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Handbook for Hiring Church Premises
(Revisions indicated by sidelining – only on pages 14 & 15)
The use of church premises by local people, clubs and organisations, where it is practical, is often
an important source of income enabling churches to further their mission and outreach. This
Handbook is designed to help you make sure everything connected with such uses is on a sound
legal basis.
Disclaimer
Where this Handbook provides general advice to churches, please bear in mind that the Wessex
Synod and the Wessex Trust cannot guarantee the accuracy of this guidance and cannot accept
responsibility for any errors or omissions. Please also remember that the law and its interpretation
will change overtime.
This disclaimer does not apply to the use of the standard documents provided for your use,
provided you have followed the instructions for their preparation and use.
Note also that the guidance and documentation is directed to the position of URC churches where
the church buildings are in the trusteeship of the Wessex Trust. If this does not apply to your
church, for example because you are in some form of Local Ecumenical Partnership, the position
may differ in some respects especially if you are not occupying URC property.
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1

1. Setting a policy for hiring your church premises
The opportunities for letting vary between churches. You can consider hiring out your sanctuary,
halls, meeting rooms or car parking spaces, or even the use of your church’s grounds. Such usage
must not, of course, compromise the work of the church or the church’s reputation. Church uses
must always have priority over lettings income.
The URC Acts allow church premises to be hired out as buildings for ‘temporary, occasional or
intermittent use’. Many casual lettings may be exclusively handled by the local church once they
have accepted the standard terms of a delegated authority from the Trust. In other situations,
described in Section 2, the legal documentation needs to be prepared by the Trust Office.

The necessity for legal agreements
N o use of your church premises, other than for your church’s own activities, is permitted without
an appropriate legal agreement. In law, the very act of giving permission for the use of the
premises creates legal obligations, and to avoid any uncertainty or risk, all external use must be
within the terms of a documented agreement. It is not true that accepting ‘donations’ avoids such
legal issues; in practice, it simply represents a different way of setting the level of payment to be
made.
The Trust’s legal agreements are designed to ensure that your church does not pick up the
liabilities of another user and to protect the church in the event of any damage or injury. It is
essential that hirers of the premises accept the appropriate liability for any damage or injury; they
should be advised to have their own liability insurance in place and for significant users it is
recommended that you request evidence of cover for your church records.
The Trust’s standard conditions of hire require the hirer to follow your church’s Safeguarding Policy
for children and adults at risk, unless they have their own safeguarding policy. The Trust
recommends that you only accept bookings relying on the hirer’s safeguarding policy where they
are an established organisation (e.g. the Scouts). You should supply your church’s Safeguarding
Policy.
The standard hiring agreement also places responsibility on the hirer to ensure the orderly and safe
departure of those present in an emergency evacuation. You should ensure that your fire and
evacuation plan is made available to and understood by the hirer.
Any exclusive use of the premises, including for storage, may give inappropriate legal rights to the
occupier. The Trust's documentation, properly used, should avoid these complications, where this
is possible, but you should always refer these situations to the Trust Office and must never permit
this sort of use until the Trust Office has been consulted. Any exclusive use should only be
contemplated where you are clear that the part of the premises to be provided is not needed for
church use and will not interfere with the church’s own activities.

What is ‘church use’?
Church use always has priority over hiring. Some churches have asked how ‘church use’ is defined.
In most cases this will be obvious, but in some cases you will need to make a judgement.
Ecumenical meetings and Synod meetings involving the church are church uses. Community
meetings or charitable events organised or hosted by the church are church uses. On the other
hand, meetings or events led or organised by a church member for their own personal, or
charitable, or business interests are not church uses.
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What sort of hirer?
You need to consider the nature and intended purpose of the hirer. While individual judgements
will need to be made about each application, you should agree some general principles at Church
Meeting after considering the recommendations of your Elders’ Meeting and any guidance issued
under the authority of councils of the wider URC. This is expanded upon below.

The standing of the hirer
You will wish to be sure that the hirer can make all due payments to your church, including
covering the cost of any damage or cleaning resulting from a hire. For this reason, it is
recommended that at least for any new hirer, you seek both a security deposit and payment in
advance set at a reasonable level. If any arrears occur, you should immediately take steps to
manage/minimise those arrears and then if necessary terminate the hiring in line with the
agreement at the earliest opportunity.
Some hirers will be known to the church or be a reputable community organisation. You may need
to enquire further about others who may be commercial organisations or individuals wanting to
hold, for example, a meeting, some classes or a party. For a new regular hiring it is recommended
that you obtain references.
Where the potential hiring involves children, young people and adults at risk you should also
consider the suitability of the hirer and whether they have a proper appreciation of the need to
follow safeguarding procedures. This is discussed further in Section 2.

What uses will you permit?
You may have a view about the types of activities that may take place in your church premises. The
URC Acts state that arrangements for hiring church premises can be made for any ‘reputable
purpose’. No church will wish to discover that hirers are using the building for an unsuitable
purpose and it is therefore important that all prospective hirers are asked to state clearly the
purpose of their use of the premises. Without this clarity before agreeing to a hiring, it may prove
difficult to terminate the agreement if in practice the usage proves to be unsuitable.
What is a reputable purpose? The uses to which the premises may be put is, under the model local
constitution for churches, for the Church Meeting to determine ‘after considering the
recommendations of the Elders’ Meeting and any guidance issued under the authority of councils
of the wider URC’. For example, does the church wish to avoid the use of their sanctuary by groups
of other faiths, or to prevent any gambling, the consumption of alcohol, the presence of animals
(except assistance ones), loud music (with the neighbours in mind) etc? However, these days there
is some risk of acting unlawfully in unfairly discriminating in this matter and care should be taken in
formulating this policy.
While it is better to avoid such problems with a clear policy, the Trust’s standard conditions for hire
do reserve the right for the church to terminate the hiring where a hirer does not ‘respect the
special status of the Premises’ or carries out any activities ‘which might compromise the ministry
and mission of the United Reformed Church’. However, relying on and enforcing such conditions is
inherently problematic and difficult to manage and so it is better to simply avoid such potential
problems if at all possible.
You should note that there may be planning considerations in some circumstances. Unless they are
subject to specific additional planning obligations, churches are usually classified as ‘non-residential Institutions’ whose permitted uses are: clinics, health centres, crèches, day nurseries,
day centres, schools, art galleries (other than for sale or hire), museums, libraries, halls, places of
worship, church halls, law court, non-residential education and training centres.
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What do you wish to charge?
The Trust recommends that hiring rates are generally in line with those charged by other
organisations in your area – and are regularly reviewed. In our longer-term standard licence
agreement it is recommended including an indexation clause for charges to ensure that small and
proportionate increases occur each year. For hiring agreements issued under the delegated powers
it is recommended that Church Meetings review and approve the charging basis each year.
You may wish to make a lower charge for some charitable hirers, but you should aim at least to
cover the realistic utility costs and wear and tear caused by the hiring. This avoids the possibility of
any suggestion that contrary to charity law your church’s own charitable resources are being used
to support a hirer whose purpose is not within with your church’s own charitable purpose.

