
St James’s Church Cottage 
Booking Form 

Date(s) of booking:   
Time of booking: From        To    
Purpose of booking and approximate numbers:    
 
Organisation (if applicable):  
Name of hirer:  
     
Conditions of booking:  

1. In signing this document the hirer confirms receipt of a copy of St James’s Church 
Cottage Hire Agreement and accepts fully all the terms and conditions. 

2. The rate for hiring the cottage is £20 per session, where a session is no longer than a 4-
hour period in the morning, afternoon or evening, including set up and tidy up time.  For 
a short meeting of no longer than two hours in total duration, including set up and tidy up 
time, the rate is £15. The hire cost is payable within 14 days of receipt of the invoice.  

3. Hire includes: 
Use of kitchen (hot water, crockery etc but not comestibles of any type); heat and light; 
use of chairs and tables, but not property belonging to other groups. 
An additional charge of £2 per session is made for the use of the digital projector.  This 
must be requested in advance, so that the projector can be unlocked for the hirer. The 
hirer must provide their own laptop.  

4. The cottage will be thoroughly cleaned weekly. It should be left generally clean and tidy 
by the hirer at the end of the event – please report any breakages etc. 

5. Please empty the kitchen bin at the end of the hire period.  Place bag into the external 
bin, and replace with a new bag.  Please take items for recycling to a recycling facility, 
as there is no recycling bin.   

6. A key to the cottage will be available from the Booking Secretary or another 
representative of St James’s Church and should be returned immediately after the event.  
It is not permissible to make any copy of the cottage key.   

7. Smoking is not allowed. 
8. You are required by law to look at the Emergency Action Plan displayed on the Notice 

Board. 
9. Children must be supervised by a parent or guardian at all times.  

 
I agree to abide by the above conditions. 
 
Signed: (or name entered if returned by e-mail)     Date:  
 
Address:  
 
Contact telephone / e-mail address:   
 
Booking Secretary: Mr Ren Reed, Iona Cottage, Whiteside Bank, Riding Mill, NE44 6DT  

Tel 01434 682691 reynoldsreed@btinternet.com 
  
(Churchwarden: David McKenzie Tel. 01434 682771. mckenzie.d@btinternet.com 
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