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The St Nicolas Hall 
Sutcliffe Avenue, Earley, Reading, RG6 7JN 

www.stnicolas.org.uk 
 

Thank you for your enquiry about the St Nicolas Hall 
 

The Hall belongs to and is run by St Nicolas Church Council  
as a space for the whole community. 

 

 
We hope this booklet has all the information you’ll need, but if you have any 

further questions please contact our Hall Administrator, Jennie Cox. 
 

0777 4788697   bookings@stnicolas.org.uk 
 

 
 
 

 
St Nicolas, Earley 

Open to God…   Open to one another…   Open to the community 

 

The PCC of St Nicolas Church, Earley, is a Registered Charity, No. 1138037 
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Our Hall 
 

 

    It’s approximately  
   13.5m by 9.5m, with a sprung 
   wooden floor and French  
   windows onto a large lawn 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

There is seating for around 100 people, 
including 16 Go-Pak tables 
 
 
 
 
 

 
 

There is a well-equipped 
modern kitchen with range 
cooker, microwave, 
dishwasher, fridge and 
freezer. 
 
You can hire our crockery 
and cutlery too. 
 
 
 
 
 

 

The St Nicolas Hall (including the toilets) is accessible for people with 
disabilities and has baby changing facilities. 
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Frequently Asked Questions 
 

How much does it cost? 
 
For a one-off booking, such as a birthday party: 
  

£25.75 per hour 
 
Please include time to set up the hall and clear away afterwards in your 
booking.  We recommend half an hour before and after your event.  
 
If you would like to hire our crockery and cutlery, there is an additional flat fee 
of £5.00. 
 
If you are looking to book the hall on a regular basis, please contact the Hall 
Administrator for details of fees. 
 
Can anyone hire the Hall? 
In short – yes!  We will ask the reason for your booking, and on very rare 
occasions we may have to say no. 
 
When is the Hall available? 
In term times we have regular bookings every morning, some afternoons and 
most evenings.  We also have regular bookings on Saturday mornings and the 
Hall is used by the church on Sunday mornings.  However, there may be some 
flexibility, so it’s always worth asking. 
 
As we are in a residential area, we have a curfew of 10pm weekdays and 11pm 
on Saturdays.  The hall should be vacated by these times.  When you leave 
please be considerate to our neighbours and keep the noise level down. 
 
How many people does it hold? 
Seated, around 100.  The maximum capacity for fire regulations is 200. 
 
How do I pay? 
We will send you an invoice at the end of the month that your booking takes 
place.  You can pay by cheque or bank transfer.  You can also pay for the 
whole thing up front if that works better for you. 
 
If you have any problems with payment, please contact the Hall Administrator. 
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Can I come and have a look at the Hall? 
Of course.  Contact the Hall Administrator to make an appointment.  Please be 
aware that the hall is very busy during the week and appointments have to fit in 
with these regular bookings. 
 
Can I decorate the hall? 
Yes, within reason.  If you stick any banners or balloons on the walls please use 
non-greasy Blu-Tak, not Sellotape.  You must take down all your decorations 
after the event. 
 
Noise 
We are situated in a residential area.  Please think about our neighbours when 
you are arriving or leaving, especially late at night.  We also ask that you keep 
music to a reasonable level, especially during summer months when the 
windows may be open or you’re using the grassed area. 
 
Food and Drink – any restrictions? 
You can use the kitchen and/or bring food ready prepared.  Serving alcohol is 
permitted, but please note that if you are planning to charge for alcohol you 
must obtain a license from Wokingham Borough Council. 
 
You can hire our crockery and cutlery.  In the kitchen, you will find: plates of 
various sizes, dishes, knives, forks and spoons, cups and saucers, glasses, plastic 
cups.  The St Nicolas crockery is green or white.  There is an additional cost of 
£5 per booking to use it. 
 
