Salisbury Methodist Church


APPLICATION FOR THE USE OF ROOMS, FACILITIES AND EQUIPMENT

	Organisation:
	
	SMc Office use:

	
	
	Date application received            /       /

	Contact Name:
	
	Accommodation No.             /

	Address:
	
	Confirmation                 Sent       /       /

	
	
	Single/Multiple bookings              
	S
	M

	
	
	Cost/Donation                 £

	
	
	Invoice                          Sent       /       /

	Telephone No.
	
	Receipt No.                    Sent:      /       /

	Email address:
	
	Notes:

	Email for invoice:
	
	


Purpose of Use: ……………………………………………………………………………………………………………………

Accommodation Requested:

	Date of event(s)
	Day
	Rooms required
	Times for access

(including time for preparation and clearing)
	Time of meeting 

(the time your meeting will start)
	Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Additional facilities/equipment – Please see booking guide for details
	Tables
	Size

No
	
	DVD Player

Room 5 (only)
	
	
	Audio – Hall or Sanctuary
	
	
	Digital Projector

in Sanctuary with Church computer or laptop with HDMI 
	

	Flip Chart(s)
	No
	
	Marler Haley

Screens
	
	
	Digital 

Projector
	
	
	
	


Additional comments: ………..……………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

For four or more bookings in any 12 month period, the following must be answered.

I, for myself, and the above named Organisation, agree to indemnify the Trustees of the Salisbury Methodist Church in the event of loss or damage to the Church premises, contents or equipment, and in the event of any claim being made by any party for the bodily injury or damage to the property arising out of our use of the premises:
 I certify that Public Liability Policy No. __________________________________ with the _________________________________________ Insurance Company has a limit of liability of at least £1 million, provides indemnity in accordance with the provisions of the above paragraph, and will remain in force during the whole period of use of the above premises.
The following must be observed for bookings where children and vulnerable adults are present.

Children are not allowed onto church premises unless in the presence of a parent/guardian or as part of an organised activity with a minimum of two supervising adults always in attendance.  The supervising adults continue with the care of the children until collected or returned to their parent/guardian. Children are not allowed in the Kitchen, unless undertaking a specific activity as part of some supervised training. 

When children, young people or vulnerable adults are present, at the invitation and agreement of the user, you must agree to observe the “Safeguarding” policy and practice of Salisbury Methodist Church. In particular, children, young people and vulnerable adults must always be supervised and never left alone with only one adult present.

	Please also note our cancellation policy:“Bookings cancelled 10 working days before the event may be charged at 20% of the total charges; 50% for those within two working days, and a full charge will be asked if no cancellation has been received in the Office by the day of the event.”


I have read the above requirements and the “Salisbury Methodist Church Terms and Conditions of Use” issued with this Application form and agree, for myself and the above named Organisation, to observe them.


Signed: ____________________________  Date: ________________

Please complete and return this application form to:- 
Church Office Administrator, Church Office, Salisbury Methodist Church,
St. Edmund’s Church Street, Salisbury, Wilts SP1 1EF
  Tel no:- 01722 322755;                    email:- bookings@salisburymethodist.org.uk
October 2015

