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Terms and Conditions of Hiring St Mary’s Church Hall and/or 
St John's Church or Room Walton-on-Thames 

 
 

Letting Policy 
It is the policy of St Mary’s and St John's to encourage the use of its facilities, by a wide variety of 
members of the local community. Both regular and one-off bookings are welcome although, as the 
buildings are part of a centre for Christian worship, lettings will only be made to organisations whose 
aims and values are not contrary to the spiritual mission of the church. We would particularly like to 
draw your attention to the housekeeping section below. 
 

Church Precedence 
The Church Hall/Room is primarily for the use of the Church whose requirements take precedence 
over any other user. Bookings by any other user may be cancelled at the absolute discretion of the 
Hall Booking Manager to allow Church use of Hall/Room. The Hall Booking Manager may cancel 
such a booking only where it is reasonable to do so, and only after giving adequate notice of intention 
to the user of no less than one month. 
 

Making Bookings 
Organisations and individuals must complete a booking form and return it to the Hall Booking 
Manager, with the full fee and deposit before a booking is confirmed. The Hirer, as identified on the 
booking form, must ensure these conditions are drawn to the attention of their guests, and are 
complied with. 
 

Charges 
Charges are set out on a Schedule of Charges. All charges are subject to the discretion of the PCC. 
 

Cancellations 
If a booking is cancelled with notice of 30 days and over, a full refund will be given. Notice of 10-29 
days, a 50% refund will be given and notice of 9 days and under no refund will be given. 
 

Times of Bookings 
Bookings are for specific time periods and the times on the booking form must be adhered to. 
Bookings must end by 12.00 midnight unless agreed in writing on the booking form by the Hall 
Booking Manager. 
 

Insurance 
The hirer shall indemnify St Mary’s/St John's against any damages, liabilities, costs or losses arising 
out of any misuse of the Hall/Room. It is the duty of the Hirer to decide what constitutes adequate 
insurance for their use of the Hall/Room and to arrange insurance, notably if using 3rd party 
entertainers or equipment. 
 

Advertising 
Users must NOT advertise their use of the Hall or sell tickets at the door without prior written 
permission from the Hall Booking Manager. 
 

Safeguarding Children and Vulnerable Adults 
You are required to ensure that children and vulnerable adults are protected at all times by taking 
reasonable steps to prevent the occurrence of any injury, loss, damage or harm. The Diocese of 
Guildford provide safeguarding guidelines for all Users where children up to 18 years old make use 
of the Hall. You can find these either at cofeguildford.org.uk or there is via the link on the Church 
website. You also agree to comply with current national legislation and the relevant National 
Governing Body guidelines in respect of children and vulnerable adults. 
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Access, Health 
All exits, especially Fire Exits and Fire escape routes, MUST BE KEPT CLEAR OF 
OBSTRUCTIONS at all times. Any obstruction will be removed without notice. The Entrance Hall is 
an escape route and must be kept clear of obstructions. Access to the Church Offices must be kept 
clear at all times. Smoking is not allowed in any part of the Hall, including the Entrance Hall and 
toilets. The red fire extinguisher contains water and must not be used on electrical equipment. The 
black fire extinguishers and blue fire extinguishers may be used on electrical or kitchen fires. Anyone 
noticing any problems regarding the extinguishers, please advise the Hall Booking Manager without 
delay. The maximum capacity of the Church Hall is 150, St John's Church 100 and St John's Room 
30 guests and these figures must not be exceeded. 
 

Licences & Permissions 
No alcohol is to be sold on the premises. Alcoholic drinks may be consumed if written permission 
has been obtained from the Hall Booking Manager at the time of booking. Users must obtain all 
necessary licences and permission including statutory and/or local authority licences applicable to 
their use of the Hall. Long term users must consult the Hall Booking Manager about their use of 
music. 
 

Sub-letting 
Hirers must NOT sub-let the Hall or any part of the Hall. 
 

Users’ Equipment 
Users must not leave their equipment or belongings in the Hall/Room unless written permission has 
been obtained from the Hall Booking Manager and the equipment is labelled with the name of the 
user. St Mary's/St John's accept no responsibility for any equipment or belongings left in the 
Hall/Room even if they had permission to leave it there. Users must make arrangements for 
adequate Insurance to cover anything left in the Hall/Room. Property left in the Hall/Room without 
official permission may be removed and disposed of without notice. It is the responsibility of the hirer 
to ensure that any electrical equipment that they bring into the Hall/Room for their use has 
undergone an annual electrical safety check and is safe to use. 
 