The kitchen can get used quite heavily at social events and foodstuffs can block 
the drainage pipe during washing up. Please put food waste into the bin rather 
than washing down the sink.  Also, please do not put food waste down the 
toilets as that can also block the drains. 
 
Bouncy Castles 
On the grassed area – fine.  Inside – fine, however the hall is only 10 feet tall so 
it has to be a small one (large ones have a tendency to go through the ceiling 
tiles….) 
 
If you are planning to hire a bouncy castle, make sure the hirer has adequate 
insurance – we do not accept liability for the use of hired equipment. 
 
Health and Safety 
We provide a safe environment for your events, but you are responsible for 
your guests and ensuring that they don’t do anything dangerous. 
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I’d like to book the hall on a regular basis 
Contact the Hall Administrator for details. 
 
My event is a charity fundraiser 
Give us a call to discuss details. 
 
Is it just the hall or are there any other rooms? 
We have a couple of small meeting rooms at the rear of the hall, and you can 
also, in some circumstances, hire the church.  Contact the Hall Administrator 
for details of the small rooms; for church hire contact Wendy Neale, our 
administrator, in the office (0118 966 9080, office@stnicolas.org.uk) 
 
How does the heating work? 
Our heating system is not sophisticated.  We have gas heaters which we turn 
on over winter months and turn off over summer.  Please do not alter settings 
on the gas heaters or allow anyone to turn the gas taps. We try to keep the 
hall at a temperature suitable for all users (including children and older people).  
If the temperature is too high, please open a window.  If it is too cold, it may be 
that the doors have been left open, so leave them ajar for as short a time as 
possible. 
 
Can we use the outside space? 
 

 
 
The grassed area to the 
right of the Hall (shown in 
the picture) can be used.  
It is fenced and there are 
gates, but please don’t 
allow children out there 
unsupervised. 
 
Please pick up your litter. 
 
 
 

 
 
The toys and equipment on the lawned area and in the play area to the left of 
the Hall belong to Earley Montessori School and are not part of the booking. 
 
Again, please be considerate to our neighbours and keep noise to a reasonable 
level if you use the outside space. 
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Fireworks 
We don’t allow the use of fireworks on our premises, other than hand held 
sparklers.  The hirer must take full responsibility for supervising their safe use. 
 
Is there parking? 
We have 22 spaces in the car park and 3 spaces reserved for people with 
disabilities (please display your blue badge).  You can park on Sutcliffe Avenue – 
but remember we are in a residential area and consider our neighbours.  
 
I’d like to book – what do I do next? 

• Contact the Hall Administrator to check availability  

• Read the terms and conditions the Administrator will send you 

• Complete the form at the end of this booklet and send it to the Hall 
Administrator either via email to bookings@stnicolas.org.uk, or via post 
to  

Hall booking Administrator 
c/o St Nicolas Parish Office,  
St Nicolas Church,  
Sutcliffe Avenue, 
Earley,  
RG6 7JN 

 
If you do not return the form, we won’t be able to issue you with keys 
 
How do I get the keys? 
There is a key safe outside the Hall.  We will be in touch to give you the code 
and instructions for the key safe in the week before your booking.  Please place 
the keys back in the key safe after your booking.   
 
What if there is a problem during my booking? 
We’ll send you some emergency contact numbers along with the key 
information. 
 
What’s the cancellation policy? 
We understand that sometimes things go wrong and you may have to cancel.  
Please give us as much notice as you can 
 
Rubbish and Recycling 
There is a separate bin, and black boxes outside for recycling clean paper, 
plastic bottles, and tins.  Please take you glass bottles home to recycle. 
 
There is a supply of bin bags under the sink.  When they are full, place them in 
the skip outside.   
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If the skip is full DO NOT leave the bags on the ground.  If you do, it is likely 
that they will be ripped open by foxes etc., and rubbish strewn over the car 
park.  If the skip is full, please take the black bags home.  We may levy an 
additional charge if bags left on the ground are ripped and we have to clean the 
car park or if we have to take your rubbish to the dump. 
 
