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Christ Church Selly Park

Room Booking Request 
Registered Charity Number 1127755
	Organisation

	
	Registered Charity Number

(if applicable)
	

	Contact Name
	

	Address
	

	Email
	
	Phone
	


	Date of Hire
	
	Purpose 
	

	Times 
	Start:
	Finish: 
	This must include the time you require to set up and clear away if you are doing this yourself. Events which overrun will incur an additional charge.




	Room Required

Main Hall 

Blue Hall  

Meeting Room 1 

Meeting Room 2
	£35ph

£35ph

£17.50ph

£17.50ph
	(
(
(
(

	Room Layout 

Theatre 

Cabaret  

Boardroom 

Meeting
Other
	(
(
(
(
(
	Do you require us to set out the room and clear it away after?
	No (
Yes (£15)     (

	
	
	
	
	
	If yes,number of tables
	

	
	
	
	
	
	Number of chairs
	

	Use of kitchen for meals
	£20 (
	Use of kitchen for refreshments
	£10 (

	Out of hours access (after 5pm + weekends) 
	£15 (
	Flip chart, paper, pens
	£5 (


	I have read and agree to abide the Conditions of Hire
	(

	I consent to you holding my data and using it to contact me via telephone, email or post, in regards to this booking. I understand my details may be shared with the Vicar, if necessary, but no other third parties. 
	(

	Signature:
	Date:


	For the office to complete
	
	
	
	

	Room Hire 
	
	
	Safeguarding Policy required
	

	Room Set up/Clear up 
	
	
	Public Liability Insurance required
	

	Additional Facilities 
	
	
	Deposit required
	

	Less discount
	
	
	Date deposit paid
	

	Total Cost
	
	
	Booking accepted
	

	Date payment due
	
	
	Booking accepted by
	

	You will be invoiced at the start of the month. Please make payment before the date of your booking.
	Caretaker Allocated if required
	


Conditions of Room Hire

Booking Procedure

Applications and enquiries for bookings must be made through the Parish Office. Provisional bookings will be held for 14 days only, or 7 days if within 6 weeks of the event. For new hirers a damage deposit for 25% of the room hire charge or £50 (whichever is the highest) will be required in order to confirm the booking.  This payment is on top of the hire charge. This payment will be held until after the booking and will be used if any damage is caused or the booking overruns. Otherwise, it will be returned to the hirer within 7 days of the hire. For first time hirers, full payment will be required 1 month before the room hire. Return or regular hirers will be invoiced at the start of the month in which your booking falls. Payment can be made by BACS or cheque or card (in person).
Rooms available for hire

	Capacity
	Main Hall
	Blue Hall
	Meeting Room 1 
	Meeting Room 2 

	Theatre
	230
	100
	
	

	Cabaret
	180
	80
	
	

	Boardroom
	
	
	
	20

	Meeting
	
	
	15
	20


Charges

	Rate per hour
	Main Hall
	Blue Hall
	Meeting Room 1 
	Meeting Room 2

	General Hirer 
	£35
	£35
	£17.50
	£17.50

	Registered Charity
	£25
	£25
	£12.50
	£12.50

	Associated Hirer 
	£15
	£15
	£10
	£10


Additional Charges (per booking not per hour)

	Room set up/clear away
	£15
	Flipchart, paper and pens
	£5

	Out of hours access (5-9pm and weekends)
	£15
	Piano
	Free

	Use of kitchen for meals
	£20
	Wi-Fi
	Free

	Use of kitchen for refreshments only
	£10
	Parking for up to 16 cars in the car park 
	Free


Parking is available on the main road from 9.15am – 4.30pm, after 6.45pm and all day at the weekend.

Cancellation
Cancellations must be made in writing (post or email) to the Church Office. Refunds will be made as follows:

· 1 month before the hire date – full refund

· 2 weeks before the hire date – 50% of the hire charge will be refunded

· 1 week before the hire date – 25% of the hire charge will be refunded
· Less than I week before the hire date – no refund

If payment has not yet been made, but the hire is cancelled, payment will still be required. For example, if payment has not been made but an event is cancelled 2 weeks before the hire date, 50% of the hire charge would still be due. In exceptional circumstances we may use our discretion to issue a full refund. 

General

We ask hirers to recognise that Christ Church is a place of worship and to treat the building and grounds with respect and consideration.  While we welcome groups from all faiths and none, we will not accept hirers who wish to use the church building for non-Christian worship, or for activities contrary to the Christian faith.  We hire to charities, community groups or at the vicar’s discretion. The final decision for new hires rests with the vicar. 

Christ Church is in a residential area, and we ask hirers to be considerate in the amount of noise made and where cars are parked. When using the car park please park within designated parking spaces to ensure access for emergency services should they be required.
Damage and losses
No nails, screws, fastenings (including staples) or other apparatus to be fixed to any part of the premises, whiteboards should be cleaned after use and no electrical appliances to be utilised without prior approval from the church. The hirer must pay for any damage done to the premises or to any fittings, furniture, equipment or other property of Christ Church or loss of the aforementioned during or in connection with any function. The amount of any such damage will be determined solely by the Church Management Group, the deposit will be forfeited and the balance required to make good will be invoiced to the hirer. The Church does not accept any responsibility or liability in respect of any damage to, or loss of property belonging to the hirer or any other person in connection with the function. If meetings over run so that the building is not cleared within the booking period, extra hours will be charged.
Use of kitchen
Hirers must ensure that they meet food safety requirements and follow the kitchen guidelines. 
Unaccompanied children or children under 12 years of age are not permitted in the kitchen. Instructions for the dishwasher and oven are located next to the equipment. Please make sure you follow them correctly.  You must not use any food/refreshment items stored in the kitchen cupboards, fridge or freezer unless agreed otherwise. Please ensure your food items are removed from the fridge and freezer at the end of your booking. The kitchen must be left in a tidy and clean condition with the bins left empty.

Smoking & Alcohol

Christ Church and its grounds are a non-smoking area. Alcohol is only allowed within reasonable limits, at daytime events, or at evening bookings if the booking is made by a church member. Alcohol cannot be sold on the premises.

Supervision and Use

The hirer should make their own risk assessment for the use of the building for their activity/booking. Children should be adequately supervised at all times. The hirer should make themselves familiar with the fire procedure and ensure that fire exits and escape routes are not obstructed. The hirer must ensure all safety and security procedures are followed and take responsibility for ensuring that the doors are kept shut, locked, or monitored at all times.
Accidents
Any accidents which occur to any hirer or guest whilst on site, must be entered into the accident book in the kitchen and reported to Christ Church at the soonest opportunity. 

Public Liability Insurance

Organisations hiring the premises should have public liability cover for their activities on the premises and a copy of this must be made available to Christ Church.  Individuals should check with their household insurers that their public liability cover will extend to their event on the premises.
Safeguarding

Organisations arranging activities for children and young people should have a Safeguarding Policy and make use of the Declaration and Baring Service (DBS). A copy of your policy must be provided to Christ Church prior to your use of the building. If any incidents occur on site which may require further action to be taken, they must be reported to us.

Christ Church Selly Park Conditions of Hire


