	Booking Form for use of St Peter’s & St Paul’s, Newport Pagnell
CONTACT INFORMATION
Organisation:    ...................................................................................   
Contact Name:    .......................................................................   Email address:……………………………………………
Contact Address:   ..........................................................................................................  

Post Code:   ...........................................

Contact Telephone:  ...................................................   (mobile)   ..................................................  (other)
Person responsible AT the event if different from above : …………………………………………………………

Contact Tel:   ...................................................     
INTENDED USE
Purpose for which the church is required     ......................................................................................
Numbers attending (approx)    ...............
Date of Event:   ....................................................................
Date of any Rehearsal:   ......................................................

ADDITIONAL INFORMATION
Times for which the church is required including any rehearsal and cleaning up:  

Event Time:          Start   ..............................................    Finish ……………………………………….
Rehearsal Time:  Start   ..............................................    Finish ……………………………………….

Are you charging attendees for the event?     YES/NO

Will alcohol be on sale/given free to charged attendees?   YES*/NO
* Please refer to accompanying Conditions of Booking, Health & Safety Policy & Procedures and Catering regulations including how to obtain a temporary event notice to sell alcohol.
Please indicate if you require access to any of the facilities below
Toilet      (indicate YES or NO)    . . . . .
Kitchen  (indicate YES or NO)     . . . . . 
Vestry    (indicate YES or NO)     . . . . .
Organ – Fee £55  (indicate YES or NO)     . . . . .
I should like to make the above booking at St Peter’s and St Paul’s, Newport Pagnell.  

I confirm that I have read, and will comply with the 'Conditions of Booking'
Signed ..................................................................................     Date ...........................................................

Please return this form to The Parish Office.
By email: npparish@gmail.com
By post: St Peter & St Paul church, High Street, Newport Pagnell, MK16 8AR
 Please note that it may occasionally be necessary to alter times of daytime rehearsals due to funerals or weddings.


 Conditions of Booking
	The church retains control, possession and management of the building and the user has no right to exclude the church from the premises.

Booking Fee:  A fee may be charged, depending on the nature of the booking.  In addition a one-off cost of £53 is made for verger’s fees.  Rehearsal periods may require an additional verger’s fee.  Fees may be waived at the discretion of the Rector or the Churchwardens.  A deposit may be requested.
Safety Arrangements: The User will be responsible for briefing responsible event staff of the safety arrangements in place in the event of an emergency, i.e. evacuation procedures assembly point, arrangements for calling emergency services, location of first aid and fire equipment etc.

Disabled Persons: The User must ensure arrangements are in place for evacuating disabled persons in the event of an emergency.

Equipment: The User must ensure that all equipment brought onto the premises is fit for its intended purpose and compliant with ‘Health & Safety’ regulations. All electrical equipment must be compliant with the ‘Portable Appliance Testing’ regulations.

Supervision: The User will be held responsible for the effective supervision and arrangements of their activities on the premises, to ensure that no adverse noise or behaviour arises that will impact on other users or neighbouring dwellings.

Smoking or Vaping is not permitted in the Church
Hazardous Materials: The User must ensure that no highly combustible, hazardous substances or equipment are brought on to the premises.

Insurance: The User is responsible for all damage (other than fair wear and tear) to the building or any of the church’s fixtures and fittings or equipment that is occasioned in whatever way by the use of the accommodation.  The User must ensure that additional insurance cover is taken out for any activities where the public or the property are at an additional risk deemed to be outside the remit of St Peter’s and St Paul’s public liability insurance
Sale of Alcohol: The user is responsible for obtaining a Temporary Event from Milton Keynes Council (see http://www.milton-keynes.gov.uk/licensing/ for the form and instructions on how to complete it).  Please note that the form MUST be submitted to the council at least 10 working days before the event at which the alcohol is to be sold, takes place.  The event holder is responsible for any Temporary Event Notice fees.  Copies of the notice are to be sent to the appropriate authorities mentioned in the notice and one copy should be brought to the event.
Publicity of Activities:  Activities may be publicised by a poster on the internal notice board by arrangement with the Rector or the Church Wardens. 
When Leaving the premises, please ensure that:

· Lights are switched off

· Windows are closed

· Water heaters and kettles are unplugged

· Room furniture is returned to its original position

St Peter’s & St Paul’s Health & Safety Policy & Procedures

Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees, voluntary helpers, and facility users

We will endeavour to ensure, so far as is reasonably practicable, the health, safety and welfare of all members of the congregation, visitors and others who may visit the church. (A full copy of our policy is available for reference and held by the Church Wardens)
FIRE INSTRUCTIONS:  Users should familiarise themselves with exits and these must be unobstructed at all times.

Evacuation Procedures:  On hearing an instruction to evacuate the building, all persons must leave the building by the nearest exit. Do not stop to collect personal belongings or possessions.  All persons must report to the assembly point to verify their leaving the building safely. The Assembly Point is the grass area outside the east end of the church.
Capacity of persons: maximum seated in pews is 300 (unless the church has been set out in a different arrangement)
CATERING
Provision of Food at events: the Kitchen can be used by groups during a rehearsal period.  The kitchen is in the West End of the building. It is the responsibility of the User to check the facilities available before booking. No food or hot drinks must be taken beyond the pew areas.  Drinking water can be taken into the Vestry.

Kitchen : to be left clean and tidy and any left-over food and packaging must be taken home.  Black bin liners are provided under the sink for this purpose 

Alcohol: Functions at which alcohol will be sold will require a Temporary Event Notice from the Council 
(see note on Sale of Alcohol above).
All empty bottles, containers must be removed from the premises and taken home.

PARKING
There are limited parking spaces at the church and items should be ‘dropped off’ at the church before parking.  There is a nearby large free public car park in Silver Street.

Further information about the church and its activities can be found on its website http://www.npparish.org.uk 