Use by pre-schools and similar childcare or after-school care providers
Many churches make part of their premises available for a pre-school which, in this context, means
an OFSTED registered childcare provider for children up to school age. Other OFSTED registered
arrangements, such as before an d after-school care, where parents are not present may also be
based at the church premises; the comments below also apply to these other arrangements.
Where the pre-school is run by an individual(s) or an organisation (including a registered charity) it
is essential that the arrangement is covered by a licence to occupy, as described below. If the preschool is constituted as a registered charity (even if there is some level of control retained by the
church), a licence should be agreed with that charity.
However, if the pre-school exclusively forms part of the church’s own charitable activities there is
no need for a licence to occupy the premises (but all the other legislative requirements placed
upon pre-schools are the church’s responsibility). This connection between the pre-school and the
church must be kept under regular review and a licence to occupy must be used if the pre-school
ever no longer genuinely forms part of the church’s own charitable activities.

Use by uniformed organisations
Usage by all uniformed organisations must be covered by a hiring agreement (and a tenancy at will
for any exclusive storage), even if the leadership is supplied by the church, unless the organisation
is fully integrated into the church (and therefore, for instance, its funds are held within the
church’s own accounts). This does not mean that you must make a hiring charge. If you have a
formal sponsorship agreement with the organisation you should ensure that nothing in that
agreement conflicts with the hiring agreements’ conditions of hire which take precedence.

Sharing URC premises with other Christian congregations
Any churches contemplating a Local Ecumenical Partnership which might involve the sharing of
URC church premises, potentially via a formal ‘Sharing Agreement’ under the Sharing of Church
Buildings Act 1969, should contact their Development and Support Officer and the Trust Executive
Officer at the earliest opportunity.
Where churches are simply considering hiring the premises to another Christian group who wish to
conduct worship and meetings in a different style or even a different language, other
considerations apply.
First, you should consider whether the ‘guest congregations" beliefs may contradict those held by
your congregation. It is wise to investigate the group: are they part of a recognised church
grouping; are they associated with Churches Together; who are their leadership; how are they
constituted; does their statement of beliefs conflict with those of URC Doctrine?

Wessex Handbook for Hiring Church Premises: 31 May 2017

4

The following paragraphs reflect the experience of some churches in hosting guest congregations:
The arrangement may begin with the simple aim of increasing church income, but over time it
might lead to a deeper friendship between the two Christian communities. A hiring agreement
(and possibly a tenancy at will for storage) must be in place from the outset, as discussed above,
and may need to incorporate some additional provisions to ensure that the URC’s ministry and
mission is not compromised.
For example, it is vital that any use of the sanctuary of the church and other facilities are at times
that will not interfere with the URC worship times. Prompt departure and clearing of the car park
may be essential for the smooth running of the relationship. Any differing attitudes to the church
furniture, the use of musical instruments and the use of AV systems, need to be considered and
expectations made clear. Cultural differences may extend to differing attitudes to tidiness,
timeliness or cleanliness, and these will need to be handled sensitively. For example, a gathered
group operating in a different language may wish to meet for worship, fellowship, and use the
church kitchens for some traditional cooking with their distinctive aromas.
If a guest congregation sees the buildings as their ‘home’ they may wish to place notices or signs
outside the church. You will need to decide whether you are prepared to allow any temporary
and/or permanent signage and/or notices. These would need to be vetted and carefully managed
to ensure that the URC church’s identity is not obscured or diminished. Where the guest
congregation is larger than the URC one, it is important that the URC congregation do not feel that
their church has been ‘taken over’, or that their history and traditions have not been respected.
While the host church will no doubt wish to be supportive to their guests, and perhaps take a
generous attitude to the hiring fee, it is important that the charges are annually reviewed and at
least cover the realistic running costs and wear and tear caused by the guest church and are not a
drain on the church’s own resources. It is contrary to charity law to use the church’s own charitable
resources to support any hirer whose purpose is not within the church’s own charitable purpose.
At times, there will be a desire to repair, improve or alter the church buildings, perhaps even to
accommodate the needs of the guest congregation. If a donation towards the costs is accepted, it
is important to recognise that this may raise false expectations that the arrangement will be long
term. The ownership of the premises will remain within the URC under the URC Acts and no
property rights pass to the guest congregation. Such expectations should be openly discussed at
the time within and between both congregations before accepting any donations. In any event, all
the usual URC requirements concerning building alterations will apply.
It may be important for your church to note the limitations a guest congregation may place upon
any plans to seek registration of the building for the solemnization of marriages of same sex
couples. The law requires that all Christian congregations worshipping in the building consent to
this, even though they retain the right to decide for themselves whether to conduct such
marriages. If the guest congregation refuses consent they can therefore frustrate the wishes of
your church. Please contact the Trust if you need more information on this.

Use by other faiths
Two factors are of importance when your church considers its policy on the use of church premises
by other faiths.
First, you should bear in mind the statements of the General Assembly of 1974 which, whilst
encouraging a sympathetic response to requests for religious or social use of church halls by groups
of other faiths, also commented that church sanctuaries were seldom appropriate for acts of
worship of those of other faiths and therefore should not normally be used for such purposes.
At the same time, you should note that if premises are regularly let to individuals and groups
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outside the church (even without charge) this may constitute provision of a service or facilities to
the public. Restricting its use on discriminatory grounds (such as nationality) would then in
principle be unlawful. But some restrictions imposed for religious reasons and related to the
proposed users’ religion, belief or sexual orientation may be lawful.
So, where some form of worship or other practices which might offend church members are
intended, it may be lawful to refuse a hiring. In some circumstances, for example yoga sessions, it
might then be necessary to enquire about the specific content of the sessions. However, where
there is no religious element to the hiring, then it would probably be discriminatory to refuse.
The law in this area is complex and Ministers and Elders who feel they (or their Church Meeting)
may wish to impose such restrictions should raise the issue with the Trust before an actual
situation arises.

