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SANDYLANDS METHODIST CHURCH




 
BOOKING/ROOM HIRE PROCEDURE
For Internal & External Users
1. Enquiry to Booking Secretary (BS) via email on sandylandschurchbookings@gmail.com , phone call (working hours) or text message.  BS will respond within 3 working days and establish what the booking is for and check availability in the Church Google Calendar.

2. For one-off bookings the BS will decide if the activity:

a)  Is covered by the SMC Premises Health & Safety Risk Assessment (RA) which covers standard building use for Church Services, meetings, light refreshments and regular cleaning.

b)  Is covered by the SMC Birthday Party RA.

c)  An Additional Activity Based RA is required in order to cover additional safety measures specific to the activities being undertaken.  This can be their own RA or they can use our template (Appendix A – Activity RA Template), a copy should be provided to the BS prior to the booking being confirmed.
For regular bookings (both internal and external) a copy of the Activity Based RA is required (Property Chair can help with this), unless the activity is fully covered under the SMC Premises Health & Safety RA.
3. The booking is made in the Church Google Calendar by the BS:

purple - regular internal bookings, yellow - regular external bookings and green - one-off bookings.
4. The BS sends the appropriate booking form for completion (Appendix C or D) along with the appropriate Fire Plan & Safety Notes for External/Internal Users and also the appropriate RA(s).

For external regular bookings the Property Chair will sort the third party licence out (Appendix B).
5. Completed form (Appendix B/C/D) sent back to BS who will check it and confirm the booking.
6. For regular bookings the BS will issue the Key safe access code, or refer to Property Chair in line with the Keys & Access Policy.  For external one-off bookings, the BS will organise a church representative to give access to the building.  This person will be the booking emergency contact too.
7. BS will issue an invoice via email (Appendix E) in line with the Property Charging Policy and will CC the Treasurer in to the email.  The BS will inform the Treasurer if they receive confirmation that a payment has been made.  Any non-payments will be chased up by the Treasurer.  For one-off bookings, payment must be within 10 days of the invoice being issued.
By following this procedure, ALL activities/meetings in the church should be logged in advance via the BS.  This ensures that there is no mix up in groups using the premises and that users have confirmed by ticking the appropriate boxes that they are aware of their Health & Safety Risk responsibilities.
Appendices of Documents.

Appendix A
Activity Based Health & Safety Risk Assessment Template – Separate document
Appendix B
External Regular-Users Form – Separate document from www.tmcp.org.uk “Methodist Church Standard form of licence for Third Party Use” NEEDS RE-SIGNING ANNUALLY
Appendix C
Regular Internal Group Booking Form
Appendix D
Room Hire Agreement for a One-Off PAID Booking
Appendix E
Invoice Template
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Appendix C
REGULAR INTERNAL GROUP BOOKING FORM
	Name of Group
	

	Nature of activity
	

	Group leader:
	Full name
	

	
	Address
	

	
	Mobile number
	

	
	Email address
	

	Second contact:
	Full name
	

	
	Mobile number
	

	
	Email address
	

	Conditions of use:
	DAY
	

	
	Start time
	

	
	Finish time
	

	
	Frequency
	

	Rooms to be used:

(Delete as appropriate)
	Sandgate hall

The Zone

Sanctuary

Sandridge Room (upstairs)

Kitchen (shared use of…)


	The SMC Premises Health & Safety Risk Assessment covers standard building use for Church Services, meetings and regular cleaning.  An Additional Activity Based Risk Assessment must be completed to cover additional safety measures required for all other activities (Activity RA Template, if required).

There will be occasional checks to ensure compliance with the aforementioned Risk Assessments.

By completing this form, you give permission to be contacted about this regular group booking.

	Signed
	

	Name
	

	Date
	


This booking form will be securely stored in line with GDPR requirements.
Appendix D
ROOM HIRE AGREEMENT FOR A ONE-OFF PAID BOOKING
	Person hiring the room:
	Full name
	

	
	Address
	

	
	Mobile number
	

	
	Email address
	

	Organisation (if relevant)
	

	Purpose of hire
	

	Conditions of hire:
	DATE
	

	
	Start time
	

	
	Duration
	

	
	Agreed charge
	

	Rooms to be used:

(Delete as appropriate)
	Sandgate hall

The Zone

Sanctuary

Sandridge Room (upstairs)

Kitchen (shared use, including equipment, except dishwasher)


NOTE – Children’s Birthdays parties are for 3 hours, including preparation and clearing away
Risk Assessments (RA) - TICK those which apply:
	  (
	I will comply with the SMC Premises RA for meetings, Church Services and cleaning.

	
	I will comply with the SMC Birthday Party RA and have added on any additional specific hazards.

	
	An additional Activity Based RA is required, the person hiring the room is responsible for this.


	Invoicing Details

(if different from above)
	Full name
	

	
	Address
	

	
	Mobile number
	

	
	Email address
	


Invoices will be sent by email and must be paid in within 10 days.

Tables and chairs are located in the cupboard in Sandgate hall and should be returned after use.

Care must be taken to note fire exits and procedures.

All rooms - including the toilets - must be left in a clean and tidy condition.

All cleaning equipment is located in the cleaner’s cupboard by the toilets (key hanging in tall kitchen cupboard).  Failure to do so will result in an additional charge being made for cleaning.
The church is not insured for the use of bouncy castles for parties, therefore where these are hired, the hirer is responsible for insurance cover.
No alcohol shall be taken onto or consumed on the premises.
Any damage must be reported to the Church emergency church contact below and a charge may be made.
Please note there is a hot water urn, but tea and coffee are not provided.
	Church emergency contact details 
	Full name
	

	
	Mobile number
	


	SIGNED
	
	WITNESSED
(on behalf of SMC):
	

	Name
	
	Name
	

	Date
	
	Date
	


This booking form will be securely stored in line with GDPR requirements.

Appendix E

INVOICE

	NAME of Group/Individual
	

	E-MAIL address
	

	Invoice ADDRESS
	Kendal

Cumbria

LA9 

	Invoice DATE
	

	Invoice Reference
	(Date & Name)


	Booking Details
	Cost
	Amount

	Room Hire for the use of:

Room(s) eg. Sandgate Hall
Day, Start Time & Duration:

eg. Monday 9am 2hrs

	Rate:

£ per hour

Number if sessions:


	£



	
	VAT 20%

TOTAL


	N/A

£


Payment to be made within 10 days of the invoice date
Payment preferred by BACS Transfer to Yorkshire Bank:

Account Name
Sandylands Methodist Church

Sort Code
05-05-40

Account Number
34318045

Payment by cheque should be made payable to Sandylands Methodist Church.

Please write on the back the name of Group/individual and invoice reference.

Post it to:
Church Treasurer

Sandylands Methodist Church


Sandylands Road


Kendal


Cumbria


LA9 6EU

Any queries regarding this invoice please contact the Booking Secretary:
	Name
	

	E-mail
	sandylandschurchbookings@gmail.com

	Phone Number
	


