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Event Booking Request Form
	
Event
Name/Title of event

	
	Expected number of attendees?


	Date(s)

	

	
Location of event e.g. St Johns or St Luke’s (inside and/or outside)

	

	Breakdown of Times
	
	Times
	
	
	Times

	
	Set up before day of event (date and time)
	
	
	Interval
	

	
	Entry to building

	
	
	Event finishes
	

	
	Rehearsal time

	
	
	Lock up/leave the building
	

	
	Doors open

	
	
	
	

	Organiser
Name
Address
Mobile number
Email
	

	Nature of Event
What is planned?
List of activities
	



	Equipment
What equipment is needed/will be brought in and where located. Attach plans if necessary.
	Do you require our:
Organ Y/N
Piano Y/N
PA Equipment e.g. microphones Y/N
	Are you bringing electrical equipment? If so, is it PAT tested and up to date?
	

	Rooms required

	Kitchen (for catered events please give details)
Y/N

	Choir room (St John’s)
Y/N
	Creche (St John’s)
Y/N
	Organ area
Y/N

	Security Stewards
Winter Evening Events will require TWO Security Stewards payable at £13 per hour per steward.
	Internal Use: Steward Names
	How is the event to be stewarded and ‘front of house’ covered?



	Safeguarding
Have you been made aware of the church safeguarding policy and agreed to abide by it?
Y/N
	Risk Assessment
Please arrange to come into church to discuss your hire before submitting your risk assessment to us.
	Risk Assessment submitted?
Y/N

	Publicity
Please contact Alun Williams office@peterborough-stjohns.org.uk to discuss how we can help with this.
	Keys
Do you require church keys?
Y/N
	First Aid
First Aid is the responsibility of the hirer. First Aid boxes and a Defibrillator (at St John’s) are available in the church.

	Parking Permits
Do you require parking permits for outside St John’s church (Maximum of three available). 
Y/N
Please provide the car registration number for each vehicle 


	Please provide any other information about your booking here





	Estimated hire charge £

Additional charges may be incurred for over running on your hire, breakages or cleaning.



Tidying up is the responsibility of the hirer so please allow enough time within you hire.

	Terms and Conditions of use of Church Premises.

	1.
	The decision to accept or refuse the use of the Church Premises is at the discretion of the PCC.

	2.
	All advertising should specify the name of the organisation and or person responsible for the event, and that the church is the venue, and not the organising body.

	3.
	No furniture, fittings of the Premises may be moved or rearranged without the prior approval of the PCC. It is the responsibility of the Licensee to report any damage occurring or being noticed during the period of hire.

	4.
	The Licensee is responsible for the paying on demand of the PCC the cost of repairing, or making good any damage to the Premises which be may occasioned during the period of hire. If the Premises are left in an untidy or unreasonable condition a cleaning charge will be levied.

	5.
	The Premises are a strictly No Smoking area.

	6.
	Any arrangements for the supply or sale of refreshments must have the prior Approval of the PCC.

	7.
	If alcohol is to be sold at a function, then documentary evidence of a Justices Licence must be given to the Bookings Manager not less than 24 hours before the event.  The Bookings Manager will also require written notice of the name of the person in charge, in accordance with paragraph 5 of the Justices conditions.

	8.
	It is the responsibility of the Licensee to ensure that all electrical or other equipment, staging or any other apparatus brought onto the Premises is safe and fit for its purpose.

	9.
	The Licensee shall not block or allow to be blocked any Fire exits, aisles or gangways at any time, and shall comply with all statutory and local requirements as to safety in the use of the premises.

	10.
	[bookmark: _Hlk522267674]The Premises are normally used for religious and ancillary purposes, and their design, maintenance and condition is related to those purposes. The PCC's insurance cover is limited and, accordingly it is the responsibility of the Licensee to arrange for any necessary insurance cover for the event, and for the safety and well-being of all persons visiting the Premises for any purpose associated with its use. The PCC will not accept any liability in respect of the use, or for claims made against the organisers of the event.

	11.
	A full charge cancellation fee will be levied should a cancellation be made within 3 working days of the booking time.  A 50% fee (minimum £25) will be charged should a cancellation be made within 1 working week.  A 25% fee (minimum £20) will be made for other cancellations. Bookings may be postponed to a future date by arrangement with the parish office.

	12.
	The Licensee should ensure the organiser has adequate arrangements for the control of entry and supervision of the audience during and after the event.

	13.
	The PCC reserves the right to cancel the booking at any time, should the Church require the premises.

	14.
	By signing this form, you are confirming that you are consenting to the PCC of St John the Baptist, Peterborough holding and processing your personal data for the purposes of administering events.




	I agree to observe and perform all the Terms and Conditions of this agreement as set out.

	



	Signed
	Print Name: 
	Date: 



Please send to Parish Administrator, St John’s Church, Church Street, Peterborough, PE1 1XB or office@peterborough-stjohns.org.uk. 
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