Insurance
You should note that your church insurance policy is likely to impose a ‘duty of care’. In the
wording of the current Congregational policy, this means: ‘You must take all reasonable steps to: i)
protect and maintain the insured property; ii) prevent damage to the insured property; iii) prevent
injury to other persons or damage to their property; iv) comply with laws, bye-laws and regulations
imposed by any authority; v) exercise care in the selection of employees.’
When you apply for and renew your church insurance you will need to ensure that all details,
including those relating to your hirings/lettings are correct. For example, Congregational currently
ask whether you have any lettings and whether you check that hiring organisations have their own
liability cover. You may also be able to insure against loss of hiring income when an insurable event
occurs.
The Trust’s agreements aim to place responsibility upon the hirer for any damage or injury caused
by their activities. However, this will not necessarily fully protect the church from liability and the
church may still be at risk from claims that it is responsible for some events occurring during a hire,
such as injuries caused by faults with the premises. Accordingly, it is important to ensure that the
church insurance covers all such circumstances and that the church has protected itself from
criticism and potential liability by fully complying with the insurer’s duty of care e.g. by ensuring
that your church’s risk assessments are up to date.
It is always appropriate to ask for evidence that hirers have their own insurance cover.

Tax and business rates
As charities, churches are allowed to hire out their buildings without any liability to tax on the
income and, as a registered place of worship, there should be no liability to business rates for
normal church activities. However, if the church or a hirer undertakes activities that fall outside of
the business rates exemption then there may be a liability. This is particularly likely for any tenancy
under a lease. Details are given at:
http://app.voa.gov.uk/corporate/publications/Manuals/RatingManual/RatingManualVolume4/sec
t8/part2/g-rat-man-vol4-s8-ptb.html
The standard hiring and licence agreement aim to place all responsibility for any business rates
assessments due to their usage upon the hirer.
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2. Safeguarding Matters
Background
The URC’s Good Practice 4 (GP4) says that each church should adopt policies and procedures for
safeguarding children and adults at risk and provides a sample policy for churches who should
ensure that their policy is reviewed and updated on an annual basis by the eldership team. A
safeguarding policy statement should be prominently displayed in the church, summarising the
principles and intent of the policy and GP4 also includes a sample.
GP4 describes the sample local church safeguarding policy as a starting point to help your church
put your own policy in place. It further notes that ‘it is important to note that this is not a ‘catchall’
policy. It covers the broad basics of good safeguarding practice, but it will need to be adapted
depending on the individual circumstances of your church. It is also important to remember that a
safeguarding policy alone is worthless without proper implementation and a church-wide
commitment to taking safeguarding seriously.’ It is also worth noting that changes in approach may
be needed as a result of experience and as legal requirements change.
In Wessex, the Synod’s Safeguarding team are available to assist churches in preparing and
implementing their policy. In order to receive delegated hiring powers, you will need to have a
policy as explained below.
This section, and the Wessex Trust’s approach to safeguarding in connection with the hiring of
church premises, follows the approach taken in GP4 except where noted. You should bear in mind
that your church trustees (normally the elders) have duties to manage risk and protect the
reputation and assets of the church charity, and that in hiring out your premises you need to pay
attention to both the legal and reputational risks of any inappropriate behaviour by a hirer.
A practical approach
In the words of GP4: ‘Many local churches allow hirers to use their premises. Local churches should
promote good practice by requiring any such hirers working with children, young people and adults
at risk to abide by the hirer’s safeguarding policy (if they have one), or to abide by the church’s
own safeguarding policy, a copy of which should be made available.’
This is the approach taken in the Trust’s standard hiring agreement (details of the relevant sections
are below) where hirers are allowed to either use their own safeguarding policy, or to follow that
of the church. In either event, the hirer is responsible for acting properly in accordance with the
safeguarding policy and the law. Nonetheless, some important cautions are set out below.
In GP4 churches are also recommended to “see the hirer’s policy rather than simply accepting that
one exists, as it may be necessary, should the hirer’s policy prove inadequate, to discuss the need
for them to adopt the church’s policy. This offers a better solution than cancelling the let
altogether”. The Synod’s Safeguarding team are concerned that receiving and reviewing the hirer’s
policy might give rise to a risk of liability if the policy proves to be inadequate in any way – and so
the Trust are not currently recommending that you do this.
This and the following aspects of safeguarding are under review and the subject of a wider
consultation further to which the Trust’s position might change.
The Synod’s Safeguarding team strongly recommend that churches do not hire their premises to
any private or independent group who are not affiliated to a larger body, or have a transparent
management group (private parties being the exception). They suggest that potential hirers are
directed to the NSPCC guidance at https://www.nspcc.org.uk/preventing-abuse/safeguarding/
They regard the use of the church’s own policy by hirers as a last resort after all other options have
been pursued; in any event any hirer’s safeguarding policy should be in line with URC standards or
.
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better. No church should let their premises to groups if they knowingly are aware that the hirer’
policy is of a substandard or if they are operating below URC standards as a bench mark.
While safeguarding policies are important, there are wider considerations concerning the
suitability of hirers. The Trust recommends that before you agree to any hire and where the
potential hiring involves children, young people and adults at risk you should carefully consider the
suitability of the hirer and whether they have a proper appreciation of the need to follow
safeguarding procedures. Where they are part of a national organisation such as ‘Stage Coach
Drama’ there is likely to be a strong safeguarding support structure behind the hirer. Where they
are a small local organisation or an individual operating, for example, some form of activities for
children you will need to make further enquiries about how they will operate and quite possibly
refuse to accept the hire even if they agree to follow your safeguarding policy. One possibility
might be for them to become affiliated with a larger organisation that can provide an independent
management structure. Individuals operating alone are unlikely to be operating in a safe and
transparent manner. If there is any doubt, advice/guidance should be sought from the Synod’s
Safeguarding team. In any event, the Trust recommend that you only accept bookings relying on
the hirer’s safeguarding policy where they are part of or affiliated to an established organisation.
If the hirer is required to register with OFSTED (e.g. nursery, pre-school, out of school hours
childcare) then you are recommended to ask to see the registration certificate and photocopy it for
your records. Similarly, if the hirer is conducting activity regulated by the Care Quality Commission
(CQC), you should satisfy yourself that appropriate registration is in place. Examples can include
organisations offering respite or day care to adults with learning disabilities. You can find more
information about this by searching for information for providers on the CQC website.
What d o our legal agreements say?
In the Wessex Application to Hire Church Premises, which forms part of our standard hiring
agreement, the hirer states whether they have their own safeguarding policy which they wish to
follow, or whether they will follow the church’s policy. They then agree that ‘The Hirer has read
and understood the Safeguarding Policy to be followed and will implement it. The Hirer will
respond without delay to every complaint which suggests that a child, young person or adult at risk
has been harmed or is at risk of harm and co-operate with the police and Children’s and Adult
Services in any investigation.’
The Conditions for Hiring Church Premises then contain the following:
2 0 The Hirer is responsible for ensuring that when children, young people or adults at risk are
present on the Premises the appropriate legislation and best practice in connection with
their supervision and safety is observed.
2 1 The Hirer is responsible for ensuring that children, young people and adults at risk are
protected at all times by taking all reasonable steps and by having any necessary insurance
in place.
2 2 The Hirer must respond without delay to every complaint which suggests that a child, young
person or adult at risk has been harmed or is at risk of harm and co-operate with the police
and Children’s and Adult Services in any investigation.
2 3 The Hirer must abide by their own Safeguarding Policy if they have one or the Church’s
Safeguarding Policy.

