Church Hall
Additional Terms & Conditions of Hire for St Lukes Hall due to COVID19 requirements and
restrictions 2020.
The hirer/ group leader and key holders have the responsibility to ensure that these terms and
conditions are carried out.
General Procedure
1. The hirer must keep a record of contact details of all participants in any booking session.
The maximum number of individuals allowed in the main hall is 28 and in the small hall 12.
The 2m social distancing is being followed until further notice. If there are attendees from
the same household these numbers may be increased after consultation with
bookings@stlukes-hall.org.uk telephone 07792567189.
2. The hirer is responsible for ensuring that no member of the group with COVID19 symptoms
enters the building.
3. If anyone develops COVID19 symptoms within 7 days of visiting St Lukes Hall, the hirer must
alert bookings@stlukes-hall.org.uk telephone 07792567189. Test, Track and Trace is to be
alerted.
4. A person who becomes unwell at the hall with suspected COVID19 symptoms must wait in
the reception area for transport home or to hospital. Contact details of all the attendees of
that booking session should be known to the hirer who will advise them to leave and inform
Test, Track and Trace and bookings@stlukes-hall.org.uk telephone 07792567189 as the
building will then be closed for 72 hours and deep cleaned before reopening.
5. The hirer/key holder is responsible for opening and setting up for the session. This is to be
done before the group members enter. The main door/s is/are to be left open until all
members have entered and then locked to avoid unknown persons entering. Use hand
sanitiser (unless wearing clean rubber gloves) in the lobby and deactivate the alarm. Open
and tie back the inner doors. Open both doors to the main hall or proceed to the small hall.
This is to prevent members touching the doors unnecessarily. If using small hall when the
main hall is already in use enter by the left hand side door up the ramp. Keep this door
open for group to enter. Bookings can be checked on the hall website www.stlukeshall.org.uk
6. Do not allow members to crowd at the entrance doors but adhere to social distancing as
marked out by the tape on the ground.
7. Use hand sanitiser on entry and exit. There is a dispenser in the front porch, one in
reception, one by the rear door in the main hall and one by the outside door of the small
hall.
8. The rear fire exit doors in the main hall as well as the front door can be used for ease of exit
adhering to social distancing. The mechanism at the bottom of the door must be properly
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engaged when closing. Advise your group to use the side door for entry to and exit from the
small hall. The group leader will enter and exit by the front door if no group is in the main
hall on arrival or departure in order to disarm and set the alarm. The small hall outside door
must be locked before departure. If in doubt please test from the outside as it can be locked
it with the key. Group members are to exit following social distancing in an orderly manner
from both halls.
Do not to touch anything unnecessarily in the hall.
There will also be a small sanitising station consisting of hand sanitiser, anti-viral spray and
paper towels by the main hall doors. Anti- viral sprays and paper towels will also be found in
the small hall and kitchenette. Used paper towels must be disposed of in the bins provided.
Encourage individuals to bring hand sanitiser for personal use
The main kitchen will be closed until further notice. The kitchenette will be open providing
cold and hot tap water, hot water heater, fridge and microwave. No crockery, glassware or
cutlery will be available. All drinks and food containers must be taken away.
If the kitchenette has been used, the surfaces and handles must be wiped down with
antiviral spray and paper towel before departure. Place used paper towel in the bin but no
other rubbish.
It is suggested that persons setting out chairs should wear gloves.
Place chairs to face in one direction so that the middle of the front of each one is in line
with the marking tape which has been placed to mark the spot a person should stand on at
the correct social distance. If there are any couples in your group, chairs could be placed
next to each other with the floor marking centred between them.
Wipe the chair frames with antiviral spray before stacking them back on the trolleys. The
use of chairs will be sprayed by staff while on the trolleys and rotated to ensure that there
is a 72 hour period of non use between sessions
Wipe down tables using antiviral spray and paper towels provided and dispose of used
paper towels in the bins provided. Store the tables to face one way as usual on the trolleys
Ensure that your group members adhere to the social distancing directive at all times. In
particular be alert when walking along the corridor or waiting outside a toilet.
It is advised to keep the rooms well ventilated. Windows can be unlocked/locked using the
keys which are on hooks next to the central heating controls in either hall. Hirers/key
holders should open windows at the beginning of the session and sanitise their hands
before opening and after closing or wear clean rubber gloves. Similarly if curtains need to
be drawn. In both cases restrict the number of persons touching these to one person per
session.
Hirer/group leader must advise bookings@stlukes-hall.org.uk if group wishes to use AV
system and requires any equipment. Sanitise hands before touching the control boxes.

Use of Toilet
1. There can only be one person in any of the toilets at any one time unless a child is being
accompanied by a parent or a person with a carer.
2. The sliding vacant and engaged sign is to be used on entry and exit to avoid confusion and
violating social distancing.
3. Observe social distancing if waiting. The corridor is too narrow to pass each other.

4. Only the cubicle in the men’s toilet will be in use. The urinals will be inaccessible until
further notice due to presenting a high risk.
5. Only one wash basin and one cubicle will be available in the ladies’ toilet.
6. Sanitise hands on entry.
7. Use the antiviral spray and toilet paper to wipe toilet seats before and after use. Flush used
toilet paper down the toilet.
8. Close the toilet lid before flushing
9. If the baby changing facility is used, sanitise before and after with antiviral spray and paper
towel which must be disposed of in the bin not flushed down the toilet. Take away dirty
nappies for disposal at home.
10. Wash your hands thoroughly for at least 20 seconds before leaving the toilet. Run the tap
until hot water is delivered (which can take a few moments).
11. The hand dryers previously identified as a danger due to droplets, are in use until further
notice.
12. If anyone brings antiviral wipes for personal use, these must not be flushed down the toilets
but disposed of in the bins provided.
13. Use the hand sanitiser on exit after touching the toilet door handles and the vacant/engaged
notice.
Use of Kitchenette
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Sanitise hands on entry or wear rubber gloves.
Only one person in kitchenette at any one time.
The hot water heater will be on.
The microwave may be used but the outside must be wiped down after use.
There will be no kitchen equipment available until further notice.
Please wipe down the worktop and any other surface that has been touched with the
antiviral spray and paper towel.
7. All rubbish apart from used paper towels must be taken away. Do not put used rubber
gloves in the waste bin. They need to be taken home with you for safe disposal.
Use of Main Kitchen
1. Closed until further notice.
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