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ST. GILES’ CHURCH CRIPPLEGATE

CHURCH BOOKING APPLICATION & CONFIRMATION FORM

PLEASE FIRST READ THE IMPORTANT ‘NOTES TO HIRERS’ 
	PURPOSE OF BOOKING
	

	Does this require all others to be excluded from the body of the Church?
	

	If so during what hours?
	


	DURATION
[See Notes B, K & T]
	PROPOSED BY HIRER
	AGREED BY 
ST. GILES’ PCC
	ACTUAL [for office use]

	DATE OF BOOKING
	
	
	

	BOOKED TIME IN
	
	
	

	TIME PUBLIC ADMITTED?
	
	
	

	BOOKED TIME OUT
	
	
	

	Later days?
	
	
	


HIRER ORGANISATION…………………………………………………………………………
HIRER CONTACT NAME ……………………………………………………………………

HIRER CORRESPONDENCE ADDRESS………………………………………………………

                                                    ………………………………………………………
                                                    ………………………………………………………

CONTACT TELEPHONE……………………………

CONTACT MOBILE………………………………….

CONTACT EMAIL……………………………………

SEATING REQUIREMENTS AND CAPACITY
	
	CHANCEL [seated per-formers]
	NAVE [normally 100-145 in pews]
	NORTH AISLE
	SOUTH AISLE
	OTHER
	UNSEATED PERFORMERS etc.
	MAXIMUM CAPACITY [see 

Note M] 

	SEATS
	
	
	
	
	
	
	350


OTHER REQUIREMENTS                                                 PLEASE TICK
	P.A. SYSTEM?
	

	SERVE WINE? See Note R.
	

	SERVE FOOD? Access for caterer? See Note R.
	

	URN for audience? See Note R.
	

	STEINWAY ‘B’ GRAND PIANO? see Note G.
	

	Do you require the of the Piano to be TUNED?
[£75, OR £80 OUT OF OFFICE HOURS]
	

	EITHER OR BOTH PIPE ORGANS? See Note W.
	

	What electrical supply do you require?
	

	OTHER REQUIREMENTS?
	


	
	SIGNATURE
	DATE

	On behalf of the Hirer Organisation named above, I agree to abide by the final content of and Notes attached to this form, and any other Terms and Conditions of booking.
If the terms are amended by the PCC after my signature, I agree that the hirer shall be bound by the amendments unless, within 7 days of receiving the amendments in writing, I resubmit the application or cancel the booking.
	
	


	
	SIGNATURE
	DATE

	The above details are approved on behalf of St. Giles’ Parochial Church Council [the PCC], subject to payment of the non-refundable deposit and of final fee as and when invoiced.
	Diane Corbin

Administrator

020 7638 1997

admin@stgilescripplegate.com
	


	KEYHOLDER [for office use]
	WHO?
	HOURS WORKED
	SIGNATURE

	PERRY ROBINSON 07986 448 956
	
	
	

	MICHAEL DUMITRESCU 
07963 131 355
	
	
	

	Other
	
	
	


IMPORTANT NOTES TO INTENDING HIRERS OF ST. GILES’ CHURCH: 

A: The appropriate fee payable for any use of St. Giles’ is available on application, but cannot be finalised until this application form has been completed and signed. This form will be returned signed off when arrangements have been agreed, together with an invoice.
B: The hirer’s entire activities, including delivery/ removal of equipment, instruments etc. and setting up/ instrument tuning/ demounting/ tidying up must be accommodated between the ‘BOOKED IN’ and ‘BOOKED OUT’ times. If these activities overrun, or if the Caretaker/ Keyholder is required to tidy up after departure, a supplementary fee will be payable.
C: The details proposed by the hirer on this form are not approved until [amended if necessary] it is returned after signing off by St. Giles’ Administrator. The proposed booking is not firm until the required 20% non-refundable fee deposit has been paid by the hirer. 

The full amount of the invoice is payable four weeks before the date of the booking. Direct payments can be made to:-

St. Giles’ Cripplegate Church Account, Natwest, Moorgate Branch, sort code 56-00-23 account 46985867.
D: Photocopies of music in copyright must NOT be used in St. Giles. The PCC is required to make copyright returns to the Performing Rights Society. Hirers must therefore provide St. Giles’ Administrator with a copy of their programme as executed, and will be billed in arrears for any royalties incurred.
E: St. Giles’ remains a place of worship which we are happy to share to a limited extent for suitable concerts, rehearsals, examinations and recordings etc. It is always in use for worship every Sunday until 1200 and from 1545 to 1630, and on Monday to Thursday from 0830 to 0900.
F: In advance of a booking, if so required, the Chancel furniture [Altar, stalls etc.], will be relocated back against the Sanctuary step. On Saturday evening at latest by 2200, the Chancel and Church generally must be clear so that, before the Church is locked, it can be restored to normal for Sunday morning worship.
G: The Steinway ‘B’ Piano may be booked by the hour; it can be relocated to any suitable position on the main floor level, but NOT lifted into the Chancel. For use of either Pipe Organ, see Note W below.
H: Vehicular access to the Church is via a barriered entrance at the junction of Wood St. and Fore St. EC2; if not already open, the key should be obtained from the Church. If found locked, it should be locked again on departure. Heavy vehicles must remain between the yellow lines. Parking places, at the east end of the Church, are restricted to 6 cars and should only be used for necessary equipment deliveries or performers. There is parking in the Barbican Centre car parks off Beech St. or Silk St.
I: Safe access by pupils, vehicles etc. to the adjoining school must be maintained at all times. Apart from deliveries and removals, any activity outside the church must be authorised in writing. 
J: Please do not allow local residents to be disturbed before, during or after your event.
K: The Church is normally open and supervised between 1100 and 1600 Monday to Friday. If only persons associated with the hirer [‘performers’] are to be admitted outside these hours, no St Giles’ supervision will normally be provided between the ‘BOOKED IN’ and ‘BOOKED OUT’ times, but the Caretaker/ Keyholder on duty will provide the hirer contact with an on-site briefing on fire safety and security issues, and open and lock up. The hirer is responsible for the safety and security of the Church during any unsupervised hours and shares responsibility when supervision is provided.
L: For safety reasons, during hours when the hirer intends to have audience in attendance:-