Wessex Handbook for Hiring Church Premises: 31 May 2017

8

Access to premises
Churches typically provide keys, keycards or access codes to their premises. There is the risk that
your buildings may be used inappropriately by keyholders, and even at times that are not covered
by the hiring agreement. The standard conditions limit usage to the booked sessions and also state:
‘Keys cannot be issued to anyone who has been convicted or cautioned concerning abuse of
children, young people or adults at risk.’ We also strongly recommend that you use a ‘Key issue and
return form’; the sample form that the Trust provides on the Synod website also includes this
statement.
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3. Using the right type of legal agreement for each situation
Every hiring should be covered by an appropriate written legal agreement. The form of this should
reflect the nature of the arrangement:

Standard hiring agreement
This is the type of hiring covered under the delegated authority from the Trust to churches. It is for
hiring part of the premises for one-off events, or for regular bookings for no more than 4 sessions
per week and no more than 15 hours per week (unless this is for a temporary period of less than 3
months). Long day hirings, such as for polling stations, occasional use for drama rehearsals or
music exams (or similar), or short conferences extending over a few days can therefore be covered
by a standard hiring agreement.
The standard hiring agreement cannot be used for OFSTED registered childcare provision including
pre-schools (but can be used for other children’s activities such as uniformed organisations or
dancing schools). It cannot cover car parking, except where this is ancillary to a premises booking.
The agreement may not extend beyond 13 months.
A hiring agreement uses a simple application form and incorporates the Trust’s standard
‘Conditions for Hiring Church Premises’. Where use is expected to continue beyond 12 months, a
fresh application should be made and reviewed each year. Section 3 gives advice on preparing an
agreement to suit your church’s requirements in a way that incorporates the standard conditions.

Licence to occupy
A licence to occupy is used for any users where a standard hiring agreement is not suitable,
perhaps because the hirer wishes to have an arrangement extending beyond 12 months o r
because they wish to use a room for 5 days a week during working hours (perhaps with some
locked storage in the room covered by a tenancy at will; see below). A licence to occupy must be
used when part of the premises is to be used for any OFSTED registered childcare/pre-school usage
and cannot be used where any hirer is seeking exclusive use.
Licences are more exhaustive legal agreements than hiring agreements and are consequently
prepared by the Trust Office based upon the requirements of the church. While many licences will
be limited to an initial 12 months, longer periods are possible and agreements can be extendable
beyond the initial period. Licences are based upon model documents which are modified to suit
individual requirements. Guidance on setting up such an arrangement is set out in Section 5 below.
Once the licence has been set up the church will be responsible for collecting all rents and
monitoring that the conditions are met.

Car park licence
Aside from the use of car parking by church members and those parking their cars while on church
business, you should only permit car parking on your church premises in conjunction with a hiring
agreement or under a car parking licence.
Car parking licences are required to cover the hiring of car parking spaces at agreed times, but are
not appropriate for exclusive use of such a space.
A licence is not required where you choose to permit car parking for hirers during their periods of
hire; you should simply state the terms of this facility as part of the hiring agreement. No informal
arrangements for car parking should be made.
Where you have car parking spaces that you wish to hire out you must obtain a standard licence
agreement from the Trust Office, modified to suit your situation. Section 5 below describes how to
do this. This agreement may then be used with all users – the church can add or replace users and
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re-allocate car parking spaces without reference to the Trust. Once the licence has been set up the
church will be responsible for collecting all rents.

Leases for exclusive use and other tenancies
Where your church has surplus premises from time to time, such as rooms and offices in the church
building, a detached school room or a garage, you may wish to gain income from letting it out on
an exclusive basis. If you wish to do this, you will be asked to confirm that this part of the premises
is not needed for church use and leasing it will not interfere with the church’s own activities.
A great deal of caution must be taken over tenancies providing exclusive use of part of the
premises. Churches should not assume that the Trust will approve a tenancy involving exclusive
use. It is necessary to fully comply with the requirements of the URC Acts and the Charities Act
2011. Unlike a casual hiring under a hiring agreement, it is necessary to charge a full market rent
and it may be necessary to advertise the availability of the tenancy on the open market. In
addition, the Trust will wish to ensure that it will be possible to regain possession of the leased
property should the needs of your church o r the Synod change.
All such proposed tenancies should be discussed in the first instance with the Trust Executive
Officer and will need to be approved by the Trust. Where the tenancy is approved, the lease will be
prepared by the Trust Office.
A few church premises include residential accommodation (other than manses used by ministers or
properties that are let to tenants by the Wessex Trust) accommodating caretakers, workers or
others. These arrangements now need to be reviewed by the Trust Office.

Storage – tenancy at will
Where it is intended to provide temporary storage facilities for a hirer’s property, this must be
made clear. The standard hiring agreement provided includes suitable wording to allow you to
agree with the provision of such storage if you wish. It is important to note that where any
temporary storage facilities are provided this must not be on an exclusive basis. The conditions of
hire reserve the right for you to relocate stored goods at any time and for any reason – and you
should not be concerned about exercising such a right.
If you wish to provide storage space for exclusive use you will need to ask the Trust Office to
prepare a ‘tenancy at will’. Guidance on setting up such an arrangement is set out in Section 4
below.
Some examples may help you decide if an arrangement is exclusive. Indicators of exclusivity
include: the hirer provides their own storage cupboard (or hut etc); the hirer has the only key; the
church also has a key but all the contents of the storage belong to the hirer. Indicators that storage
is not exclusive are where the storage facility also includes church property or the property of
another hirer; where the church holds a key to the storage and can (and is prepared to) relocate
the stored goods to another location. If you are in doubt about whether a proposed use is
‘exclusive’, please refer to the Trust Office.

