BOOKING FORM FOR ROOM HIRE
Date(s) of Hire:_____________________________________________________________
Name of User/ Organisation:__________________________________________________
Contact Person for Booking:_____________________Phone No:____________________
Contact Billing Address:_____________________________________________________
Email Address:_____________________    Name of Event Leader:__________________
Arrival Time:_____________________        Departure Time:_______________________
NOTE:  These times are the times we expect your group to arrive at and leave the building.
Purpose of Hire:____________________________________________________________
No. of Attendees Expected:___________________________________________________
Refreshments (Tea/Coffee/Water & Biscuits) required number:____________________
Monitor and accessories required?:____________________________________________
	Rooms for Hire
	Hourly Rate
	Total Cost

	Main Church
	£120
	

	Christchurch Room
	£50
	

	St Stephen’s Room
	£25
	

	Entrance Foyer/Café
	£20
	

	St Aidan Room
	£20
	

	Genesis Room
	£20
	

	Trinity Room
	£20
	

	(Minimum Hire is for 2 Hours)
	


Site Management (from 5pm on Mon – Fri, from 12 noon on Sat) @£12.25 per hour:_______    

Tea/Coffee/Water & Biscuits £2.00 per person:                        

_______________
                                                                                                 SUB TOTAL_______________
Discretionary Discount:






_______________   

TOTAL PAYMENT DUE






_______________



Prices applicable from 1st  January 2024  
           Bookings Cancelled With Less Than Seven Days Notice Must Be Paid In Full.                      
For Official Only:
	Site Management____________________ Heating______________Invoice No __________
Entry Door____________________  Invoice sent by _______________Date ____________



PLEASE TURN TO THE BACK PAGE FOR CONDITIONS OF USE OF SPACE
CONDITIONS OF USE FOR ST. JOHN'S CHURCH STRATFORD

1. Use of any part of the St. John’s building is at the absolute discretion of the Vicar and the Parish Church Council.

2. Use of the building is subject to charges at either commercial or discretionary rates.

3. Permission to use the building is granted to specific named individuals/groups for specified purposes. Any additions or changes to the users or specified purposes will require a new booking.

4. Times of bookings must be strictly observed. Groups will not normally be able to get into rooms early or stay late. Organisers are responsible for ensuring that bookings do not overrun times, and must book the total time needed for meetings including set-up and clear-up time.

5. All users are restricted to the spaces they have booked. Additional rooms cannot be used without permission.

6. The Contact Person or Event Leader is responsible for ensuring:

· that the building and contents are safe and secure during occupation.

· the good behaviour of all who attend the event.

· the proper supervision of children during the event.

· the building is left in a tidy and clean condition, all rubbish removed, and all equipment/furniture returned to the places they were found.

· that the event is not gate-crashed by unauthorised people/groups. This applies particularly to parties, and to community meetings.

· that no other event taking place in the building is disturbed by the meeting/event for which they are responsible.

7. All charges for uses of the building are payable in advance of the use, upon receiving an invoice.

8. No event/meeting held at St. John's may be advertised by means of fly- posting. Failure to observe this condition will lead to the cancellation of the booking and forfeit of the booking fee.

9. Entry to your meeting/event is via a designated route. This must be observed to avoid disturbing other users and/or compromising the security of the building.

10. Parking is at the discretion of St John’s and is limited to event organisers only, and all cars are parked at owners' risk. St. John's takes no responsibility if other users block your car in the Car Park. All hirers must make details of public transport available with their publicity.

11. Smoking is not permitted inside the building. In addition, smoking is not permitted on the vicinity of the entrances or on the access ramps. 

12. Alcoholic drinks are only permitted in moderate quantities following written permission from the Vicar.

13. All hirers must provide proof of their own public liability insurance for their activity during their period of hire. 

14. Where appropriate, organisations should have a safeguarding policy for children and/or vulnerable adults, and all Event Leaders should be DBS checked.  

15. Where applicable, organisations may be asked to provide proof of charity status.

16. At St John’s we strive to offer the best service at the most affordable prices. Please help us to serve the community by respecting our building and others using it, and by observing the above conditions of use.

Approved by Parochial Church Council, January 2024

