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BALLROOM HIRE AGREEMENT


between


THE CHURCH OF THE ANNUNCIATION
WASHINGTON STREET
BRIGHTON



and





	Documents to be appended to this agreement:
Health and Safety Policy
Safeguarding Policy 
Lone Worker Policy
Equality and Diversity Charter 






Terms of Hire

This Hire Agreement relates to the hire by you the Hirer (as defined below) of The Annunciation Ballroom (hereinafter referred to as the “Premises”). In signing this Hire Agreement, you agree with The Parochial Church Council of the parish of The Church of the Annunciation, (hereinafter referred to as the “PCC”) as represented by the Bookings Secretary (as defined below) to be bound by the conditions of hire set out in the attached schedule (hereinafter referred to as the “Conditions”).

Please complete this section
		‘Name of Hirer: 

	Note: Person(s) signing must be 18 years 

	

	Address:

	

	


	Telephone number: 

	

	(Day(s)/Time(s) booking required:

	

	



		

	

	

	

	

	

	

	

	

	

	

	

	




	The Bookings Secretary: 
	Georgina Moonesinghe

	Address:  -----
	
	89 Washington St. Brighton BN2 9SR

	Phone number:
	
	01273 681341

	Email:
	
	bookings@annunciationbrighton.org.uk

	Name of the Person or organisation’s authorised representatives to hold access codes:
(maximum of two): 
(please provide name, address, email and telephone number for each contact)
		1st Contact 

	Name

	

	Address

	

	

	

	Email

	

	

	‘phone 

	

	2nd Contact 

	Name

	

	Address

	

	

	

	Email

	

	

	‘phone 




	Purpose of hiring:        


Expected no. of attendees per Session:

 If the hiring of the premises is for a public event please provide a copy of your insurance documentation to the Bookings Secretary if applicable)
	

	If the Premises are being booked for a public event(s) will you be playing any kind of music during the event?   


	
 Yes / No

[bookmark: _Int_qqoj5JJ1]Our music and performance licenses cover both live and recorded music performances

	Is alcohol to be provided at your event?  

Will it be for sale?   Please note that a license is required for the sale of alcohol.
	Yes / No


Yes / No


	If you are booking the space to run public events such as yoga classes, coffee mornings or using the space for rehearsals please be aware of our policy on safeguarding children and vulnerable adults. 

Are vulnerable adults attending any of the Sessions?  

Are children attending the Session(s)?  

Are young people attending the Session(s) 
	






YES/NO


YES/NO


YES/NO



By signing this agreement, you are confirming that you 
· are happy for us to hold your details on our records and to contact you about your bookings using this information and 
· have read and will comply with our Health and Safety Policy, Safeguarding Policy and Lone Worker Policy and that you accept and will comply with our Equality and Diversity Charter 
 
	Signed by or on behalf of the Hirer:
	Signed by or on behalf of the PCC:

	Signed   ……………………………………………………	
	Signed   ……………………………………………………	

	Dated   
	Dated   




1
The schedule 

Food
You are welcome to bring food onto the Premises, but we ask that you do not include any nuts, or any food containing nuts. 
For those with severe nut allergies, we give no guarantee that our premises are nut free, as the premises are hired out to different users. 
We have a small kitchen area providing access to water, a small fridge and a dishwasher but there is not sufficient space to prepare food. If you plan to provide food please bring it ready to plate up.

Alcohol
You must tell us if you intend to provide alcohol on the premises. 
You can provide alcohol for your guests to consume at a party and you can invite your guests to bring alcohol to your event.
However, you must have a license for the sale or provision of alcohol at any ticketed events, this includes where alcohol is provided as part of a ticket price. We will not allow the sale of alcohol if it is not properly licensed, or it breaches our licence, or if in our view it would not be desirable.
Temporary Event Notices (licenses) are available from the local authority, we can help with applications if needed. 
On request we may be able to run a bar, with an appropriate license, proceeds from the bar will go to Church funds. 
If you require a bar we will need 21 days notice to enable time to process an application for a license 
The bar will be stocked with wine, beers and lager and soft drinks. We will not offer spirits. 

Controlled Substances
You must not allow controlled substances on the premises.

Smoking 
It is illegal to smoke in the building. Please could smokers leave sufficient distance from the access to the premises and avoid creating disturbance to neighboring properties. 

Payment
We require a deposit of £30 to secure your booking and for one off events the balance of the fees one week prior to the event. 
For repeat bookings we will invoice you for the month in advance. We would appreciate payment within 10 days of the invoice. 
The hourly rate for the premises is £30 full rate, we offer discounts for those on state benefits and for block bookings.
	


Access code and capacity 
You will be given the code to the door access system once payment has been made 
The maximum number of attendees in the hall is 95. 

First point of contact
You will be given a first point of contact for your booking who will be available should you need to contact anyone in the event of a problem. 

Fire exits
Please ensure that for the duration of all and any Sessions, all fire exits for the Hired Premises are unlocked and then relocked after the Session(s).  Fire exits are located at the front door and the rear of the Premises near the kitchen.

Fire Precautions
You must read and comply with the fire notices posted throughout the Premises. A copy of the standard notice will be supplied to you on request. 
You should familiarise yourself with the location of extinguishers and the available escape routes.
You must not prop any fire doors open, obstruct any fire doors or escape routes, damage any fire safety equipment, cause any dangerous accumulations of combustible materials to occur, or do anything likely to cause a fire risk.
In the event of a fire, your primary responsibility is to ensure the rapid and safe evacuation of the Premises once everyone has been evacuated please contact your first point of contact to ensure they are aware of the fire. 
You must inform the Bookings Manager if any of the fire extinguishers have been used, whether deliberately or accidentally.