Use of church land – tenancy at will
Some churches allow part of their premises to be used for allotments, gardens or access to other
sites. These situations should be referred to the Trust Office for the preparation of a tenancy at
will. Guidance on setting up such an arrangement is set out in Section 4 below.
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4. Preparing your church’s hiring agreement
This section aims to help you use the delegated powers for casual lettings of your premises. The
Trust’s delegation includes the following requirements:
‘The Trust Company supplies a standard application form and set of conditions for hiring church
premises which should be used for all hirings. The application and conditions form a part of the
hiring agreement which should be accepted by the user and on behalf of the Minister and Elders: a
copy must be kept in the church office (and sent to the Trust Company on request).’
You will need to prepare your own church’s hiring agreement incorporating the Trust’s
requirements and build this in to the processes you use to take bookings and collect payment. You
can then manage your hirings using this material in a way that suits your circumstances.
Two forms of the standard documentation are available as Word documents in the ‘Document
Library’ on the Synod website; one is suitable for electronic applications and the other is suitable
for paper applications.
The standard documentation contains four elements: Section A - an ‘Application to Hire Church
Premises’ from the hirer; Section B - a ‘Booking Confirmation’ to be issued by whoever the church
appoints as their ‘Agent’; the ‘Conditions of Hiring Church Premises’ and; optionally your church’s
additional ‘Rules and Regulations for Hiring Church Premises’. As explained below, the standard
wording of the first three elements must not be changed, but some points may be separately
modified by written agreement, while the Rules and Regulations are entirely the responsibility of
your church.
Appendix 1 explains some aspects of the standard documentation in more detail; you are
recommended to read this before preparing your church’s hiring agreement.
If your church uses an online booking service like Hallmaster you will need to design a process that
incorporates all elements of the standard documentation and then allow the Trust Office to check
that it does.

Acceptance of the contractual terms
The delegation of casual hirings to churches requires that: ‘the application and conditions form a
part of the hiring agreement which should be accepted by the user and on behalf of the Minister
and Elders.’ How is this achieved?
The Trust’s standard documentation sets out the contractual basis for the hiring arrangement. This
needs to specify:








Who is hiring the premises
Which parts of the premises are being hired
For what purpose
The dates/times of use
The level and terms of payment (if any)
Any security deposit required
The terms on which the premises may be used. These must include the Trust’s standard
conditions of hire, but may also incorporate additional requirements to meet local church
needs.

For an electronic application, the standard documentation notes that ‘by making payment of the
Hire Charge and/or occupying the Premises’ the applicant accepts the terms of hiring. Confirmation
of the booking can then be given by the church using email.
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For a paper application, acceptance of the terms of hiring is confirmed by a signature from (a
representative of) the hirer; a signature from a representative of the church then confirms the
booking.
As mentioned above, users of online booking software will need to demonstrate that their process is
sound in this respect.

Preparing your church’s hiring agreement
First, you need to decide whether you are taking an electronic or paper approach and download the
appropriate Word document from the ‘Document Library’ on the Synod website. You should then
add your church’s name in the places indicated. The Trust’s standard ‘Conditions of Hiring Church
Premises’ cover most, if not all, of the general conditions of hire that you will need. They are
comprehensive and aim to place appropriate responsibility upon the hirer for anything that may
happen because of their hiring. These Conditions should be used without alteration except for the
addition of your correct church name.
However, it is recognised that there may be some additional provisions that your church wishes to
include. These can be included in the separate ‘Rules and Regulations’ section of the document. You
do not need to include this section in your hiring agreement, but to do so you simply add in the extra
conditions you wish to apply, making sure that they do not contradict anything contained in the
Conditions. Topics you might wish to cover include the usage of the car park, the kitchen or other
shared facilities, where the requirements are specific to your church.
Your church will have an agreed policy for the rooms/times available for hiring, the charges to be
made, and any conditions you wish to impose on the types of use etc of the premises. Some
guidance on this was given in Section 2. Section A (the Application to Hire Church Premises) collects
the information that you may need for this purpose; you may, if you wish, add more questions to
this section.
Section B (the Booking Confirmation) specifies several important aspects of the booking. For each
individual booking, the charge you will be making should be entered; this may be expressed per
hour, per session or in any other way that suits. The terms of payment should be included. It is
recommended that you always collect payment before the first booking date and for regular
bookings monthly in advance might be appropriate. However, this is a matter for you to decide
alongside the way you wish to receive payment and whether you issue any invoices or receipts. Your
church policy may be to collect a security deposit from some hirers, and it is particularly
recommended that you consider this for new or one-off hirers. This section also includes the notice
period you wish to use (for both the hirer and the church); it is recommended that you insert ‘7
days’ into this box, but you may choose a different period. Section B can therefore be customised to
reflect the approach to these matters that you wish to take, with any unnecessary boxes being
removed.

Using your church’s hiring agreement
For established hirers, you will have an accepted way of taking bookings and you will simply need to
introduce the new standard documentation into this arrangement. Note that for regular hirers you
will need to obtain a new application every 12 months, to include the latest conditions of hire. If you
have any users who are not yet covered by a hiring agreement, you will need to set one up.
While a wide variety of approaches are possible, and the Trust does not wish to be prescriptive in
this area, it is hoped that the Trust has offered a simple process for new hirers that you may see the
advantages of adopting.
Initial enquiries from new hirers can arise in several ways, often by phone or email to establish the
availability of a suitable room. At that point, it is recommended that a standardised ‘Information
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Sheet’ is provided or emailed to the prospective hirer. This should be accompanied by a full hiring
agreement containing the application. This will ensure that the prospective hirer is fully aware of the
terms of the hire. It may well be appropriate to show the premises to prospective hirers and answer
their questions, and the same documents could be handed over at that time.
An outline of an Information Sheet is included in Appendix 2 and is available in the ‘Document
Library’ on the Synod website. It contains sections for you to customise and add details of the rooms
available for hire, your charges, how you wish to collect payment and whether you require a security
deposit and any other relevant information. It also allows you to specify the basis on which your
church car park may be used (where relevant).
The Information Sheet mentions two other documents that you should already have for your church
and which must be available for hirers. These are your Safeguarding Policy and your Evacuation and
Fire Emergency Plan. These are discussed below.
If a completed application is returned, you may then accept the booking, if you wish, and complete
Section B (Booking Confirmation). Remember that a copy of the confirmation should be given to the
hirer with the original being filed in the church records.
When a hiring proceeds, it is also strongly recommended that you have a ‘Key issue and return form’
to keep track of any keys or keycards that are issued; an example for use if you wish is available in
the ‘Document Library’ on the Synod website. If you have an entry code system, you will wish to
ensure that the hirer respects the confidentiality of the code and does not share it with others. The
code should be regularly changed.

