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Facilities Guidelines 

 

 

This Parish Church and its buildings exist as a centre of worship for Almighty God. This is their 

primary purpose. Yet, a grade 1 listed building, Hall and Parish Room provide opportunities to 

further the mission and ministry of their parish by their use for a range of other activities. 

 

These facilities are a valuable resource. The Facilities and Commercial Manager (“The Facilities 

Manager”) is to ensure that a maximum return is achieved for the rental or hire of the spaces 

available. However, the ability to achieve this function (for example in reaching budget targets) 

must though be understood by all to be balanced, at times, against the identified proper needs of 

the worshipping community and wider parish. This, at times will cause conflicts of priority.  

 

This policy sets out broad terms for the operation of the Facilities, and provides guidance to the 

Facilities Manager in the operation of his/her duties, as the person charged with the day to day 

oversight and decision making authority for the use of these spaces. This management is 

delegated from the function of the Team Rector of the parish to whom, in law, is entrusted the 

privileges and rights of the use of the buildings. No change in the operation of this policy may 

then be made without his express permission. 

 

This policy gives guidance: 

• Where exceptions may be applied to the general levels of rental agreed 

• Who may (or may not) qualify for discounts, grants or other reductions from the set levels 

• When it may be appropriate or proper to terminate a user’s booking agreement 

• When a booking may over-ride any pre-existing booking (a priority booking) 

• When a potential user might be refused a booking 

• To set out a transparent process where any dispute might arise and when a senior member 

of staff should be consulted, or their approval sought 

• General ‘outline’ guidance for fiscal control, budgets and non-major repairs 

 

This guidance material is not exhaustive, but seeks to provide clarification of various issues that 

arise from time to time. Common sense is always a good starting point. However, what one 

person might believe to be the right course of action will not always be shared. This policy 

therefore sets broad parameters within which the Facilities Manager can operate, using careful 

and sensitive judgement and where necessary, listening to the advice of senior colleagues. In all 

cases, the Facilities Manager should be able to provide positive reasons for decisions made. 

 

A Rental Rates 

A1 The Facilities Manager in consultation with the Team Rector sets rates for the rental of 

the Hall, Parish Room and church annually.  

 

A2 The Facilities Manager has discretion as to any banding or discount to apply. This gives 

flexibility, especially where new users, who have the potential to expand their bookings 

over time, might first wish to use the space available for a ‘trial period’. It is for the 

Facilities Manager to determine the appropriate banding or discount to be charged. 
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B Discounts 

B1 There are numerous occasions on which a request is received because a booking is for ‘a 

charity’. However, St Wilfrid’s is itself a charity, and like those who enquire, has to ensure 

that fair value is obtained.  

 

B2 The General Policy is therefore that discounts to individuals or groups are not offered. 

This is especially the case where ‘one off’ bookings invariably create as much, if not more 

work in their administration as monthly or weekly bookings. 

 

B3 Where regular members of the congregation make a booking for their own personal use, 

where they are themselves the ‘named person’ and take responsibility for the use of the 

facility, then the Facilities Manager shall have the discretion to any lower banding 

available for that booking.  

 

B4 Where a registered charity seeks a discount for a ‘one off’ booking (as regular bookings are 

themselves discounted from the normal regular rate), then the Facilities Manager has 

discretion to charge a lower banding level, but the rate charged shall not be less than the 

lowest rate normally available. Any such request must: 

• Be made in writing 

• Clearly set out positive reasons why a discount would bring benefit 

• Be approved by the Facilities Manager and endorsed by the Team Rector 

• Prove that the charity is registered as such with the charities commission. 

 

C Internal Usage 

C1 Where a booking is linked to a liturgical celebration and organised by a group wholly 

accountable to the PCC and under the ultimate direction of the Team Rector, no charge 

shall apply.  

 

C2 No group using the facilities, its leaders (or relatives, friends or neighbours), users, or an 

associate is deemed to form a ‘internal user’ unless that group is under the control of the 

PCC (including the operation of its finances). 

