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  Emmanuel Hall Hire Terms & Conditions 
 
By signing the Hire Agreement Form you, the Hirer, agree to the following terms and conditions: 
 
BOOKING 

• Bookings are not confirmed until a signed Hire Agreement Form has been received.  

• The agreed price must be paid in full no later than 6 weeks prior to the start of the hire. 

(Where hires are confirmed less than 6 weeks prior to the start date, payment must be  
 made in full as soon as possible and before the start of the hire period.  For regular users fees may 
be paid as individually agreed and arranged.) 

• Invoices are sent via e-mail and payment accepted by bank transfer. Please contact the General 
Manager if you need to arrange a different way to pay. 

• Theatre Alibi reserve the right to decline a booking without giving a reason. 

• The named hirer on the Hire Agreement Form will be the person responsible for all conduct on the 
premises and whilst their guests arrive or leave the premises. Any issues may result in future 
booking requests being declined. 

• Bookings will not be accepted from persons under 18 years of age.  

• Theatre Alibi shall not be liable for any loss due to breakdown or unavailability of equipment, 
failure of supply of electricity, internet, heating, leakage of water, fire, which may cause the 
premises to be temporarily closed or the hiring to be interrupted or cancelled. 

CANCELLATION 
• On signing the Hire Agreement Form, should the Hirer wish to cancel the booking, a fee will be 

charged on the following basis:  
 

28 days or more notice 25% of total amount 

15-27 days notice 50% of total amount 

14 or less days notice 100% of total amount 

• Theatre Alibi reserves the right to cancel bookings at any time and will endeavour to give as much 
notice as possible.  If Theatre Alibi cancels a booking a full refund will be issued.  

• If Theatre Alibi considers the use of the premises to be in breach of these Terms & Conditions, it 
reserves the right to cancel the booking with immediate effect.  No refund to the Hirer will be due. 
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USE OF THE SPACES 

• The Hirer will only use the rooms/areas agreed, and for the purpose agreed, and rooms must be 
vacated at the agreed times shown on the Hire Agreement Form. Theatre Alibi reserves the right to 
levy additional charges for late vacation of the spaces.  It is the Hirer’s responsibility to ensure 
sufficient time for setting up and packing away has been booked. 

• The Hirer must ensure that the premises are left in a clean and tidy state at the end of the hire 
period.  

• Hired areas must be returned to the state and condition they were in at the beginning of the hire 
period.  Including, but not limited to, returning furniture to the correct locations. A charge will be 
made if extra cleaning is required. The sum of the charge will be dependent on the cleaning task 
required.  

• No fixings or screws are permitted to be attached to the floor or walls. Tape on the floor may only 
be used with prior consent from Theatre Alibi. Only PVC electrical tape (LX tape) may be used and 
must be removed by the end of the hire. Theatre Alibi retain the right to charge for any re -painting 
that may be needed as a result of damage to the floor from use of tape.  

• Nothing may be stuck, glued, taped or in any other way fixed to the walls without prior consent 
from Theatre Alibi. 

• Smoking or vaping is not permitted in any part of the building or on the Emmanuel Hall site 
(including the forecourt). 

• The consumption of alcohol is allowed with prior consent from Theatre Alibi, however alcohol 
cannot be bought or sold on the premises. 

• No candles or naked flames may be used inside any part of the building. 

• The use of 1 parking space is included with the hire of the Main Hall or Studio.  If additional spaces 

are required, please enquire about availability and charges.  

• Extra fittings, staging, or sets are only to be brought into the building and erected with prior 

consent from Theatre Alibi.   

• The overhead lighting bars are not to be used in any circumstances without consent from Theatre 
Alibi. 

• There must always be a responsible adult present in the Hired Space at all times throughout the 
whole period of the Hire.  

• Noise must be kept to a safe and reasonable level at all times. Theatre Alibi reserves the right to 
insist noise levels are reduced. 

• Animals are only allowed on site with prior consent form Theatre Alibi. Assistance dogs are exempt 
and welcome. 

• The named hirer on the completed Hire Agreement Form will be held responsible for any damage 
to property during the hire period. Theatre Alibi will charge the Hirer the cost of rectifying any 
damage caused by the Hirer, their guests or activity. 