Hall Keys 
Occasionally, users are issued with keys. These are for the exclusive use of the person to whom 
they were issued; further distribution or duplication is forbidden. Any instance of theft or damage 
from/to the premises attributable to noncompliance with this condition will render the original key-
holder liable to prosecution. One-off hirers will be given access to a key safe in the days preceding 
their booking. It is anticipated that the key will be used to open the building and replaced immediately 
after use.  
 

Housekeeping 
Users must remove all rubbish and remnants from the Hall/Room and its environs after use 
and take away for disposal. Premises must be left clean and tidy; users must sweep up after 
use and mop where necessary. Tables must be wiped clean if used. Cleaning supplies are 
stored in the tall kitchen cupboard in St Mary's Hall and the gents’ toilet and under the sink 
beside the ladies’ toilet at St John's. Damage to the Hall/Room or its equipment must be 
reported to the Hall Booking Manager and paid for. Users must supply their own materials, 
including tea towels and black rubbish sacks. Users must ensure all lights are turned off and 
all outside doors are closed and locked. Please see accompanying checklist.  
 

Deposit 
A deposit of £100 is required to be paid on booking. This is to cover any costs, such as cleaners if 
the hall has not been left as stated above. A full deposit will be returned if the hall is left as required 
and will be made within 14 days.  
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Schedule of Charges  
 
 

  
St Mary’s  

Hall 
St John’s 
Church 

St John’s  
Room 

9am – 6pm £19.00 £18.00 £13.00 

6pm-11pm £22.00 £21.00 £15.00 

Weekends £30.00 £28.50 £18.00 

 
 
 
**Please note if St John’s Church is booked for a party then it is a 
condition of the booking that the Room is reserved at the same time. 
Under this arrangement a discounted price of £37 per hour will be 
applied.  
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Booking form for the hire of St Mary's Church Hall and  
St John's Church/Room 

 
 
 

Name of Hirer  
(Must be present at Event) 

 

 

Address 
 
 
 

 

Telephone 
 

 

Email 
 

 

Purpose of Hire 
 

 

Date(s) required 
 

 

Start time 
(please remember to include  
time for setting up) 

 

 

Finish time  
(Please remember to include  
time for clearing away)  

 

Area required 
(please tick) 

St Mary's Church Hall  
St John's Church  
St John's Room 
 

Permission needed to 
serve alcohol?  
(delete as appropriate) 
 

Yes  
No 

Amount due  
(please see fee schedule) 
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Full payment and deposit should be paid to:    
Bank Account: Walton-on-Thames PCC 
Sort Code: 40-52-40 
Account Number: 00013192 
Ref: Hall Hire – date of event & name 
Eg. Hall Hire – 010322 - Smith 
  
CAF BANK ARE NOT PART OF THE INTERBANK SCHEME FOR VERIFYING 
NAMES AGAINST THE ACCOUNT NUMBER SO A WARNING MAY BE GIVEN 
WHEN SETTING UP USING INTERNET BANKING. THE DETAILS HERE ARE 
CHECKED AND CORRECT SO YOU CAN STILL SAFELY SET UP A STANDING 
ORDER. 
 
Please return to Hall Booking Manager  
Email: hallbooking@waltonparish.org.uk  
 
Please contact Hall Bookings Manager one week before event to confirm access 
arrangements.  
 
Please provide bank details for the return of the deposit within 2 weeks of the event. 
Name:  
Sort Code:  
Account number:  
 
I have read and accept the Terms and Conditions (as laid out above) for hiring St 
Mary's Church Hall/St John's Church/Room and agree to abide by the conditions of 
hire and enclose the full hiring fee.  
 
Signature of Hirer .....................................................................  Date .........................  
 

 
By signing this form, you are confirming that you have read our Data Protection Notice 
(available on the website) and that you are consenting to the PCC of St Mary’s and 
St John’s, Walton on Thames holding and processing your personal data for the 
purpose of this hall hire agreement. If you would like to be informed of future events 
and other church news please tick the box below.  
 

☐ If you tick the box, we will add you to our mailing list. You can unsubscribe at any 

time, either by clicking on the unsubscribe link at the bottom of our emails, or by 
contacting the Office office@waltonparish.org.uk  
 
Where you do not grant consent we will not be able to use your personal data; (so for 
example we may not be able to let you know about forthcoming services and events 
or claim gift aid on any donations you make); except in certain limited situations, such 
as where required to do so by law or to protect members of the public from serious 
harm. 


