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Completing this application form does not create any contract between the proposed Hirer and St Pancras Church PCC (‘the PCC), but the information provided by the proposed Hirer will be relied on by the Church and / or may be incorporated into a written contract, if one is later agreed and signed on behalf of both parties.
Please take note of the Restrictions that the PCC has on use of the church and the PCC’s current Schedule of Standard and Additional Charges: both are available on request.
1. The proposed Hirer and proposed Hirer’s authorised representative
Name or Organisation Name (if applicable)	
	


Authorised representative	
	


Address
	



Email
	


Mobile number
	



2. If the proposed Hirer is a registered charity, its Charity Number   
	



3. Proposed Period(s) of Hiring	
Date(s)
	


Times
	Start of Hirer: Time access to the church building would be required by the proposed Hirer for set-up and rehearsals 
	

	Doors Open: Time the doors would open for attendees
(used for assessing necessary staff hours)
	

	End of Event: Time by which the church building will be cleared of attendees with doors closed
(used for assessing necessary staff hours)
	

	End of Hire: Time the church building would be cleared of equipment and participants, vacated, and ready for lock-up
	


4. Purpose(s) of proposed Hiring.  
Please note that the church is a sacred space and it is not, therefore, suited to all events, or all musical or artistic performances. The proposed Hirer must provide an accurate description of the content and nature of the activities, events and purposes that the proposed Hirer would use the church for.
	





5. Provide the names of proposed speakers
	





6. What are the proposed numbers of speakers, performers and participants?
	





7. What is maximum number of attendees that the proposed Hirer would permit at the event 
	




8. Parts of the Building available to the proposed Hirer. 
Included: Included in the Church’s hire fees are, respectful use of the main ground floor church space (nave, north and south aisles, with access via the main central doors onto Upper Woburn Place via an octagonal porch, plus use of the south vestry (often used as a green room) and the accessible toilet which is reached via the south vestry. The two side chapels at the front of the north and south aisles may be used respectfully as wings or for storage during the hire period. 
Car park: One space in our car park is available to a hirer within the hire charge. Further spaces, if any are available, can be booked on-line through Just Park. The church car park can be used on a temporary basis for loading / off-loading equipment.
Other areas. Unless expressly requested and agreed the Sanctuary (red carpeted area), the north and south vestibules at the east end of the church and the gallery are excluded areas and may not be used. This also applies to the pulpit and pulpit steps. The church office, which is in the north vestry, is not available as part of any hire.
	The Sanctuary (the red carpeted area)

	[bookmark: _Hlk220148268]Doe the proposed hirer request use of the Sanctuary
	Yes   /   No  

	If yes, for what purpose(s)?


	If yes, would the main altar need to be moved backwards?
	Yes   /   No

	The pulpit and pulpit steps 

	Doe the proposed hirer request use of the pulpit or pulpit steps
	Yes   /   No  

	If yes, for what purpose(s)?


	[bookmark: _Hlk220149005]The North Vestibule  area can provide some storage space during a hire period but it also provides access to the gallery and it is an evacuation route from the church to the north portico doors.  The evacuation route and, if the gallery is being used, access to it, may not be impeded.

	Doe the proposed hirer request use of the north vestibule?
	Yes   /   No


	The South Vestibule  area can provide some storage space during a hire period but it also provides access to the gallery and is an evacuation route from the church to the south portico doors.  The evacuation route and, if the gallery is being used, access to it, may not be impeded.

	Doe the proposed hire request use of the south vestibule?
	Yes   /   No


	The Gallery can provide up to 200 extra seats, 100 each side.
(There is seating for a maximum of 415 people downstairs in the church.) 
Hirers should view the church for themselves since sight lines vary depending on the way the church is used.  Typically about 70 downstairs seats have a restricted view; in the gallery sightlines vary with, typically, about 100 of the seats having  (at best) a very restricted views.
Access and egress to the gallery is only by uneven stone stairs in the north vestibule and south vestibule.  In the gallery the front row parapet wall is low by modern standards.  For safety there are, therefore, restrictions on who can be allowed upstairs (aged 18+ and able-bodied) and if the gallery is to be used extra stewarding staff is mandatory.

	If the proposed hirer requests use of the gallery, how many people would you want to access to the gallery for?

	Yes   /   No




	Selling alcohol at St Pancras Church
Alcohol may not be sold at St Pancras Church without express agreement of the Church in a hire contract and necessary legal permissions are in place.
The Church does not have a Premises Licence permitting the sale of alcohol.  Consequently, hirers are not permitted to sell alcohol at the church unless a licencing exemption covering the hirer’s event(s) is granted by Camden Council through the Temporary Events Notice (TEN) system. 
Only a limited number of licencing  exemptions (TENs) are available for events in St Pancras Church each year. The Church retains absolute discretion as to whether to permit alcohol to be sold at any event and whether a TEN may be applied for.  If the church agrees to apply for a TEN for a hirer’s event a fee is charged; and if you sell alcohol at your event, then a bar fee is payable by you to the Church.  It will be up to you to arrange, stock and staff and to manage the bar.   
Note 1: Where the sale of alcohol in the church building is lawful under the Temporary Events Notice (TEN) system, then the total number of people permitted in the church building (including performers, participants, staff and attendees) is restricted by law to 499.
Note 2: selling alcohol includes indirect sales, such as:  supplying a “free” alcoholic drink within an event’s ticket price or the price of a cup or the price of a buffet meal; and selling alcohol includes asking for a donation in return for an alcoholic drink. 

	Do you wish to sell alcohol at your proposed event?

	Yes / No




	Extra Toilets
The church has one internal accessible toilet, reached via the south vestry. Additional toilets can be hired and situated in the church carpark.

	Is  the proposed hirer wanting use of extra hired toilets?
(If yes, we can discuss options and costs.)

	Yes / No 



	Staffing:  Minimum staffing levels: one house manager, one event assistant  and one security guard are included the standard hire rates. Nevertheless, the church seeks ensure that appropriate staffing levels are agreed in all hiring agreements.  Depending on the proposed use of the church and the expected numbers at the proposed hirer’s event, the church may require, and can provided, a greater level of staffing. Additional charges apply for provision of staffing in excess of the minimum staffing level which is provided by the church and for other staff such as AV staff and musicians.

	Staffing requests from the proposed hirer … 




	Additional Facilities:  (consult the list in the Schedule of Standard and Additional Charges)

	Musical Instruments: The church may permit use of its main church organ, its chamber organ and it grand piano by suitably trained musicians. 
Which, if any, of the church’s instruments would the proposed hirer want permission to use?  
Who is the proposed musician?
	

	Technical Equipment: The church has a range of microphones (two radio lapel mics, one radio handheld, one wired lectern mic) together with fixed and freestanding loudspeakers, projector and screen and basic streaming equipment, which can be made available to the hirer. (Note: there are no fixed loudspeakers in the gallery.)
What, if any, of the church’s technical equipment does the proposed hirer request to use.
Depending on the proposed hirer’s request the church may require the inclusion of AV staffing.
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