• All equipment, staging, props, personal and other belongings must be removed by the end of the 
hire period, unless previously agreed in writing with Theatre Alibi.  Theatre Alibi reserves the right 
to dispose of any items left after the hire period, as it sees fit, and to charge the Hirer for the cost 
of disposal.   
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• A reasonable amount of recycling and rubbish may be placed in the appropriate bins on site . Any 
excess waste, or waste that is not suitable for standard recycling or domestic waste disposal 
(including glass), must be removed from site by the Hirer. Disposal of excess waste left by the Hirer 
will be charged at min £5 per bin bag. 
 

• The Hirer shall be responsible to Theatre Alibi for any damage caused by or arising out of the Hiring.  
Damage may include (but shall not be limited to) the Hire Space, structure, fabric, fixtures or 
fittings of any part of the building or to any furnishing.  

• The Hirer will be responsible for any loss or damage caused by or as a result of any third party 
engaged or arranged by the Hirer e.g. caterer. 

 

HEALTH & SAFETY 

• The Hirer will adhere to Theatre Alibi’s Health & Safety policies and procedures  (available on 
request), in particular Fire Safety, Emergency Evacuation and Safeguarding, and follow instructions 
given by Theatre Alibi staff or representatives.   

• All Hirers must submit a Risk Assessment for their activity prior to the start of the hire period.  

• Hirers are responsible for knowing how many people are onsite with their group at any time.  

• The Hirer is responsible for familiarising themselves with exit routes and emergency procedures for 
the area they are hiring. In the event of the fire alarm sounding the Hirer is responsible for ensuring 
their group leave the building immediately by the safest and fastest route.  The Assembly Point is 
the car park.  

• The Hirer is responsible for communicating any evacuation and emergency procedures to their 
group or party. 

• In the event of an emergency where Theatre Alibi staff are not onsite, the Hirer is responsible for 
contacting the emergency services and liaising with them as appropriate. Under no circumstance 
should the Hirer put themselves or any member of their group in danger. 

• Once any immediate emergency has been dealt with, the Hirer must report as early as possible all 
details to the Theatre Alibi team via the emergency number given to them at their introduction. 

•  The Hirer is responsible for ensuring any equipment brought onto site is in good repair and safe to 
use including, but not limited to, ensuring electrical equipment is PAT tested.  Equipment must be 
used appropriately by competent people with necessary paperwork in place.  

• Hirers are responsible for their own First Aid provision.  Any accident on site, or use of the first aid 
boxes must be reported to Theatre Alibi and an accident form filled out. 

• The Hirer must keep the hired area of the building secure, for example not leaving open external 
doors unattended, and follow instructions given for entering and leaving the building. 

 

REGULAR HIRES 

• Theatre Alibi reserves the right to request any regular booking to either move space or cancel a 
session. If this is required, Theatre Alibi will provide a minimum of 28 days notice and an 
appropriate refund will be issued. 
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• The Hirer may terminate the regular booking at any time by providing a minimum of 2 months 
notice to the Theatre Alibi. Monies paid in advance will be refunded. 

 

THEATRE ALIBI’S RESPONSIBILITIES 

• Theatre Alibi will provide a clean and useable space. 

• Theatre Alibi will endeavour to accommodate any requests for changes to the original booking but 
without any obligation to do so. 

• Theatre Alibi will communicate with the Hirer at the earliest opportunity if there are any access 
issues. 

• Theatre Alibi reserve the right to enter the premises at any time for any reason but will use its  best 
efforts to ensure that it does not unreasonably interfere with the use by the Hirer. 

• Please see Space Hire Info and Technical Information for details of equipment, furniture and 

facilities normally available.  Theatre Alibi will use its best endeavours to make these resources 

available to you, but is not liable for any losses due to equipment, furniture or facilities being 

unavailable. 

• Theatre Alibi shall not accept responsibility for any damage or loss to any personal or other 
property brought onto the premises. 

 

LEGAL LIABILITY 

• The Hirer is solely responsible for any legal liabilities resulting from their activity at Emmanuel Hall. 

• It is the responsibility of the Hirer to obtain (and indemnify Theatre Alibi against) all necessary PPL-
PRS, licences, checks, insurance, and qualifications in relation to UK legal requirements in order to 
hold any event on the premises. Theatre Alibi will need to see proof of these before permitting 
public events to happen on site, including and not limited to, Public Liability Insurance, DBS 
certificates, food hygiene qualifications. 

 


