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Event Booking Form for the Church 

Please note that your booking remains provisional until you submit this completed booking form and your payment. If you wish to cancel a confirmed booking please let us know as soon as possible. Thank you for supporting St Bartholomew’s Church.
 
	APPLICANT DETAILS 

	Contact name 

	Organisation if applicable 

	Address 



	Telephone number 

	Email 

	Website if applicable 

	EVENT DETAILS 






	Event Title: 
Nature of Event:

	Date(s), start time and duration of Event(s)





	Estimated number of attendees:

	Days/half-days required before/after the event to set up/dismantle, or for rehearsals? please give details & note that extra charges will apply:



	Will it be necessary to restrict or limit access to the church for the public during your event? If so, please give details. See terms and conditions. 




	Will the organisers be paying a Performing Rights Licence?  Yes/No
Please note that the Church is licenced for 6 concerts  per annum and these are issued on a first come first served basis.



	Is the event being stewarded? Yes/No

	Will a complimentary alcoholic drink be offered with the ticket price? Please note that you will need to obtain a  Temporary Event Notice from East Suffolk  Council to serve ANY alcohol on our premises



	I confirm that the organisation/individual holding the event has public liability insurance.

Name (PRINT)
Signature

	(For organisations) I confirm that we have a safeguarding policy in place. 

Name (PRINT)
Signature



	FEES Please confirm the fee with the church representative

	Hire of church   
Standard rate: For any part of one day and or evening £450 or for two consecutive days hire £650, plus heating costs (This includes using the church for set up/rehearsal)

Local charity rate:  £125 per days hire or 10% of profit from event whichever is least, plus heating costs (Note the charity must be in the Orford cluster and a booking form must be completed).

Rate for hire  for recording: For any part of one day £450 plus heating costs

	Use of organ (Note user is responsible for payment of tuning and must use our own tuner) 

	Heating required? Yes/no.  This is charged at £75.00 in addition to the church hire costs

	Insurance and Safeguarding - please attach copies of your insurance and safeguarding policy(s)

	Risk Assessments – please attach your risk assessment for your event






TERMS AND CONDITIONS OF HIRE 

Hirers agree to pay for any damage to the church caused by the event(s) during the hire period and to indemnify St Bartholomew’s Church against loss. The church should be left clean and tidy and all movable furniture replaced where it was found. Please respect the special nature of the consecrated historic building. 

Unless there are special circumstances e.g. during a sound recording, there should be public access to the church and in particular St Nicholas Chapel at all times. 

The Hirer and all stewards undertake to become familiar with the Fire and Emergency Procedures for the Church as posted on the notice board. At the beginning of each booking all the users shall be informed of the Fire and Emergency procedures. A First-Aid box is located in the Vestry.

Representatives of St Bartholomew’s Church have the right to access the church at all times.

DECLARATION:
I have read and agree to the terms set out in this Booking Form and the Conditions Of Hire 

SIGNED:

 PRINT NAME:
 DATE: 


PLEASE RETURN YOUR FORM TO :
Email parishadmin@stbartschurchorford.org.uk 
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