Room Hire Booking Form
	Name of contact


	

	Address of contact


	

	Organisation


	

	Telephone

	

	E-mail address

	

	Invoice name & address (if different from above)


	

	Type of event

	

	Date of event

	

	Room(s) required
	

	Times of room hire
	

	Number attending
	

	Additional equipment required

	


I agree to abide by the Conditions of hire (see overleaf):
Signature………………………………………………………………………..

Print Name ……………………………………………………………………...

Date ……………………………………………………………………………..

Please send completed form to :Ripon & Leeds Diocesan Board of Finance, St Mary’s Street, Leeds LS9 7DP

TERMS & CONDITIONS OF HIRE

1
When making the booking, the Hirer must inform the Booking Secretary of his/her requirements as to the provision of any equipment they may require.

2
The Hirer shall be invoiced in full within 14 days (unless otherwise agreed) of the event taking place. Cancellation charges are as follows:

	Up to one month before
	25%

	Up to two weeks before
	50%

	Less than two weeks
	100%


3
The Hirer is responsible for obtaining any licenses necessary in connection with the booking

      4
The Hirer is responsible for the security and supervision of the premises, for protection of the fabric and for the behaviour of all persons using the premises. 

5     Hirers are reminded that they are responsible for any accident or injury arising out of the activity for which they have booked the premises and may be required to show proof that adequate insurance is in place.  (The Ripon & Leeds Board of Finance is insured against any claims arising out of its own negligence). 

If children are to be involved in the event then it may be necessary to examine the hirers Children’s Protection Policy.

It is the responsibility of the hirer to ensure that the premises are safe for the purpose intended. Hirers are required, should an accident occur, to complete the accident book that is provided for the purpose.  The accident book is kept with the First Aid Kit in the KITCHEN in the designated First Aid cupboard.

The following information should be recorded in the book:

Name, address and telephone number of person(s) injured


Exact time and place of the occurrence

Detailed description of accident or incident, including a description of any apparatus or equipment involved

Name, address and telephone number of any witnesses(es) to the accident

Signed witness statements should be obtained
The Hirer must inform Terry Wray, the caretaker, who will be on site for the duration of the meeting of any accident occurring during the evening or week-end, or a diocesan office official on any other occasion, as soon as possible after the accident, but in any event within 24 hours.

6    Fire regulations: Hirers must observe fire regulations at all times. Plans showing the positions and types of fire extinguishers are placed in reception, in the meeting room, and in the kitchen.  Emergency fire exits are clearly marked. In the event of an evacuation of the building you must go to the designated assembly point in the car park.

7   Administration/Security. The hirer is responsible for arranging a reception person to meet attendees and direct people to the meeting room and for arranging refreshments.  They must therefore arrive 15 minutes earlier than the start of their meeting/event.

During the evening/weekend the Diocesan Office caretaker will be available on site for the duration of the meeting and also to meet the lead person for the meeting, grant access to all attendees, and deal with securing the building at the close of the meeting. 

8    NO ALCOHOL is to be brought onto the premises.

9    The Hirer shall not sub-let or use the premises for any unlawful purpose or in any unlawful way.

10
The hirer will be held responsible for making good any loss or damage to premises property or equipment which occurs during or as a result of their use and must report such damage.

11
The hirer will be requested to nominate a ‘lead’ person. On the day of the hire this ‘lead’ person will attend during working hours and be escorted around the facilities by the booking secretary. Fire exits, health and safety aspects and procedures for recording accidents, contact details, operation of the equipment and facilities etc. will be pointed out and explained. These will be on a ‘tick box’ sheet that the ‘lead’ person will be requested to sign.  The lead person will then be responsible to meet all other attendees at reception and direct them to the meeting room and ensure everyone leaves the premises at the end of the meeting.
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