OUR LADY & ALL SAINTS CHURCH, OTLEY

Parish Centre Booking Request
Please e-mail office.ourladyallsaints@dioceseofleeds.org.uk or text 07973-376312 to check availability and then complete the form below with your requirements.

Name:
………………………………  
Parish Organisation/Event:  ……….………………….……..

Tel no:  ………………………………
E-mail: …………………………………………….….……..

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

Date required:
…………….
Start time of booking:
…………….
End time:  ………………....

(please allow for setting-up and clearing-up in your booking times; latest end time is 11.30pm)


----------------------------------------------------------------------------------------------------------
ROOMS REQUIRED
Meeting Room (Ground Floor)  (maximum 20 people)



…... 

Function Room (1st Floor) (maximum 60 people)




…... 


----------------------------------------------------------------------------------------------------------

Other rooms/facilities required and/or information (including extra dates required):


Kitchen (will be locked unless requested, see also the note below)  

…... 


Lift (will be immobilised unless requested)




…... 


PA system (Function Room only) 





…... 


Bar Lounge The bar is currently closed and not in use. 

The Lounge however may be booked as a Meeting Room.


…... 
-----------------------------------------------------------------------------------------------------------------------------
DONATIONS 
We do not charge for the use of the Centre’s facilities. However, donatons to cover the use of the

facilities (including the costs of lighting and heating) are always welcome. It is suggested that donations

be in the region of: 
2 hours: £30


2-4 hours: £50


Over 4 hours: £80

Payment by BACS is preferred and should be to Our Lady & All Saints, sortcode 40-27-15, account  35535131, with your name or the event name as a reference. Cheques should be made out to Our Lady & All Saints Church. 
NOTES
   FURNITURE: The Function Room has 8 round tables and 60 chairs (maximum capacity); the Meeting Room has 4 rectangular tables and 20 chairs (maximum capacity). 

   KITCHEN: When the kitchen is booked this will include the use of the Centre’s crockery, cutlery, kitchen pans and utensils. However, users should make their own arrangements for catering. The name and contact details of any outside caterer to be used should be notified to the Management Committee at the time of booking. Tea-towels, tea and coffee etc are not provided.

Please see reverse for Conditions of Use
Users must comply with any and all Government rules, regulations or advice pertaining to COVID-19. Use of the kitchen is also subject to conditions imposed by Environmental Health which will be listed on your Booking Confirmation.
Parish Centre Conditions of Use
1. Access to the Parish Centre cannot be earlier than the start time shown on the Booking Request. The Parish Centre must be vacated no later than the end time shown on the Booking Request. 

2. All rooms and facilities must be cleaned and fully sanitised at the end of the booking. (A hoover is in the Function Room store room.) All rubbish must be bagged and taken home.  
3. Only those rooms and facilities indicated on the Booking Request may be used. All other rooms and facilities may be locked (unless in use by another user).

4. The user accepts all responsibility for any damage caused during their use of the Parish Centre. All breakages must be paid for. In the case of a series of regular on-going bookings (eg Coffee Mornings), the person in charge of the meeting or event that day will be deemed to have accepted responsibility for all damage etc.

5. The maximum capacity of each room must not be exceeded. 

6. Nothing may be attached (eg with pins, blutac, sellotape, etc) to any wall.

7. All portable electrical equipment used must be subject to a current PAT Certificate. 

8. Tables may be moved from one room to another but must be returned to their normal room at the end of the booking

9. Users may bring their own alcohol to a booked event but may not sell it as the Parish Centre is a licensed premises. All purchased alcohol may only be through the bar.

10. Entertainers giving live performances must have the appropriate licences (eg PRS)

11. The user must ensure that the night latch (Yale lock on the front door) is set when the last person leaves the Parish Centre.

12. All users must have completed a Risk Assessment and have the appropriate insurance and safeguarding clearances to cover their activities in the Parish Centre.

13. In the case of a fire, the building must be evacuated via the marked fire exits. The Fire Assembly Area is on the grass in front of and behind the Parish Centre

14. The Management Committee reserves the right to cancel a Booking Request or Confirmation at any time.

I have read and agree to the Conditions of Use.

…………………………………………..    (signed)



Date  ……………......

Please return this form to Bookings, c/o the Presbytery, 4 Bridge Street, OTLEY LS21 3AZ. 
The booking is only confirmed when you receive a copy of this countersigned form.
Booking confirmed  ……………………………………………………..
Date  …………………

 


(for Parish Centre Committee)

Privacy Notice: We will always store your personal details securely. Your details will only be used by the Diocese of Leeds in accordance with the Diocesan Privacy Policy which can be viewed at  � HYPERLINK "http://www.dioceseofleeds.org.uk/privacy-notice/"��http://www.dioceseofleeds.org.uk/privacy-notice/�  �
�
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