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Premises Letting Agreement for hire of rooms at the Silvester Horne 
Institute 

 
This Agreement is made between Church Stretton TC and the Hirer identified below: 
 
Name :    __ ____________________________________________________________________ 
 
Registered Charity Number (if applicable) _____________________________________________ 
 
Name of Hirer's Representative where applicable_______________________________________ 
 
Address c/o ,____________________________________________________________________ 
 
Tel no __________________________Email  _________________________________ ________ 
 
Room(s) required: Main Hall :        Conservatory :        Committee Rm 1 :        Council Chamber 
(underline): 
Extras:):         Basic Kitchen           Gas cooker           PA system           Electronic Piano    
(underline)  
NB PA system required if using loop for hearing aids wearers 
  
Date(s) _ ___________________Times ______________________________________________ 
 
Charge: - Room(s) ________hours @________________________per hour 

  Extras______________  per session 

  Total ______________________________ 

 
 Personal Licence Holder (if alcohol on sale) ___________________________________________ 
 
I accept full responsibility myself / on behalf of the above organisation to make the agreed payment 
and to abide by the conditions of booking (see overleaf), including payment for damage, breakages, 
etc. 
 
Signed by Hirer/Representative___________________________ Date ______________________ 
 

 
This Agreement should be returned with payment (cheques made payable to  Silvester Horne 

Charity or by Cash or BACs) to the Town Council  Office, 60 High Street , Church Stretton, 
Shropshire SY6 6DQ.  



Church Stretton Town Council, 60 High St, Church Stretton, SY6 6BY  
Email: reception@churchstretton-tc.gov.uk 

CONDITIONS OF BOOKING 
 

 
The completed Agreement must show the actual period required including preparation and cleaning 
up time, and these times of entry and departure must be strictly observed; any excess period will be 
charged at the hourly rate. The latest time for use to end is 11.00pm and the building must be 
vacated by 11.30pm.  Booking charges will be as currently specified by the Town Clerk and shall be 
paid in advance. 
 
The Hirer  
 
The person by whom the booking form is signed shall be considered the Hirer. Where a promoting 
organisation is named in the booking form, that organisation shall also be considered the hirer and 
shall be jointly and severally liable with the person who signs the booking form.  
 
During the hiring the Hirer shall: 

• ensure that any noise or music is kept at a level that will not disturb the neighbours of the 
SHI; 

• be responsible for any breakages or damage while using the SHI and shall ensure these are 
reported to the Town Clerk. 

 
At the end of the hiring the Hirer shall ensure that: 

• all chairs and tables are left as found; 

• the rooms used are in a clean and tidy condition; 

• all kitchen equipment used is clean and in the correct place; 

• all the user’s equipment and litter is removed from the premises; 
 
Insurance and Safety 
 
The Hirer shall: 

• be responsible for any claims for personal injury or loss of personal property when running 
an event on a commercial basis, unless due to the negligence of Church Stretton Town 
Council or its employees, and will be expected to take out insurance cover as appropriate; 

• agree to act as Fire Warden during the period of hiring (unless they have instructed another 
person to act in that role) and be responsible for ensuring that fire precautions are observed. 

• At the beginning of any event, make sure every person attending their event is aware of 

nearest fire exits, assembly point, and sound of fire alarm as written in the SHI Emergency 

Evacuation Procedures.  

• make it clear that Smoking is not allowed at any time, both inside the building and outside in 

the grounds.  

• ensure No naked flames, hog roasts or indoor barbeques are permitted in the hall.  

• be responsible for the prevention of overcrowding which would endanger public safety and to 

keep all gangways clear.  

• If using kitchen heating facilities, check they are all turned off before vacating the premises. 

• ensure that the maximum numbers of persons admitted to the premises do not exceed:- 
Hall: 

• 180 when used for dancing only:  

• 140 when used for closely seated audience and not using kitchen to serve food 

• 130 when used for closely seated audience and serving refreshments from kitchen  

• 100 when seated at tables  

• 80 when combined dancing and seating at tables. 
 
Balcony: 
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• 20 additional seating – no standing allowed on the balcony 
Hall plus Balcony 

• Maximum 160 seats 
Conservatory:  

• 50 seated at tables 
 
Sale of Alcohol :The Silvester Horne Institute is licensed under the Licensing Act 2003 for most 
“Regulated Entertainments” and the retail sale of alcohol as per the terms of its Premises Licence, 
which is displayed in the foyer. It is a condition of hire that the holder of a current “Personal 
Licence” as defined by the aforementioned Act is present on the premises when any a sale of 
alcohol is made.  
 