Evacuation and fire emergency plan
As part of the application, the hirer agrees that ‘The Hirer has read and understood the Owners’
Evacuation and Fire Emergency Plan to be followed.’ While such a document should be displayed in
the premises, you should also ensure that a copy is provided to the hirer at the time of booking. It
would be sensible for the plan to state that the hirer should familiarise themselves with the plan and
take responsibility for carrying out any necessary emergency actions.
Such plans should describe the location of any fire exits, fire appliances, the assembly point and the
location of a first aid kit. They should also clearly identify emergency exit routes, ideally using a plan,
and describe the evacuation procedure.

Record-keeping and annual return
You should note that the terms of the delegation specify that:
‘A record of permission granted under this delegation must be kept, detailing (1) the space used, (2)
the duration and/or frequency of the use, (3) the purpose of the use, (4) the user, (5) any payment
received, (6) any additional church hiring conditions which were imposed with a sample of these, and
(7) any incidents, damage, etc., noted in connection with the use.
It also specifies that an annual return should be made to the Trust, preferably by email to the Trust
Secretary (trustsec@urcwessex.org.uk). The report should be submitted in January for the preceding
calendar year and should contain the following information:
1. A list of all regular hirers (with a word or two of explanation of what goes on if it is not clear
from the hirer’s name)
2. The number of one-off or occasional (fewer than six) hires
3. A copy of any additional Rules and Regulations added to the standard Hiring Conditions during
the year
4. Details of any ‘incidents’ (see below) that have occurred in the year
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You should note that the terms of delegation also require that: ‘any serious incident or damage
arising in connection with permission granted under this delegation must also be reported
immediately to the Trust Company.’
‘Incidents’

An ‘incident’ might be an allegation of personal injury, or negligence, or a safeguarding matter; or it
might be an issue with property damage. The concern is that these might lead to legal risk or
significant cost to either your church or the Trust. If in doubt, ask.
Any allegation of personal injury, or negligence, or a safeguarding matter is likely to be serious, even
if the matter cannot be measured in simply financial terms. We only ask that you use reasonable
judgement over whether an incident is serious. In cases of property damage, you may wish to use a
financial measure of seriousness as your benchmark.
However, the odd small item of property damage would not even reach the threshold of being an
‘incident’ as this is to be expected and the standard conditions of hiring give you the right to claim
any costs from the hirer causing the damage.
You should note that the terms of delegation also require that: ‘any serious incident or damage
arising in connection with permission granted under this delegation must also be reported
immediately to the Trust Company.’
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5. Requesting a Licence to Occupy and/or Tenancy at Will
Licences
A licence to occupy may be offered to prospective users of church premises when a hiring
agreement is not suitable. The Trust uses two main forms of licence, based around existing model
licences, but tailored to suit the individual circumstances. One licence is for the use of some or all
of the church buildings. The second is for hiring out car parking spaces. These are covered
separately below.
If your church needs a licence preparing, you will need to supply the Trust Office with a range of
key details. It will be helpful and speed the process of preparing a licence if you carefully consider
the points below and decide on these details for your situation.
The process of agreeing a licence often involves some to-ing and fro-ing between church,
prospective licensee and the Trust. You should start the process as soon as possible and aim to
allow at least 3 months for everything to be done.

Licence for the use of the premises
A licence to occupy is used when part of the premises is to be used for any OFSTED registered
childcare/pre-school usage, and also for any users needing more than 4 sessions or 15 hours per
week (and extending beyond a temporary period of 3 months). Use must be at agreed times and
not be exclusive. Licences can run for an initial period of between 1 and 5 years, with suitable
break-points and notice periods. Licences can be extendable beyond the initial period.
If you believe a licence will be required, please notify the Trust Office by email with brief details of
what will be needed and an indication of the timeline and the significant dates being worked to on
that timeline, for example the date of the meetings when the licence will be discussed and the
proposed start date of the licence. This will allow a degree of workload planning, but real progress
cannot be made until you have provided the details listed in Appendix 3.

Licence for car parking
The Trust’s approach is designed to allow you to administer changes of licensee and the allocation
of car parking spaces. You will therefore receive a model licence and authority for a nominated
representative of your church to issue a fresh or modified licence to licensees on behalf of the
Trust. This authority will be subject to formal guidance on the use and modification of the model
licence to include details of the licensee, the applicable dates and the allocated car parking spaces.
If you wish to issue car parking licences, please notify the Trust Office by email with brief details of
what you have in mind and an indication of the timeline and the significant dates being worked to
on that timeline, for example the date of the meetings when the licence will be discussed and the
proposed start date of the licence. This will allow a degree of workload planning, but real progress
cannot be made until you have provided the details listed in Appendix 4.

Tenancy at will
This is a more straightforward document to prepare. Appendix 5 contains a checklist of information
which you should email to the Trust Office for them to prepare a draft document for your review.
You must then collect a payment of £1 per year from the tenant.
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Appendix 1
The standard hiring agreement explained
This appendix explains the various parts of the agreement to help you understand some of the
detailed provisions and your ability to customise it in some respects.
There are four parts to the agreement:





Section A (Application to Hire Church Premises) sets out the hirer’s key details and includes
explicit acceptance of certain key provisions of the agreement. You cannot remove any of this
content, but may seek additional information if you wish.
Section B (Booking Confirmation) sets out the basis on which the church agrees the hiring may
take place.
The ‘Conditions of Hiring Church Premises’ sets out the Trust’s standard conditions of hire. You
cannot change these conditions, but in some specific respects you may make a separate
written agreement to vary them. These are highlighted below.
The ‘Rules and Regulations for Hiring Church Premises’ are an optional further section to
reflect any particular requirements of your church.

