St. Clare’s Community Hall	[image: ]	SCCH Form 1
Booking Form
[bookmark: Text1][bookmark: _GoBack]Name of Group:    	
[bookmark: Text2]Contact Person:      
[bookmark: Text3]Address:      
[bookmark: Text4][bookmark: Text5]Tel:           Email:      
[bookmark: Text6][bookmark: Text7]Date / Day Requested:                           Time:      
[bookmark: Text8]Room/s Requested:     
Purpose of Use:     
Payment: Payments for block bookings will be required at the end of each month. A 25% deposit will be required for single bookings. Cheques should be made out to Glenclare Community Group.
Conditions of Use
1. Child Protection - Individuals and Groups who wish to book the Centre and have substantial access to children, young people or vulnerable adults are required to have their own Child Protection and /or Vulnerable Adult Policy and Procedures. All groups must ensure that children /young people are supervised at all times.
2. Insurance - Individuals and Groups who wish to book the centre must have their own Public Liability Insurance and provide a copy with the Booking Form.
3. The Centre operates aNo Smoking Policy.
4. No Alcohol must be brought into or consumed in the premises without prior written consent at time of booking.
5.  No Illegal Substances must be brought into or consumed in the premises.
6. You are expected to leave the premises clean & tidy after your session / function.
7. You will be required to make good any damage done to the Centre as a result of your session / function.
8. Bouncy Castles must be less than 14ft high. Please insure your provider has insurance to cover use of the Bouncy Castle.

I have read and agree to abide by the above Conditions of Use.

[bookmark: Text13][bookmark: Text12]Insert name:      								Date:      

Official Use Only
[bookmark: Text9][bookmark: Text10][bookmark: Text11]Charge per hour:                     No of hours:                                      Amount:      

Invoice No: ________________________________________________________________________

Child Protection / Vulnerable Adult Policy:  YES / NO                      Own Insurance:   YES / NO 

Other         Yes/No        
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