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THE CATHOLIC DIOCESE OF NOTTINGHAM
www.dHYPERLINK "http://www.diopsyston.com/"iopsyston.com          
Syston Catholic Hall
61 Broad Street, SYSTON, Leicestershire.  LE7 1GH
Booking Form

To be completed by the Organiser of Activity/Function.  IN BLOCK CAPITALS.
Name:  ………………………………………………………………………………………………….

Address:  ………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………..

Post Code: …………………………..

Tel. Number: ……………………………………………….
Mobile:  ……………………………………

Email Address: …………………………………………………………………………………………....

Date of Hire: ……………………………………………….

 Time: …………………………………
No. of Hours:  ……….. hours

(When calculating the hours required, allow adequate time for preparation before and clearing up after your event).

Purpose of which Centre is required: ………………………………………………………………….

Approx. number attending: ……………………    

(Capacity of 100 people only, please do not exceed this amount).

Charges:
The hire charges are £20.00 per hour which includes use of all facilities, incl kitchen. 

For the use of a Bouncy Castle within the hall an additional payment of: £5.00 is required.

A deposit of £50.00 (refundable) is required as a bond.  This is suspended at the present time, a deposit is not required.
The charges must be paid at the time of booking or at a time agreed with the hall Administrator.

This form and payments must be returned as soon as possible to confirm your booking.  Bookings are not confirmed until form and payments have been received.

Cancellation with less than one week’s notice, may lead to a charge.

Alcohol 

Our premises Licence does not permit alcohol to be sold to users.  People attending your function may only drink alcohol that they have brought themselves or which is provided free by the organiser.

If you wish to sell alcohol, you must apply for a Temporary Event Licence from the Charnwood Borough Council, Southfield Road, LOUGHBOROUGH, Leicestershire.  Tel: 01509 263151.   At Least 10 days notice is required.  
Emergency Exists are as follows:
Top of Hall on left hand side.

Top of Hall on right hand side, through door.

Main entrance.

Terms and Conditions
Hirers are responsible for ensuring that these conditions are followed by all who attend the function.

· Smoking is not allowed in any part of the Centre.

· Alcohol may only be sold if a Temporary Licence has been obtained. 

· Events must take place within the building and must not spill out onto the car park.

· Clear notices are displayed at external areas requesting customers to respect the needs of local residents and leave the premises and the area quietly.

· No live/recorded music, speech or other forms of entertainment shall take place externally or be relayed externally via speakers without permission of the licensing authority.

· The amount of sound amplification shall be limited to ensure that noise levels, including bass noise does not cause a nuisance to neighbouring residential premises.

· All external doors/windows to be kept closed at all times, other than for access and egress, in all rooms where events involving amplified music or speech are taking place.

· Health & Safety procedures must be followed at all times.

· Hirers who provide refreshments or food will retain full responsibility for Food Safety during the rental period. No additional cooking facilities are permitted.

· Children must be supervised and not exposed to any physical, emotional or psychological risk.

· Chairs to be stored in stacks.  10 chairs maximum and placed back in storage area.

· Tables up to 14 to be stored in trolley leaning towards the wall. (Instructions on Wall).

· The Centre will be unlocked and locked by a caretaker.  It must not be left unsecured.  

· If the Hall is left unsecured, then the hirer is accountable & responsible.

· The premises incl kitchen and toilets, must be left in a clean/tidy and satisfactory condition. Ensure windows and doors secure.

· All rubbish must be removed and taken away by the hirer. Please bring your own bin bags etc. Failure to remove rubbish will result in a £20.00 charge.

· Nothing must be attached to any of the walls, beams or ceiling, i.e. sellotape, blue tack, or unless by prior agreement.
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· Look after your valuables.  Syston Catholic Hall is not responsible for any loss or damage.

· No Chinese Lanterns or Fireworks.

· Any electrical equipment brought into the Hall for use at the function must be covered by a current PAT Test.

· No naked flames, candles or tea lights to be used anywhere on the Hall premises.
· The hirer is responsible for making sure the building is evacuated in case of fire,  evacuation points are in the car park and on the church lawn. 
· The hirers to provide the Catholic Hall Administrator with details of the Covid precautions in place for their function, to include, for example, cleaning of the tables, touch points, emptying of bins, use of hand sanitiser. Please list the steps you will be taking to protect the health and safety of your function and those attending.

· The responsibilities of the hirers are to look after fixture and fittings etc. and report any damage/malfunctions to the Hall Administrator.

The Catholic Hall Management Team reserve the right to obtain full refund of any costs involved through damage/failure to follow the above conditions.  This will be through retention or billing to the hirer.

Terms and Conditions of hire are also displayed in the reception area of Syston Catholic Hall.
Date: ………………………
Hire Charges: £……………..
Cheque No./Cash: …………….………......

Date: ….........................
Bouncy Castle Charge: £5.00
Cheque No./Cash: …...........................

I require the full amount for the hire on the day , pay on the day.
All cheques payable to: Syston R.C. Parish Church  and return with this form Signed and Dated to:

Helga Rawley 

82 Barkby Road 

Syston 

Leic LE7 2AH 

or e mailed to helgarawley@gmail.com

I/we accept the above terms and conditions of hire and agree to use the Church Hall in a responsible manner.

Signature of Organiser: ……………………………………

Date: ………………………

