
 

St Mary’s Church, 10A, The Ridgway, Fetcham, Leatherhead, Surrey, KT22 9AZ 
Parish Office:  Tel: 01372 375000 (9am-12noon), office@stmarysfetcham.org.uk 

St Mary’s Church Hall Hire 

We are delighted to welcome you as a user of our hall. 

Booking requirements: 

1) Payment for bookings should be made at least one week before the booking 
date. BACS should be paid to 20-29-90  00774715 and cheques should be 
made payable to St Mary’s Fetcham PCC and delivered to Parish Office or the 
address below clearly marked Hall Hire 

2) Hirers are responsible for acquainting themselves with the notices regarding 
fire and other emergencies. NO SMOKING is allowed anywhere on the 
premises. 

3) Hirers must ensure that disabled parking bays around the hall are respected 
and used only by those displaying blue disabled parking badges. 

4) Hirers are responsible for their own Public Liability Insurance and for properly 
safeguarding vulnerable adults and children during the period of hire.  Please 
note it is the hirer’s responsibility to gain the Grant of Occasional Permission if 
alcohol is to be sold or raffled. 

5) Hirers are responsible for making sure that any electrical equipment brought for 
use in the hall has an up to date PAT certificate. 

6) For evening bookings the hall must be vacated by 11pm. Hirers are requested 
to leave quietly so that disturbance to our neighbours is avoided. 

Access to the hall: 

On receipt of payment for the booking, hirers will be provided with a security code to 
open the key safe which is located to the left of the front door.  The front door key 
may be retrieved from the safe and should be held securely until departure. 

After use of the hall on the day of the booking: 

a) Please leave the hall as tidy as possible with square tables stacked in 3s 
against the windows.  Chairs and tables should be lifted not dragged in order to 
preserve the floor. 

b) Please return plastic chairs and folding/low tables to the store room and stack 
fabric chairs in 7s at the entrance end of the hall. 

c) Please make sure that any crockery/cutlery used is washed and put away and 
that any breakages or damages are reported to the Parish Office. 

d) Please take particular care with the use of any audio-visual equipment.  Please 
ensure that all equipment is left exactly as it has been found and report any 
issues experienced to the Parish Office. 

e) Please check that all windows are closed, external doors are locked throughout 
the building and all power and lighting is switched off (including in the toilets). 
Please leave wall thermostat with the two arrows pointing at each other. 

f) Please lock the main door when leaving. If it is dark the ‘Porch light only’ can 
be set on a time switch inside the front door.  Finally, please return the key to 
the key safe, muddle the numbers and securely close the cover. 

 

Thank you for taking care of St Mary’s Church Hall.  

We hope you’ve had an enjoyable visit. 
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