Breakages 
Please let us know of any breakages.  We reserve the right to charge if anything 
is broken. 
 
Getting your feedback 
We’d really appreciate it if you could spend 5 minutes after your booking to 
think about what worked well, and if there are any things we can do improve 
the hall, and send us an email. 
 
Complaints 
If you have a complaint about any aspect of your booking please contact one of 
the St Nicolas Churchwardens in confidence: 
 
Peter Kemm      0118 966 3255 peter@stnicolas.org.uk 
Kate Hubbard    0118 986 9907 kate@stnicolas.org.uk 

 
After the booking 
We can’t guarantee that our cleaner will be in between bookings, so it is your 
responsibility to leave the hall in a clean and tidy condition for the next user.  
So please: 

• Wipe up any spillages and sweep the floor – there are brooms and 
dustpan and brush in the lobby 

• Leave the kitchen clean.  Cleaning material are provided 

• If you use our crockery and cutlery, wash it up and return it to the 
cupboards.  You can use the dishwasher.  The quick wash takes about 25 
minutes.  The dishwasher must be emptied before you leave 

• Flush the toilets and make the washrooms are tidy  

• Stack the chairs more than seven high and facing the wall in three rows. 
This helps people use the trolley when moving chairs and prevents 
accidents. Similarly, the tables fit onto the trolley when stacked with the 
table surface facing you and strap them in as this prevents them toppling 
forward when being removed 

• Turn off all lights and kitchen equipment 

• Make sure the windows and doors are closed. Don’t forget the French 
windows if you have been outside 
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May we also draw your attention to Item 9(b) of the Conditions of Hire, which 
deals with the cleaning of the hall after an event.   It is your responsibility to 

leave the hall, kitchen, toilets and lobby in a clean condition 
If not, you may be charged for additional cleaning at a cost of £20 per hour. 
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ST NICOLAS HALLBOOKING FORM 

CONDITIONS FOR THE HIRING OF THE CHURCH HALL 
 

 

 

Section 1 

Please retain this section for your records 

Part A   
The Church Council expects the Hirer of the Hall to take responsibility for safety and fire 
safety during their hire of the Hall. In particular they should familiarise themselves with the 
fire equipment (fire blanket and CO² extinguisher in the kitchen, water extinguishers in the 
front and rear lobbies), fire bells in the large hall, first aid box in the kitchen, the emergency 
exits front and rear, and emergency telephone located in the kitchen. Access must be 
maintained for emergency services through the car park at all times. 
 
In the event of fire, sound the alarm, attack the fire, if possible, with the safety appliances 
(but without taking personal risks) and telephone the Fire Brigade on 999. The St Nicolas’ 
Hall telephone number is 0118 935 1674 and the address is St Nicolas’ Hall, Sutcliffe Avenue, 
Earley, Reading, Berkshire RG6 7JN. Check that the building is clear and assemble people on 
the grass beside the Church to allow free access by the Fire Brigade.  
 

Part B 
Cleaning materials are available in the kitchen and cleaning equipment in the entrance lobby 
to the left of the Kitchen Door. The hirer is responsible for leaving the hall, kitchen and 
lobby in a thoroughly clean condition and ensuring that all appliances (lights and taps), with 
the exception of the gas heaters, are turned off. 
 

Section 2 -Complete the slip below and return it to: 

I (please print your name in full)  _________________________________________  

accept the conditions of hire for the Church Hall of St Nicolas Earley for my booking  

on (insert date)_____________________  between (insert times) ____________ 
 
Signature of hirer_________________________ Date signed: _______________ 
 
Address for invoice: _________________________________________________ 
 
 ______________________________________________________ 
 
Contact phone no: _________________________________ 
 
Email: _________________________________________________ 
 
I wish to hire crockery and cutlery (Y/N): _____ 
 


