedback . If there is anything you would like to comment on, good or not so good, please
jot down details here, detach and pass to the Booking Secretary when returning the keys.
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