Safeguarding of children and vulnerable adults 
Where children or vulnerable adults will be present during the hire (unless the hire is for a single, 
private event), when relevant, the Hirer must ensure that they-have a Safeguarding Policy which 
includes DBS checks where needed and minimum staffing. Evidence of this needs to be 
demonstrated to the Town Clerk  
 
The Town Council reserve the right to refuse a booking, or to request references from two 
referees before accepting the booking. 
 
Hirers Responsibilities 

1. Only the room(s) officially hired may be used and for the period of time stated on the 

hiring form.  

2. The hirer shall not re-hire, sub-let or lease the accommodation or any part thereof.  

3. No bolts, nails, tacks, screws, bits, pins or other like objects nor any flags, emblems or 

posters shall be driven into any part of the walls or paintwork. 

4. Fly posting is strictly forbidden.  

5. The hirer shall at all times be responsible for the maintenance of good order during the 

function and shall ensure that no undesirable person is permitted to enter, remain or 

otherwise make use of the accommodation and that no person shall trespass on parts of 

the accommodation not hired by the hirer. If the need did arise due to a continued 

disturbance, it is the hirers’ responsibility to contact the emergency services.   

6. The hirer shall ensure that the premises are vacated by all persons attending the function 

within the time specified in the application. All articles brought to the accommodation in 

connection with the function shall be removed at the end of the function or fees will be 

charged for each day, or part of a day, until the same are removed. The Council accepts 

no responsibility for any property left in the accommodation after the hiring.  

7. The premises shall be left in the same order as found for re-use at the next hiring.  A 

Satisfaction Form may be used to identify any problems encountered.  

8. The hirer shall pay to the Council the amount certified by the Town Clerk as being the 

amount incurred by the Council in making good any damage to or loss of the 

accommodation and to include, but not by way of limitation or otherwise, adjacent 

premises and furniture, carpets, furnishings and fittings, or any article owned by the 

Council arising out of the hiring of the accommodation.  

 

Electrical Equipment:  

 

1. No additional lights or electrical extensions shall be used without the previous consent of the 

Council.  

2. Equipment owned by the Council: 
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a. It is the duty of the hirer to ensure that electrical equipment owned by the Council and 

used by the hirer, persons attending or persons supplying a service to or at the 

function, is used in a safe and proper manner.  

b. Instructions attached to or given in relation to specialist equipment must be followed 

at all times.  

3. Equipment not owned by the Council:  

a. If electrical equipment not owned by the Council is used by the hirer, persons 

attending or supplying a service to or at the function, the hirer shall be responsible for 

ensuring that the equipment is fit for the purpose intended and is used in a safe and 

proper manner.  

b. Hirers are advised to satisfy themselves that persons engaged by the hirer who 

received a fee for their services are aware of the Electricity at Work Regulations 1989 

(as amended).  

c. Council staff will not assist with the erection, assembly, operation, maintenance or 

repair, dismantling or removal of any electrical equipment not owned by the Council.  

 

4. The Amplifier and/or Electronic Piano may not be used unless shown as required on the 

hiring form and sanctioned by the Town Clerk (with appropriate Deposit paid – see condition 

14). 

 

Town Council’s Rights & Responsibilities  
1. The Caretaker will be responsible for the setting out and putting away of chairs and tables, 

as required by the hirer, ready for a booking, for which a small porterage charge will be 

made.  

2. The Council shall not be liable for any loss due to any breakdown of machinery, failure of 

supply of electricity or gas, leakage of water, fire, government restriction or act of God which 

may cause the accommodation to temporarily close or the hiring to be interrupted or 

cancelled.  

3. The Council does not accept any liability for any loss or damage suffered by the hirer, 

persons attending or persons supplying a service to or at the function arising from failure to 

use electrical equipment, whether owned by the Council or not, in a safe and proper manner 

and the Council accepts no liability whatsoever for any loss or damage arising from defective 

electrical equipment not owned by the Council.  

4. The Council reserves to the Town Clerk the right to put a stop to any entertainment or 

meeting not properly conducted or too noisy.  

5. The Council reserves to the Town Clerk and such persons as may be duly authorised by the 

Town Clerk, the right of free and unimpeded entry at all times and for all purposes to and 

from the accommodation.  