 

C3 Where a request for ‘internal usage’ does not meet the usual internal rule, but the Team 

Rector deems it appropriate that the parish should cover all or part of that cost (and that 

there is a clear and demonstrable good reason) then a transfer of funds as ‘discretionary 

spend’ shall be made from the Rector’s expense account to the Hall in place of payment 

from the person making or requesting the booking. It is envisaged that this condition 

would only be used in highly exceptional circumstances. 

 

C4 Where the hall is used for an ‘Internal’ event which is not linked to a liturgical celebration, 

but is organised by a a group wholly accountable to the PCC and under the ultimate 

direction of the Team Rector then, either: 

• If the Team Rector so directs, no charge shall apply, but a record shall be kept of 

‘forfeited income’, which may then be taken into account in budget setting and 

appraisal. 

 Or 

• A proportion of any profit made, shall be made available ‘in lieu’ of rental, based on 

the minimum rental rate for the period of use, at the discretion of the Facilities 

manager. 

 

C5 In the event of usage under C4, any such use shall only take place after consultation with 

the Facilities Manager, and with him being part of any organising group, if s/he so directs. 
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D Grants 

D1 Where a user believes that a special exception should be made and an exceptional discount 

made, then the award of a grant by the PCC will be required. This will only be granted 

where: 

• There is a clear and demonstrable existing relationship to the benefit of the parish 

church and the organisation or individual concerned of an ‘exceptional’ nature. 

• The use of the facility is for other than a ‘private’ or ‘personal’ booking 

• The consent of the Team Rector is obtained by the person making the request, in 

consultation with the wardens and such members of the standing committee who 

may be appointed for this task. 

• Any such grant made is reported to the PCC who may refuse future requests. 

 

E Termination of Bookings, regular or otherwise 

E1 Discretion to terminate a booking from a regular or other user resides with the Facilities 

Manager. Where a decision to terminate is made, there should be clear evidence that one 

or more conditions has been met: 

• That a user has ignored a number of previous requests to adhere to the booking 

conditions 

• That a user is in significant arrears of more than 6 months 

• That a user is discovered to have made a ‘false’ booking in their own name for a 

third party 

 

E2 The decision to terminate a regular booking should normally only be made after a previous 

written warning has been issued. The decision to terminate must be notified to the Team 

Rector, together with clear evidence for the booking being terminated. 

 

E3 Where any user causes criminal damage, or allows those for whom they are responsible to 

cause criminal damage, or an illegal activity is found to have taken place, then any 

bookings will be summarily terminated. 

 

F Appeals 

F1 Any appeal or request for adjudication must be made in writing in the first instance to the 

Facilities Manager, who must then convene a meeting with the appellant. 

F2 Any further appeal shall then be made in writing to the Team Rector whose decision shall 

be final. 

F3 The Team Rector may, at his discretion delegate the handling of any such final appeal to 

such person or persons as he shall deem fit from time to time. The decision of such 

persons shall be final. 

F4 The Team Rector may, at his discretion assemble such members of the standing 

committee so as to form an appeals panel as he shall deem fit should he so require. The 

decision of such a panel shall be final. 

 

G Proscribed groups 

G1 The Team Rector may proscribe such groups that, in his opinion, shall be regarded as 

“proscribed groups”. These shall include (but are not limited to): 

• Groups whose religious beliefs are not compatible with Christianity 

• Groups whose activities would lead the church into disrepute 

• Groups whose activities are illegal 

• Groups whose use would cause significant reputational damage to the parish 
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H Special considerations in the use of the church itself 

H1 All bookings (other than ‘regular’ liturgical services) are considered at the weekly diary 

meeting. 

H2 No event shall take place in the main church without the consent of the Team Rector 

H3 Where a prospective event is a clear potential source of controversy, in the view of the 

Team Rector, then he shall first seek the advice of the wardens and/or the standing 

committee before approving any such event. 