The Conditions explained
Clause 1
This sets out some important definitions. Note that some of the terms are specified in Sections A
and B. You should particularly ensure that all premises and facilities to be provided to the hirer,
including access to car parking and the shared areas of the buildings, are adequately described in
the application or in the Information Sheet you have supplied about the premises in support of the
booking.
Payments
Clause 2 requires all payments to be made as set out in the Booking Confirmation. It is therefore
important that you specify these carefully.
Clause 3 allows you to make increases in your charges. This can be useful if, for instance, you
usually make increases at the end of a year, while a regular booking might ‘renew’ at a different
date.
Clause 4 allows you to make appropriate recoveries from any security deposit before you return it
at the end of the hire agreement.
Use of premises
This group of clauses sets out several important provisions including: hirers are only allowed access
at the times they have booked the facilities they have booked; hirers must take care of your
keys/keycards/access codes; use of the premises is at the risk of the hirer and those using the
premises; there must be responsible supervision of the premises by the hirer during the hire
periods and at the time of any emergency evacuation.
You can enter the premises at any time and may terminate a hire in certain circumstances.
Compliance with rules and regulations
In addition to requiring the hirer to comply with any additional requirements you have included in
the final part of the agreement, these clauses set out a few key obligations.
Clause 15 places the responsibility for compliance with all laws and regulations relating to the
occupation of the premises on the hirer. This includes arranging for any necessary licences, but if
you already hold a relevant licence you may extend the benefit of this to the hirer.
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Smoking and the sale of alcoholic beverages are prohibited. The consumption of alcohol is not
prohibited unless you choose to make this an additional requirement, as above. There is no
prohibition of raffles or other forms of gambling unless you wish to make this an additional
requirement.
Clause 18 prohibits anything that may contaminate, that may be hazardous, or is especially
combustible.
Clauses 17 and 19 set out constraints which you may, by separate written agreement, modify. The
first relates to the presence of animals, where the default position is only to admit assistance
animals. The second prohibits any permanent signage for a hirer, whilst allowing appropriate
temporary signs to be displayed during hire sessions. This allows you to avoid being known, for
example, as the church who worship at Slimmer’s World, or from finding your identity
overshadowed by a guest congregation.
Safeguarding
Clauses 2 0 to 23 are also highlighted in the specific points agreed to by the hirer in Section A. This
is an important area of reputational risk for the URC and all its churches, which you should ensure
is fully understood by your hirers. As highlighted earlier in this guidance, before accepting any
hiring involving children, young people and adults at risk you should consider the suitability of the
hirer and whether they have a proper appreciation of the need to follow safeguarding procedures.
If there is any doubt, advice/guidance should be sought from the Synod’s Safeguarding team.
Public safety
These clauses aim to make clear to the hirer that they bear responsibility for aspects of the safety
of those who occupy the premises during the hiring. You will note that it is incumbent on you to
supply a proper Evacuation and Fire Emergency Plan, First Aid Kits and an Accident Book in addition
to maintaining proper risk assessments of your premises.
Repair, damage, insurance and indemnity
Clauses 29, 30 and 33 set out the responsibility of the hirer for damage to property or people, and
their obligation to indemnify the church against any resultant costs. Clause 31 prohibits damage
being caused by fixing items, even temporarily, to the fabric of the building. Clause 32 requires the
hirer to inform you of any damage they cause or any other defects that they detect.
Clause 34 refers to public liability insurance. It recommends but does not require hirers to hold
this; indeed, it may be difficult for an individual to obtain this if holding a children’s party, unless it
is covered by their household policy. However, you can insist on such insurance and on checking
that it is in place. If you wish to d o this you should either make this an additional requirement o r
notify specific hirers of this requirement in writing.
Clause 35 protects you from the consequences of being unable to provide the contracted premises,
but only due to certain types of unforeseen circumstances.
End of each hire session
Clause 36, read in conjunction with Clause 5, set out the requirement that the premises are only
available to be occupied during the times that are stated on the application. There is no provision
for ‘free’ set-up and clear-up time which, if you wish to provide it, should be included in the times
and charges on the application.
Other clauses state the requirement to return the premises in a clean and tidy state, with all
rubbish removed and furniture returned to its original position, and to leave the premises in a
secure state.
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Where you are prepared to allow temporary storage of property between hire sessions, you will
need to give written permission for this (Clause 38). One way of doing this would be to add the
storage to Section A as an adjunct to specifying the ‘Premises’ to be used. You will notice that in
that section the hirer is specifically required to agree that ‘Where any temporary storage facilities
are provided under this application this is not on an exclusive basis and the Owners reserve the
right to relocate stored goods at any time and for any reason.’ If you give written consent to
storage in another form, and you have satisfied yourself that there is no need for a tenancy at will,
you must include the wording in parentheses in your written confirmation.
Termination of the hiring agreement
Clauses 42 and 43 provide for the giving of notice to terminate the agreement before the specified
end date. You may choose a notice period which suits your circumstances; this is inserted in
Section B - the Booking Confirmation.
If the agreement runs its full term, it will terminate on the End Date specified in Section A. You are
free to accept a fresh application from a regular user in advance of this date, to maintain continuity
of usage. The latest version of the standard documents should however be used.
Clause 45 provides for the recovery of keys/keycards when the hiring agreement is terminated
(unless it is renewed, as above).
‘Rules and Regulations’ for your church
There may well be some additional provisions that your church wishes to include in this further
section. If you do, you should take care to ensure that they do not contradict anything contained in
the Conditions. Topics covered might include the usage of the car park, the kitchen or other shared
facilities.
If you do not wish to add any such conditions you should simply remove that page from the
agreement.
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Appendix 2
[Insert Church Name] UNITED REFORMED CHURCH
INFORMATION O N HIRING OUR CHURCH PREMISES
If you wish to make a booking, you should complete the ‘Application to Hire Church Premises’
and return it to the owners’ agent as detailed below. If the application is accepted, you will
receive a copy of the application [containing a signed booking confirmation/by confirmation
email].
Please only complete the application after reading, understanding and accepting the important
documents listed below and satisfying yourself about the suitability of the premises.
Any requested hire charges and any security deposit detailed in the booking confirmation must
be paid as specified in the confirmation.
Premises available for hire
[Describe:







The church’s policy for acceptable use
The rooms available for hire with their hire charges
Terms of payment (e.g. paid in advance for one-off booking; monthly in advance for regular
hires)
Acceptable methods of payment
Any requirement for a security deposit
The basis on which any church car parking can be used]