· continuous supervision will be provided, by St. Giles’ Caretaker/ Keyholder at the hirer’s expense, 
· fire exit signs will be illuminated and the direct walking routes from all parts of the Church to the West and North Doors must be kept clear at all times,
· both outer North Doors must be kept open,
· the West Door must be kept unlocked and ajar,
· subject to these requirements the curtained area under the Tower can be used for changing.

M: Special conditions apply to any hirer proposing to bring more than 150 people, including performers etc, into the Church - including a requirement to nominate a hirer representative whose sole function throughout the booking will be to liaise on safety and escape issues with the Caretaker/ Keyholder on duty.
N: Where necessary in emergency:-

- the alarm will be raised by the use of whistles provided near the exit doors,

- the emergency services should be called, on any mobile telephone available, to attend at:-

“St. Giles’ Cripplegate Church, Fore St., Barbican EC2Y 8AY”,

- the Caretaker/ Keyholder will take over-riding control in the interest of safe evacuation,

- the Assembly Point is directly opposite the North Door by the railings overlooking the Barbican Lake.
O: Access to the Church for those with wheelchairs, or heavy equipment, is available by a ramp to the North Door. There is one step up for access from the body of the church to either the Chancel or to the Chancel Organ in the North Aisle, and one step down to leave by the West Door.
P: Through the Church Vestry there are two toilets, one of which is wheelchair accessible, but their use should be confined to performers. Facilities are available for audiences in the Barbican Centre opposite the Church, across the lake by lift or stairs and footbridge.
Q: We provide kettle and disposable cups to assist you in providing drinks for performers during rehearsals; we are unable to provide catering consumables or other materials.
R: If the hirer wishes to provide refreshments for the audience, you are welcome to use our water boiler [80 cup capacity]. We allow you to serve wine, but if a charge is to be made you must obtain the appropriate statutory Licence in advance, or include wine in the ticket price; it is for the hirer to supply both wine and glasses. We do not have kitchen facilities; if you wish to serve any sort of food, please discuss this with us well in advance.
S: It is for the hirer to provide publicity, ticketing, ushers etc. and the audience. We can display your fliers on the Church website [please email in pdf or Word format] and on our information table.
T: Any application for permission to deliver any item before the ‘booked time in’, or to store any item between discontinuous periods of hire, or after the ‘booked time out’ but prior to its removal, must be sought by the hirer in writing from the Administrator AT LEAST 14 DAYS BEFORE the start of the period of hire, but will only be permitted to the extent notified in advance in writing by the Administrator to the hirer. 
U: No access is permitted to the Church Roofs or other locked spaces, nor to the Tower except for authorised ringers under supervision.
V: The PCC will be free to dispose of any item, including any valuables, instrument, instrument case, music stand, other equipment or item of clothing, footwear, umbrella, bag or seating, left in the Church after the expiry of a period of two weeks from the end of the relevant hire, or [if prior consent had been given in writing for the item to be left] two weeks after the expiry of that consent. 
W: Our Grand and Chancel Pipe Organs may be booked by the hour; please discuss your detailed needs, including organ tuning and rehearsal time, with the Director of Music, Anne Marsden Thomas [AMT@organschool.com or 020 7638 3052]. Both organs have mechanical action, balance swell pedals and full playing aids, including stepper or sequencer.
Grand Organ in West Gallery: 3 manuals, 39 stops, radiating/ concave pedalboard; there is a slight time-lag between the Gallery and the Chancel, and limited sight-lines; the Gallery can also accommodate 10 people standing.

Chancel Organ adjacent to Chancel: 2 manuals, 15 stops, straight/ concave pedalboard; this organ has an extremely versatile specification and can fill the church or provide a subtle continuo; a free-standing mirror ensures good sight-lines.

X: No verbal consent to any variation of the Confirmation or Terms and Conditions of Booking has the consent of the PCC unless it is given by the Caretaker/ Keyholder actually present, and only to the extent and for the period specified at the time; any such verbal consent to any variation may be withdrawn by the same person at any time.
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