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Trinity Hirer Cancellation Policy 

1. Purpose of the Policy

This cancellation policy supports fair use of our spaces while recognising that life can change unexpectedly. It provides clarity for hirers and helps us manage staffing, heating, preparation, and wider community bookings responsibly.

2. Standard Notice Period

We ask all hirers to provide a minimum of 5 working days’ notice if they need to cancel a booked session.
· This timeframe allows us to adjust schedules, reduce unnecessary costs, and offer the space to others who may be waiting.
· Notice should be given by email or phone so that we can confirm the change promptly.

3. Flexibility for Individual Circumstances

We understand that circumstances can shift dramatically and without warning. Illness, emergencies, and unexpected changes happen — and when they do, we want to remain flexible and responsive.
If you need to cancel at short notice, please pick up the phone and talk to us. A conversation helps us understand what’s happened and work out the most appropriate and supportive response.

4. Late Cancellations

Where less than 5 working days’ notice is given:
· We may apply a cancellation charge, typically up to the full session fee.
· However, this is not automatic. We will always consider individual circumstances and aim to reach a fair, compassionate outcome.



5. How to Contact Us

If you need to cancel or discuss a booking:
· Phone: (Centre office number)
· Email: (Centre office email)
We encourage hirers to call whenever possible, especially for urgent or sensitive situations.

6. Commitment to Fairness

Our goal is to balance good stewardship of the Trinity and Wesley Centres with kindness, understanding, and partnership. We will always aim to handle cancellations in a way that reflects our values of community, compassion, and clear communication.

10. Policy Review and Trustee Adoption
Trustees are invited to review this policy and provide comments or feedback prior to its adoption. This ensures the document is fully understood and agreed upon, and that all trustees are confident in the responsibilities and procedures it sets out.

Signed on behalf of the Trustees of Trinity United Church: 

Name: _________________________________________Position: ________________________________________

Date: ________________				Signature: ______________________________________

Centres Manager

Name: _______________________________	Position: Centres Manager	


Date: ________________					Signature: ________________
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