Suitability and availability
You are advised to check the suitability and availability of the premises and the equipment to be
hired (both in terms of specification and hire charges) with the owners’ agent detailed below,
before proceeding any further with an application.
Important documents
By making an application, receiving a booking confirmation and using the premises you are
accepting the ‘Conditions of Hiring Church Premises’ [and if applicable the ‘Rules and Regulations’]
contained within the application. You should also ensure that you have obtained a copy and
understand the owners’ Evacuation and Fire Emergency Plan. If your organisation has a
Safeguarding Policy you will be expected to follow this – otherwise you will need to discuss your
approach to safeguarding with the owners who will need to be satisfied that suitable safeguarding
arrangements are put in place and may offer you the owner’s own Safeguarding Policy.
The owners’ agent(s) detailed below can provide the latest versions of these and will be your
contact for this application.
Owners’ agent(s)
[Give the contact details of the person(s) who will act as contacts for access and payments etc.]
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Appendix 3
Checklist of information to be supplied; licence for the use of premises
Church details
The name of the church involved in the licence and the name and contact details of the church
representative who will liaise with the Trust Office regarding the details of the licence.
Church Meeting resolution
Written confirmation of a Church Meeting resolution to enter into the licence or written
confirmation that such a resolution will be in place by the proposed start date of the licence. A
suggested wording can be supplied if required.
Prospective licensee
The name and contact details of the prospective occupier(s) under the licence, including their
address and their registered company number and charity number, where appropriate, and advice
as to whether the occupier(s) is/are acting on behalf of an organisation, for example the Boys
Brigade.
Authority to act
Written confirmation that the prospective occupier(s) already has/have their requisite authority in
place to enter into the licence or confirmation that such authority will be in place by the proposed
start date of the licence.
Signatories
The full names (including any middle names) of the signatories who will sign the licence on behalf
of the prospective occupier(s).
Property details
Details of the property that will be the subject of the licence, defined by reference to an address
and/or description (i.e. the first floor office), together with a supporting plan.
A description of the building of which the property forms part.
If the prospective occupier(s) is/are to have exclusive occupation of any part of the property under
the licence, provide a supporting plan. (Note that this exclusivity may only apply during the
specified licence times).
If the prospective occupier(s) is/are to have shared occupation of any part of the property under
the licence, provide a supporting plan. (This may for example include common access areas, toilets
and kitchens).
If the prospective occupier(s) is/are to have any storage space that they will exclusively use,
provide a supporting plan.
Use of premises
What use should be permitted under the licence? For example, all purposes in connection with a
pre-school, nursery etc.
Details of the permitted times the property can be used for the permitted use; for example,
between 8:30 a.m. and 3:30 p.m. on Monday to Friday inclusive during term time only (bank and
other public holidays excepted).
For an OFSTED registered childcare provider, the maximum number of children to be
accommodated and details of the provider’s registration.
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Payments required
Details of the licence fee as an amount per day, month, quarter or year as appropriate. When and
how will the licence fee be paid, reviewed and increased? The Trust advises that as a minimum an
annual increase linked to the Retail Prices Index on the anniversaries of commencement should be
included if the licence is to be for more than one year, or is to be extendable beyond the initial
period.
Security/keys
Details of any security or key deposits. How many keys will be provided?
Duration of licence and notice arrangements
Details of the initial duration of the licence. It would be usual to specify an initial period, possibly
with break points/notice periods, and then for the licence to become ‘periodic’ subject to a
week/month/quarter/year’s notice on either side. What break points/notice periods do you wish
to allow during the initial period; for example, you may specify dates on which breaks are
permitted, say on the anniversary of commencement, and a notice period for these breaks.
Responsibility for expenses
Who is responsible for each of the following expenses? If applicable, what percentage is
attributable to the prospective occupier(s)?
Non-domestic rates
Gas
Electricity
Water
Broadband/Telephone
Insurance
Other ( if applicable)

church or occupier(s)
church o r occupier(s)
church or occupier(s)
church or occupier(s)
church or occupier(s)
church or occupier(s)
church or occupier(s)

Car parking
Is there a right to park any cars on the church site and if so, how many and where? If car parking is
to be strictly controlled, please provide a supporting plan with the outline of the available car
parking spaces marked.
Notice boards and signage
Is there to be a right to use church noticeboards or erect external signage? Remember that internal
and external signage on listed buildings will need to be pre-approved by the Synod’s Listed
Buildings Advisory Committee in the normal way.
Special provisions
Do you require any special licence terms or conditions?
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Appendix 4
Checklist of information to be supplied; car parking licence
Church details
The name of the church involved in the licence and the name and contact details of the church
representative who will liaise with the Trust Office regarding the details of the licence and also the
person to become the authorised representative for issuing licences on behalf of the Trust.
Church Meeting resolution
Written confirmation of a Church Meeting resolution to permit car parking licences or written
confirmation that such a resolution will be in place by the proposed start date of the licence. A
suggested wording can be supplied if required.
Prospective licensee(s)
The name and contact details of the first prospective person/firm/organisation(s) to become
licensee(s), including their address and their registered company number and charity number,
where appropriate.
Authority to act
Written confirmation that the prospective initial licensee(s) already has/have their requisite
authority in place to enter into the licence or confirmation that such authority will be in place by
the proposed start date of the licence.
Signatories
The full names (including any middle names) of the signatories who will sign the licence on behalf
of the prospective initial licensee(s).
Car park details
Details of the car park that will be the subject of the licence, defined by reference to an address
and/or description (i.e. the first floor office), together with a supporting plan and an indication of
entrance and exit routes.
The plan should contain identifiers for each car parking space, where the licence is to be for
allocated space(s). If car parking is not to be allocated, on what basis will licensee(s) be able to
park? Do you need to make any special provisions about the control of car parking, access, or the
usage of the area of the car park?
Use of premises
What use should be permitted under the licence? For example, is it only for cars and/or motorbikes
and/or vans?
Details of the permitted days and times the car parking can be used for the permitted use.
Payments required
Details of the licence fee as an amount per day, month, quarter or year as appropriate. When and
how will the licence fee be paid, reviewed and increased? The Trust advises that as a minimum an
annual increase linked to the Retail Prices Index on the anniversaries of commencement should be
included if the licence is to be for more than one year, or is to be extendable beyond the initial
period.
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Duration of licence and notice arrangements
Details of the initial duration of the licence. It would be usual for car parking to be ‘periodic’ from
the outset, but you may wish to specify a minimum period of hire. ‘Periodic’ hire would be subject
to a notice period on either side – what notice period do you require?
Special provisions
Do you require any special licence terms or conditions?
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Appendix 5
Checklist of information to be supplied; tenancy at will
Prospective tenant
The name and contact details of the prospective tenant(s) under a tenancy at will, including their
address and their registered company number and charity number, where appropriate, and advice
as to whether the tenant(s) is/are acting on behalf of an organisation, for example the Boys
Brigade.
Description of the storage requirement and/or description of land use
What is the storage facility on offer? Also provide a general description of the proposed contents
and a location plan.
For internal storage – provide a plan of the relevant building showing the location of the storage
(with an appropriate label on the plan).
For external storage or other forms of land use – provide a plan locating the area in relation to the
church buildings and boundaries.
This may be a simple sketch plan, if it makes the location clear. Alternatively the Trust Office may
have a suitable plan of your site on file, if preparing a plan is problematic.
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