Safeguarding
When children or vulnerable adults are attending, you need to:
read the Safeguarding policy (See below|); 
provide the Bookings Secretary with a copy of your own organisation’s child/vulnerable adult Safeguarding procedures where appropriate. 
inform the Parish Safeguarding Representative (Susan Worton 01273 623654) as soon as possible of any concerns or allegations arising about children and/or vulnerable adults in the course of your activities; and comply with any further conditions in the Agreement.

Health & Safety
You must ensure that your activities, levels of supervision, working practices and equipment comply with current health and safety legislation and guidance.
'You must take reasonable care at all times for the safety of yourself and all others who might be affected by your actions.

Liability for Loss or Damage
You are responsible for any loss or damage suffered by the The Church of the Annunciation as a consequence of your activities as a hirer. This includes (but is not restricted to) damage to the premises, garden, fixtures, fittings, furniture and equipment, call-out fees and loss of income.
You are responsible for ensuring access to the Premises is properly controlled and for safeguarding the property of the Church during your event.  

Security
You must not pass on the door code to anyone else without our agreement.
You must not leave the front door open.
When you leave, you must check that all members of your group have left the building and close all doors behind you

Your Equipment/Decorations
All equipment must be PAT tested. 
You must obtain our agreement in advance if you intend to introduce any materials or equipment into the premises that might introduce a safety hazard, cleaning problems or inconvenience to other users; for example straw, hay, sawdust, flammable drapes, glues, paints or cooking equipment. We may refuse permission to introduce these items or impose additional conditions on your hire to mitigate hazards.
You must not use smoke machines in the Premises.
If you intend to introduce decorations or signs into the building, you must tell us about this.
Any decorations must use temporary fittings; for example ‘BluTack’ or masking tape, and you must remove them at the end of your booking.
You must not use permanent or semi-permanent fittings, for example nails, screws and staples. You must not use drawing pins for any purposes – they are easily lost and could constitute a hazard.
You must not attach anything to electrical wires or water pipes, or electric or water fittings.

Insurance
We hold Public Liability insurance for the Premises in the name of The Church of the Annunciation. You may inspect our certificate of insurance on request.
We do not insure our users against risks resulting from the activities they undertake – it is your responsibility to insure against these risks.

Accidents
All accidents or near-accidents must be notified to the bookings manager so that we can try to prevent any re-occurrence.

Cancellations 
For one-off bookings, we require 48 hours' notice of cancellation. For bookings longer than a week, notice of one week is required, and for bookings longer than one month, one month’s notice is required. 

Cleaning and Tidying
Please ensure that the space is left clean and tidy and that all rubbish is taken away
If we have allowed you to store equipment on the premises, this equipment must be safely stored so it does not constitute a fire risk or any other hazard to anyone.  We reserve the right to ask you to remove stored equipment.


SAFEGUARDING DECLARATION 

The Parochial Church Council of The Annunciation Church has a Policy for Safeguarding Children, Young People and Vulnerable Adults. Your booking agreement is conditional upon you complying with it unless you already have an equivalent policy of your own.

You are required to ensure that children, young people and vulnerable adults are protected at all times, by taking all reasonable steps to prevent injury, illness, loss or damage occurring; and that you carry full liability insurance for this.

In particular this means that:
you will comply with the attached good practice guide with children and young people or vulnerable adults unless you already have an equivalent;
you will provide the church with a copy of your organisation’s Safeguarding Policy/ies or if you do not have one adopt the current parish policy;
you will recruit safely all current paid and voluntary workers who work with children and/or vulnerable adults, by obtaining satisfactory disclosures from the Disclosure and Barring Service where eligible, and keeping records of dates and disclosure numbers indefinitely;
you will keep a list of the names of all paid and voluntary workers with regular and direct contact with children/vulnerable adults , and update it annually;
you will always have at least two leaders over the age of 18 years in any group of children and young people, no matter how small the group;
no person under the age of 18 years will be left in charge of any children or young people of any age;
no child or group of children or young people should be left unattended at any time;
a register of children, young people or vulnerable adults attending the activity will be kept securely. This will include details of their name, contact details of parent/guardian/carer etc., date of birth and next of kin;
you will immediately (within 24 hours) inform the Parish Safeguarding Officer of: 
	(a) the occurrence of any incidents or allegations of abuse or causes of concern relating to members or leaders of your organisation, and contact details for the person in your organisation who is dealing with it 
	(b) any known offenders against children or vulnerable adults seeking to join your membership, and manage such allegations or agreements with offenders in co-operation with statutory agencies, and with the church.

The Parish Safeguarding Officer for The Annunciation Church is:
Name: Susan WORTON
E-mail:susaneworton@yahoo.co.uk Tel. No: 01273 623654

Declaration
I agree to abide by appropriate safeguarding procedures. I understand that my booking agreement may be terminated in the event of my failing to comply with these procedures.


Signed ………………………………………………… Designation ……………………………

Organisation ………………………………………….. Date ……………………………………

Please sign two copies, one to be sent back to the Booking Secretary, to be retained by the church, and one by the organisation/hirer.
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