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We want your celebration to run smoothly, so here’s everything you need to know for a safe and successful hire.
Booking & Payment
• 	All party bookings must be paid in advance (card, BACS, cheque, or cash).
• 	A £100 returnable deposit is taken with your hire fee and refunded once the Centre Manager has signed off the booking.
Keys & Access
• 	Keys are provided via our key safe system.
• 	Please visit the Centre (Mon–Thu, 10:00–13:00) in the weeks before your event for a short building briefing (about 10 minutes). This is required for insurance and to receive your key safe code.
• 	After your event, keys can be returned to the key safe or posted through the Trinity Centre letterbox by the main doors.
Using the Space
• 	Please remove all rubbish and equipment you bring. Do not use the on‑site bins, except the green glass‑recycling bin in the car park.
• 	Children must be supervised by a responsible adult at all times.
• 	Only use the rooms included in your booking and do not enter spaces already in use.
• 	Playgroup toys and equipment stored in the main hall cupboard are not available for hirers.
Kitchen & Catering
• 	Please bring your own crockery and cutlery.
• 	Alcohol consumption at Trinity is permitted with prior approval from the Centre Manager. Alcohol is not permitted at the Wesley Centre.
• 	Alcohol sales require a Temporary Event Notice from New Forest District Council.
• 	The Trinity kitchen hatch may be used as a servery when the kitchen is not hired.
• 	Kettles and fridges are available for refreshments and food storage.
• 	The commercial kitchen can be hired separately. Ovens and the range may only be used by someone with appropriate experience or qualifications.
Care of the Building
• 	Please report any accidental damage so we can repair or replace items promptly.
• 	We do not have caretaking staff. Our policy is simple: if you get it out, please put it away; if you use it, please clean it.
• 	Additional cleaning or caretaking not agreed in advance is charged at £30 per hour (minimum 2 hours).
• 	Specialist cleaning (e.g., bodily fluids) is charged directly by our contractors and starts at £100.
Capacity
• 	The comfortable capacity of the hall is 100 people.
Before You Leave
• 	Sweep the floors (equipment provided—your induction will show you where).
• 	Ensure all areas are left clean, tidy, and ready for the next user.

Should you need any further information please contact me at the church office:

Alan Ball, Centres Manager, Trinity United Church Ringwood. 
Trinity and Wesley Centres. Christchurch Road, Ringwood. BH24 1DH
Tel: 01425461440. Email: contact@trinityringwood.co.uk Website: www.trinityringwood.co.uk
Usual office hours: Monday 08:00 to 15:30, Tuesday 10:00 to 15:00, Wednesday 08:00 to 15:30, Thursday 10:00 to 15:30. 
Please note that these hours are subject to change without notice to accommodate operational needs.
 If you are visiting the premises please call ahead to ensure someone will be in the office to meet you.
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