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ROOM BOOKING FORM (1 April 2011 - 31 March 2012)
	Please indicate room required:                                                                                          

	Room

	
	Charges
	
	Room Layout Options & Occupancy **



	
	
	Full Day
	Half Day/ Evening
	Hourly
	
	

	Training Suite
	(
	
	£123.00*
	£61.50*
	£30.50* (2 hrs)
	
	Theatre (70)  (
	Cabaret (36)  (
	Boardroom (28)  (
	U Shape (22)  (

	

	Multi-Purpose Suite
	(
	
	£81.50*
	£41*
	£20.50* (2 hrs)
	
	Theatre (30)  (
	Cabaret (24)  (
	Boardroom (16)  (
	U Shape (16)  (

	

	Family Suite (kitchen facilities)
	(
	
	£102*
	~
	£15.50*
	
	Theatre (14)  (
	
	Boardroom (12)  (                                        
	 

	

	Sensory Room
	(
	
	~
	~
	£5*
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	Laptop Usage                     (one-off Charge)
	(
	
	£25.50
	~
	~
	
	

	*Bookings outside of office hours (Mon – Fri, 7.30am – 6.00pm) will be charged the above rates plus 20%    
	
	

	Equipment

Please indicate equipment required:                   Flipchart   (                Digital projector/screen  (                TV/Video  (



Agreement and Booking Form for the use of Centre Premises

An Agreement made on (date) …………………………………………………….. between Staffordshire Moorlands Children’s Centre and 
………………………………………………………………………………………………………………………………….
In consideration of the Centre permitting the hirer to use the accommodation listed on the dates and times shown in the schedule below, the hirer shall observe the following conditions:-

· The person in charge of your activity being shown the fire escape routes before the start of the letting.

· The Conditions of Use prevailing at the time of the letting
Public Liability (please tick which option applies)
(  Public Liability insurance is being provided by the County Council’s Third Party Hirers’ Insurance policy.  I can confirm that I have read the Summary of Cover and fully understand the insurance being provided including the policy conditions and exclusions which apply.

(  Public Liability insurance is not being provided by the County Council’s Third Party Hirers’ Insurance Policy.  Therefore I can confirm that I have arranged Public Liability insurance in the name of the individual/organisation hiring the Centre premises for a limit of indemnity of at least £2,000,000.

	Date(s) Room Required
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	Times
	
	From:
	 
	 
	
	       To:
	
	
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	No. of Attendees
	 
	Name of Meeting /    Event
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	Name of Organisation
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	Address
	
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	Contact Name
	 
	 
	 
	
	Contact Telephone No. 
	
	
	
	

	
	
	 
	 
	 
	
	
	 
	
	
	
	
	


	Refreshments
	
	
	Please indicate times required/ special dietary requirements:

	Drinks -Tea/Coffee/Water   £1 per head
	
	
	
	
	
	
	

	Menu A    (min. 8)               £4.10
	
	
	
	
	
	
	

	Menu B    (min. 8)               £6.60
	
	
	
	
	
	
	

	Working Lunch                    £5.20 (hot food)            
	
	
	
	
	
	
	

	                             £3.10 (cold food)
	
	
	
	
	
	
	

	(Please see the buffet menu for more information)
	
	
	
	
	
	



Continued
             
Centre Hire Charges and Conditions of Use
Cancellation of any booking must be made at least 48 hours prior to the activity.  

Cancellation of room hire and refreshment charges with less than 48 hours notice will incur full price.

If refreshments are required this should be stated at the time of booking.  If you order catering we must receive final numbers at least 14 days before the event.

Please note that cancellation of catering should be made at least 14 days before the event/activity.  Cancellation with less than 14 days notice will be subject to a charge which may be up to 100% of the quoted cost as levied by our Caterers.
The person named on the booking document will be responsible for ensuring that the activities taking place are conducted with due consideration to Health & Safety and that the activity will not damage the property or premises of the Centre.  A risk assessment and/or a method statement should be provided to the Centre giving clear indication of any risks involved or control measures to be implemented.
Staffordshire Moorlands Children’s Centre operates a non-smoking policy, therefore smoking will not be permitted on the Centre premises.

General Information

All charges include the hire of flipchart, digital projector and screen, TV/video
Charges do not include lunch, laptop usage, any equipment the Centre may need to hire, or additional staffing costs required to provide cover during evenings/weekends.


	
	                                               Office Use Only


	

	Room Booked
	Confirmed By


	Date
	

	Internal Order No:
	   External Order No:


	Cost Code (Internal Only)




INSURANCE

THIRD PARTY HIRER'S INSURANCE POLICY - SUMMARY OF COVER
The policy will indemnify the insured (the Hirer) against all sums, which the insured shall become legally liable to pay as compensation arising out of:

(a) Accidental bodily injury or illness (fatal or otherwise) to any person and/or

(b) Accidental loss of or accidental damage caused to third party property.

Details of the policy cover is set out below:

1. Persons/Organisations Insured

Individuals and organisations which would not normally be expected to have their own Public Liability Insurance hiring premises owned by Staffordshire County Council

2. Occupations & Activities

The activities of the insured (see above) at the premises owned by Staffordshire County Council.

3. The intention of this policy is to protect the hirer where a claim of negligence is made against them by a third party.

4. The Insurer will indemnify the Hirer in respect of all sums which the Hirer may become legally liable to pay as damages and claimants' costs and expenses for:-

(a) accidental injury to any person (other than an employee of the Hirer if such injury arises out of and in the course of employment by the Hirer)

(b) accidental damage to the premises or the contents of the premises subject to the liability of the insurer not exceeding £100,000 in any one claim in respect of legal liability which attaches to the Hirer solely by reason of the agreement that would have not attached in the absence of such agreement.

(c) accidental damage to other property not belonging to nor in the custody or control of the Hirer or of any person in the Hirer's service.

occurring during the period of insurance arising out of the activities of the Hirer at the premises,

5. The policy will not apply in respect of the use of the premises for the following:

(a) meetings organised by political parties

(b) professional entertainment promotion

(c) commercial or business use

(d) hire of play grounds and playing fields unless as part of a hiring for the school buildings. Where only the playground or playing fields are hired separate Public Liability Insurance must be in place to protect any legal liability attaching to the hirer.

6. The limit of indemnity under the policy is currently £5,000,000

7. The policy only applies whilst the individual/organisation is using Council premises.

8. If any other insurance covers the same loss, damage or liability this insurance will not pay any amount covered by such insurance.
U Shape





�





Theatre





�





Cabaret





�





Board Room





I hereby make application for the hire of the room/s and facilities stated above and agree to abide by the Conditions of Use.





Signature of applicant …………………………………………………………….......................       Date ……..…………………..





Full name (block capitals)  ………………………………………………………..     Contact tel. No.  ………………………………





Order No. ………………………………          Cost Code  ……………………………         GL code ………………………………


                                                                      (Internal only)				                (Internal only)








**Example of Room Layout Options
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Staffordshire Moorlands Children’s Centre


Albert Street


Biddulph


Stoke on Trent


Staffordshire


ST8 6DT





Tel: 01782 297970


Fax: 01782 297971


Email:  smcc@staffordshire.gov.uk
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