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FREQUENTLY ASKED QUESTIONS
Q1: When do I need to pay?
For hall bookings, payment should be made on booking.  For church bookings, a deposit of £100 is due on booking with final balance due 30 days in advance of the booking.  An invoice will be issued, as relevant.
Q2: What are the booking times?
When booking, please confirm the times including set up and clearing away.  Any music must finish at 10.30pm at the latest and all clearing up must be completed by midnight.  Please note no access can be made before your booking time to drop off or leave anything unless specifically agreed.
Q3: How will I get keys?
The hall has a keypad and the code to enter will be emailed to you around 5 days before your event.  We will discuss access for you for church hiring and depending on the timing of the event will arrange a demonstration of the locking up process, as necessary.
Q4: Where are the toilets?
The main toilets are in the hall, there is a male and female toilet which can be accessed via the hall or by leaving the church via the right hand door entrance and turning left.  There is also a disabled toilet outside the hall by the hall garden.  The key for the disabled toilet is on a hook in the cupboard above the sink outside the hall kitchen next to the cleaning cupboard.  There is also a toilet in the church in the vestry, accessed to the left as you look with your back to Sandpit Lane.
Q5: Can we use the kitchen?
The kitchen in the hall can be used for light refreshments and drinks.  There is a dishwasher, kettle, urn and fridge as well crockery and cutlery.  Please ensure that anything used is washed up before leaving.  We discourage the use of single use disposable cups and cutlery on Eco grounds.  Please ensure any children are supervised if they are in the kitchen. If you wish to use the cooker and make any more substantial food, please contact parish.stsaviours@gmail.com.  If you wish to use Street Food Vendors, we can provide some contact information.
The bar area at the back of the Church is also available for light snacks and drinks and the kettle, fridge etc. can be used but please was up anything that you use.
Q6: Is the garden available for hire?
The garden is available with the hire of the hall.  Please ensure it is left tidy afterwards and that anything used to decorate is also removed by the end of your hire.  The slide can be used by children up to age 10 at your own risk.
Q7: Do you have an alcohol licence?
Yes we have a premises licence.  If you wish to use our licence, then please contact parish.stsaviours@gmail.com in good time so that we can agree with our licence holder.  We generally don’t hire for private parties unless after a wedding ceremony or other blessing.  For these events, you will need to obtain a temporary events notice from St Albans Council.
Q8: What is the fire evacuation plan?
Each event in the Church must have a designated Heath and safety person.  Please contact parish.stsaviours@gmail.com with the name and contact details of this person.  The designated person must ensure there are sufficient stewards to manage any health and safety issues.  It is important that both the West doors (main doors) are unlocked for any large event as well as both the side doors to the left and right as these are fire exits.  In the event of an evacuation, please note the meeting point is in the hall garden.  In the event of an accident or evacuation, please contact parish.stsaviours@gmail.com within 48 hours.
Q9: What car parking is available?
Parking is available on both sides of the church and in the front.  Please ensure that the defibrillator is not blocked by car parking and do not park in front of the vicarage, hall or the vicarage garage.  If you expect your event to require significant parking then we strongly advise that you arrange for someone to act as a Steward.  Once car parking is exhausted in the church car park, cars should be directed to local car parks and local roads, subject to relevant council parking restrictions.
No cars may be left in the car park overnight without prior permission.  Please contact parish.stsaviours@gmail.com for permission.  Please also note that any Street Vendors need to be equipped with their own fresh water and electricity supply.
Q10:  Can we use the Church PA system, organ and pianos?
Please contact parish.stsaviours@gmail.com in good time if you wish to use the Church PA system so that agreement can be obtained.
In normal circumstances, the organ is not available to hirers but please contact parish.stsaviours@gmail.com if you wish to consider this so agreement can be reached with the Parish Organist.  The pianos can be used on agreement by the PCC (Trustees).
Q11: Do you have a PRS licence for Performing Rights?
Yes we have a PRS licence.  We request that all hirers who have live music to provide the set list, box office numbers and revenue within seven days of the concert.  We will send you an invoice for your portion of the cost once it is received from the PRS.
Q12: What do we need to clear up on departure?
We have set out a list below of what we expect to be cleaned/tidied before you leave:
· Mop the kitchen floor
· Sweep the church and hall floor
· Clean any tables used
· Please empty the urn in the kitchen if used
· Please ensure the toilets are clean and toilet paper has been replaced.
· Any staging used in the Church must be put back where it was found.
· Put the furniture back as you found it and in accordance with the map in the booking terms conditions
· Please turn off any lights and heaters in the hall.  Separate arrangements will be made for church hiring.
· Remove all rubbish, including in the Church and Kitchen – there is a large General Rubbish Bin opposite the hall as well as a recycling bin.  The recycling bin is for Mixed Recycling (i.e. hard plastic, tins and paper).  You can put one black bin bag in the General Waste bin and any recycling in the recycling bin.  Please ensure any rubbish is split correctly and additional general rubbish and glass recycling is taken home with you.
· Please contact parish.stsaviours@gmail.com with details of any breakages or damage within 24 hours.
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