 

I Priority Bookings 

I1 A request for a booking that over-rides any existing booking shall only be agreed in 

exceptional circumstances. 

I2 At least four weeks notice must be given for such a booking 

I3 Any such booking shall be for a ‘significant’ event – i.e. must be beyond the scope of 

normal bookings (such as en election) 

 

Bookings of the Church itself 

J1 Regular statutory services within the liturgical calendar shall take precedence over all other 

requests for bookings 

J2 Normal service times may only be changed with the express permission of the Team 

Rector. Permission will only be granted where an exceptional reason is given. All times of 

service are the legal preserve of the Team Rector, and no other person may give or direct 

otherwise. 

J3 Those hiring the Church must normally give 15 minutes ‘space’ before and after a regular 

weekday service and 30 minutes before and after a ‘principal’ service (i.e. a sung mass) 

J4 Hirers of the church must make the building available for any such services as may take 

place during the times they may have booked for rehearsals, set up, break down etc. 

J5 No hirer shall hinder any person attending a service 

J6 All hirers of the church shall observe any such conditions as the Facilities Manager or 

Team Rector may require. 

J7 The Parish does not accept bookings from any group wishing to use the Church where the 

Team Rector, PCC or any agent of these bodies is to be charged for a performance, or 

asked to contribute to expenses, publicity, travel or any other costs, unless agreed by 

signed contract in advance. 

J8 All hirers of the church shall abide by the terms and conditions set out in any booking 

agreement. 

 

Budget and repairs 

K1 The Facilities Manager shall operate such budgets as are delegated to him and/or for 

which he is the budget holder. S/he shall use those budgets for the purposes described and 

is accountable to the Finance and Stewardship Steering Group in this regard. 

K2 The Facilities Manager must consult with the Team Rector (or in his absence, the 

Wardens) before any repair to the Church, Office, Choir Vestry, Sacristy, Crypt, or 

Treasurer’s Room is effected. The requirement of Faculty jurisdiction shall be followed in 

each case. 

K3 The Facilities Manager may effect any such repair as is delegated to him to perfom. 

K4 Any request for ‘capital’ spending should be made by the Facilities Manager in writing to 

the appropriate body: 

• For spends up to £1,000 the Team Rector 

• For spends between £1,000 and £2,500 the Team Rector and Churchwardens 

• For spends between £2,500 and £5,000 The Standing Committee 

K5 Requests for capital spends should only be made for ‘stand alone’ projects where clear 

needs can be demonstrated. Requests for capital spends which are merely ‘budget top ups’ 

will not normally be considered. 
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Children’s Parties and events with significant numbers of under 16s. 

L1 The Facilities Manager shall only confirm bookings made if s/he is satisfied that the party 

or event will conform to the parish safeguarding policy. 

L2 No person under 21 may sign the booking agreement. 

L3 A responsible person (parent, guardian or other accountable person) must sign the 

booking agreement, and be the lead adult who shall also be present throughout the 

booking. 

L4 In the case of children’s parties, the Facilities Manager must be satisfied that an 

appropriate number of adults will be present to supervise the number of children and/or 

young people present. 

L5 No alcohol may be brought onto the premises by any person for a booking for a children’s 

party. 

L6 For all parties with children and young people, an adult must supervise the car park and 

outside areas at all times for the duration of the booking 

L7 Only the adult who has signed the booking agreement may collect a key. 

L8 The finish time for all music/discos at children’s parties is 9.30pm. The hall must be 

vacated, clean and tidy by 10pm. 

L9 We do not hire the hall for parties for children and young adults aged between 13 and 20 

inclusive. 

 

Sale of Alcohol under a Premises Licence Agreement 

M1 All booking agreements where the hirer asks for the facility to sell alcohol must comply 

with the terms set out for hirers in their booking form and the User Guide (terms and 

conditions of hire). 

M2 Any decision as to whether or not alcohol may be sold ultimately lies with the standing 

committee as licencee, and operationally with the Facilities Manager.  

 


