St Laurence’s Church Rooms, Scalby

Booking Form
· Name of organisation:

· Name of representative:

· Address (inc post code):


· Tel/mobile Number:

· Please indicate the event being held:


· Rooms required: Please tick (()

Kitchen - Contact the Parish Administrator for price

Rickinson Hall                      Stephenson Room                      Play Room

(max capacity 80)                     (max capacity 30)                   (max capacity 10-12)
· Please indicate how many tables and chairs will be needed

· For a single event booking please indicate approximately how many people will 

attend your event

· For regular group bookings please indicate an average number of people
· Date/s required (Church groups please also indicate event start time)
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· Please return this booking form to:

Miss Susan Haydon, Parish Administrator, 
St Laurence’s Church Rooms, Church Becks, Scalby. YO13 0SA       Tel No: 01723 364858
CONFIRMATION OF BOOKING AND ACCEPTANCE OF THE CONDITIONS OF HIRE:

· I have read and understood the 12 statements overleaf.

· I have also read and understood the Fire Action Plan attached. On signing below, I agree to abide by these conditions.
· I understand that for safety reasons I must not exceed the maximum number of people indicated for                                  the room/s booked.
· I understand that once I have received a copy of my signed booking form by sending a stamped addressed envelope to the Parish Administrator, that the booking has been confirmed. 
           SIGNED:






DATE:


On behalf of the organisation stated above.

1. PAYMENT IS REQUIRED AT THE TIME OF BOOKING.
The standard charge is: £7.50 per hour for the Play Room, £10.00 per hour for the Stephenson Room and £12.00 per hour for the Rickinson Hall. Please see the Room Hire leaflet for discount prices for longer bookings. 
2. Cheques are payable to “St Laurence’s Church PCC”.                                               

3. The PCC has the right to cancel any booking no later than 7 days before the due date, if the church itself requires the particular room/s already booked. The full booking fee will be reimbursed.

4. The hirer also has the right to cancel a booking by contacting the Parish Administrator no later than 7 days before the due date and a full reimbursement will be given.                                       

5. The use of the kitchen includes crockery. (Please bring own sharp knives for birthday cake cutting etc). All breakages must be paid for.

6. The premises and equipment must be left clean and tidy and free from litter both inside and outside. An additional charge will be made if extra cleaning is required.

7. A responsible adult must be in attendance at all times and keep their group within the rooms booked.

8. Please note that access to the room/s is available only from the time you have stated on the booking form. The rooms must be vacated at the time stated on the booking form.

9. The hirer is responsible for ensuring they have their own public liability insurance when required and checking the insurance of any entertainers, bouncy castles companies or any other entertainment agencies hired for events.  

10. Any personal accidents or near misses must be recorded in the Accident Book which is kept in the Stephenson Room in the Church Rooms. If you cannot gain access to the book please leave a message noting the date, time,  what happened and what medical assistance was given if any together with your name and telephone number or ring the Parish Administrator on 01723 364858 as soon as possible so that the accident is accurately recorded.

11. The hirer is responsible for the safety of their party and St Laurence’s PCC does not accept any responsibility for any damage or loss to any person or property brought into the Rooms or any vehicles or property left outside in the car park.

12. The hirer must be aware of the Fire Action Plan for the building and have a written record of the number of persons in attendance. A copy of the Fire Action Plan will be given to the hirer with the booking form.


CONDITIONS OF HIRE:
10th edition January 2012
St Laurence’s Church Rooms – Fire Action Plan

The Fire Safety Order Reform of 2005 requires that St Laurence’s Church Rooms has a Safety Plan in the event of a fire. Although the likelihood of a serious fire occurring is considered LOW the possibility does of course exist. Hence the PCC, under the requirements of the Order, is obliged to assess both the hazards and associated risk levels and too have an appropriate Fire Action Plan in place. The risk assessment has been carried out and a copy is held by the PCC
The Fire Action Plan is shown on an A4 diagram copies of which have been posted in key positions in the building.

· Apart from illustrating the location of the fire alarms, fire blankets and fire extinguishers the Fire Action Plan also shows the escape routes to be adopted in the event it being necessary to evacuate the building, especially in the event of a fire or other emergency. NOTE! The kitchen doors should not be wedged or fixed in an open position when not in use – they are deliberately hinged to self-close in order to prevent the spread of a fire!

· In the event of such an emergency the Person in Charge should follow the ‘In the event of fire’ procedure given in the Fire Action Plan. The Plan shows the location of the fire alarm unit and the fire-fighting equipment. The use of the latter may of course be delegated as appropriate.

· It is essential to ensure that at all times both Fire Exits are kept clear of any obstruction!!

· One of the key steps in helping to ensure the safety of persons in the building in the event of a fire is the need to carry out an orderly evacuation. Because the best way to evacuate could be dictated by the source of the fire and the numbers and location of people in the building the order of evacuation must accordingly be decided by the Person in Charge.

· PLEASE NOTE: The FRONT DOOR forms the PRIMARY EMERGENCY EXIT. A SECONDARY EMERGENCY EXIT is sited in the kitchen and may also be used if deemed appropriate. The Fire Assembly Point is located in the car park area near the church entrance and is clearly marked.
· Once the building has been evacuated the Person in Charge should proceed to the Fire Assembly Point. The main responsibility is to establish if anyone needs medical assistance, etc and to liaise with the Fire and Rescue Services accordingly.

· All persons/organisations hiring a part or all of the building are required to be familiar with the Fire Action Plan. This requirement forms an integral part of the terms of hiring and is clearly stated on the Booking Form.
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Name of organisation:





Date of hire:				            Total charge made:





Payment received:			             Reminder sent on:





Passed to Treasurer:			            Cheque no:                               Cheque dated: 





Booking copy sent:				Cash:				    Received:





Use of Kitchen:				Use of tables and chairs:


Charge:














