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Centre Manager for Birmingham City Council – Clair Meares
Deputy for Birmingham City Council – Amanda Taylor
Please tick appropriate

One off Booking:      







Regular Event:

Application for Hire of the Centre
The Chinnbrook Centre, 213 Trittiford Road, Billesley, Birmingham, B13 0ET.  Tel: 0121-464-4772

Requested Dates for Booking: …………………………………………………………………………………

Please Note:  Availability – Saturdays after 5pm and Sundays.
DETAILS OF EVENT / LETTING

This venue is suitable for particular types of functions relating to children and families i.e. children’s birthday parties.  If your function falls outside of this remit, please discuss with the Centre Manager prior to completing this form.  Alcohol and smoking is not permitted on this site or its grounds. 
DATA PROTECTION ACT 1998

This form will be kept on file for 5 years.  The information supplied by you may be disclosed to the Centre Advisory Committee and to officers within Birmingham City Council and may be added to the departmental database for administrative purposes where appropriate.  The information you give will be kept in accordance with the Data Protection Act 1998.  However, should any criminal activity occur in connection with this letting / event, contact details of the responsible persons as detailed in this form may be disclosed to the Police.  We have a duty to protect the public funds we handle and to this end we may use the personal information that you have provided to us for the prevention and detection of fraud.  We may also share this information with other organizations, which handle public funds for the same purpose.

DETAILS OF HIRER

Title:
Mr / Mrs / Ms / Dr / Other
……………………

Full Name:
…………………………………………………………………………………………………..

Address:
…………………………………………………………………………………………………..



…………………………………………………………………………………………………..

Home Tel:
……………………………...

Mobile: ............................................................................
Work:

……………………………..

E-Mail: ............................................................................
I
………………………………………………… acknowledge receipt of and accept the conditions of hire for the centre.

Signature of Hirer: ...........................................
Date: ................................................................................
Booking taken by:
……………………………………………  Date:………………………………..

Checked by:………………………………………………………. Date:………………………………..

This application for a room booking will be taken to the Centre Manager or Deputy and discussed with the Building  Supervisor for availability.  You will be contacted accordingly within 2 weeks of application.  Please remember to allow sufficient time when booking the facility.
DETAILS OF PERSON RESPONSIBLE AT EVENT / LETTING

This person needs to be available throughout the event / letting.

Title:
Mr / Mrs / Ms / Dr / Other:
………………….


Full Name:
…………………………………………....................................................................................................................
Address:……………………………………………………………………………………………………..........................................
…………………………………………………………………………………………………………………....................................
Home Tel:
……………………………………………..

Mobile:

…………................................................
Work:

…………………………………………….

E-Mail:

………....................................................
Signature:………………………………………………………………………………………………………....................................
NUMBERS ATTENDING
See Conditions of Hire Section 6c and 17

Numbers Attending:
…………………………………….

Maximum Number 
………………………………........

Onsite if different from above:

Purpose of Hiring (i.e. Children’s Birthday Party)

………………………………………………………………………………..

OTHER DETAILS

Any special guest invited, please give name and title (See Conditions of Hire Section 11)

1:
..................................................
2
........................................................
3
.................................................
4
.......................................................

5
.................................................
6
.......................................................
Other Details e.g.: Stewards etc: 
.............................................................................................................................................................

Cost Calculation:
See Schedule of Hire Charges.\

ROOMS / SPACE

(See Conditions of Hire Sections 6 and 16)

Room Space (include capacity)

Times (from to)


Cost

.................................................

.........................................

...............................

.................................................

.........................................

................................

.................................................

.........................................

................................

Please include an additional half an hour per area for preparation and cleaning.

Building Supervisor costs:  ...................................................

Total Hire Charge:
............................................................
EQUIPMENT / SPECIAL REQUIREMENTS

(See Conditions of Hire Sections 9, 10 and 18)

Room / Space


Times (from – to)


Cost

.....................................

.........................................

..........................................

....................................

..........................................

..........................................

.....................................

..........................................

..........................................





Total ............................................

..........................................

LICENCES

(See Conditions of Hire Sections 19 and 20)

	Delete as appropriate
	For official use only

	Will there be dance / drama / music?                                                                  Yes/No

Is this booking a public event? (i.e. available to general 
 public whether by admission fee or free entry)                                                 Yes/No
	PPL / PEL Licenses (s) produced

Date: ........................................................

Signed:  .....................................................

	Does the event include car boot sales / 
craft fayre / antique fayre /
 table top sale (i.e. is space sold)?                                                                       Yes/No
	Registration produced
Date: .........................................................

Signed: ......................................................

	Will the event include betting / public raffles / lotteries                                    Yes/No
	Gaming / Small Lotteries License
Date: .........................................................

Signed: ......................................................

	Are films / videos to be shown?                                                                         Yes/No

Is a license required?                                                                                          Yes/No
	PPL License produced

Date: .........................................................

Signed: ......................................................

	(Conditions of Hire section 9)

Is a portable electrical equipment to be used? E.g. 

CD / Video Players etc.                                                                                      Yes/No

Has equipment been Portable Alliance Tested (PAT)?                                      Yes/No                                                                   
	Proof of PAT provided

Date: .........................................................

Signed: ......................................................


FOR OFFICIAL USE ONLY

Centre Manager / Deputy informed (where necessary)


..........................................................................................................................
Licensing forms completed (where necessary)

..........................................................................................................................

Is the booking covered by Public Liability Insurance

..........................................................................................................................

Policy Number


..........................................................................................................................

THIS FORM WHEN COMPLETED NEEDS TO BE TAKEN TO THE RECEPTION AT THE CENTRE WHERE YOU WISH TO BOOK A ROOM WELL IN ADVANCE OF THE EVENT

YOU WILL NEED TO BRING THE DEPOSIT AND PROOF OF IDENTITY WITH YOU AT THIS TIME.

COMMUNITY AND PLAY

CONDITIONS OF HIRE

1. Bookings
1. All bookings are to be made by the hirer in person who must be over the age of 18.
2. All outstanding monies must be paid 7 days before the event.  If monies not paid and Hirer has not contacted the Centre the booking will be cancelled and the deposit lost.
3. All licenses, license extensions and catering details must be produced 7 days before the event.
4. If the event is booked less than 28 days before it is due to take place, payment must be made, in cash and in full.
2. Deposits and Guarantees
1. A deposit is required to secure the booking.  This in non-returnable except where the booking is cancelled by the Council / Centre.

2. A damage deposit fee to cover breakages, damages, losses, extra cleaning etc is payable with the final payment.

3. The deposit fee will be returned no later than 14 days after the event unless any damages or additional costs have been incurred (including if the event goes over the agreed time) by the Centre.
3. Charges

1. A schedule of hire charges is posted in the Centre and a copy is available on request from the Centre.
2. Birmingham City Council reserves the right to alter charges without notice.  All agreed prices will be honored.
3. Hire charges will be reviewed on an annual basis.
4. Cancellation by the Hirer

1. Any cancellation must be in writing and must be made by the person named on the booking form.

2. The deposit will be retained by the Centre in the event of a cancellation unless an alternative booking is made.

5. Cancellation by the Centre

1. The Centre reserves the right at any time to refuse or cancel the booking of any premises.
2. The Centre shall not be liable for any payments what-so-ever, either to the hirer or to any person in respect of a claim for compensation of damage arising in any manner from the cancellation.
3. In the event of a cancellation by the Centre, every effort will be made to offer an alternative date.
6. Restrictions of Use

1. The hired premises must be vacated by the time stated on the booking form.

2. The use of the premises shall be restricted to those areas and times agreed on the booking form.

3. The number of people attending must be restricted to that on the booking form.
4. Arrangements for deliveries / collections outside of the times on the booking form must be made in agreement with the Worker / Centre Manager or Building Services Supervisor.

5. The accommodation shall not be used for any purpose other than that agreed on the booking form.

6. The Council endorses the principle of firm adherence to the right of free speech and reasonable access to public platforms for the purpose of the right, subject to the overriding need to ensure the safety of the buildings and public and to avoid the fermenting of racial hatred and discrimination.  Accordingly, the right is reserved to refuse applications for the hire of the premises by an organization where there is cause for apprehension that there might be a breach of the above policy.

7. The Council will not hire premises to the Unification church or that organization operating under any other name.

8. The Council has the right to request guests to leave if their behaviour is unacceptable.

9. Exclusive use (no one else can use the accommodation / facility) is not permitted unless a formal Tenancy or License Agreement has been drawn up with the City Council.

10. These premises cannot be hired for commercial ‘late night’ public music events.

7:
Security

1. The responsible person, named on the booking form, must be available throughout the event and must make themselves known to the Building Supervisor as soon as they arrive.  Failure to do so could result in the event being cancelled.

2. If by agreement stewards are provided by the hirer, then there will be an agreed number of people who must be easily recognizable throughout the event.

3. If during the event any person connected with the function is concerned about the safety of those present, or the building, they should inform a member of the Building Supervisor immediately.
8:
Health and Safety

1. All necessary licenses, insurances and certificates (including Portable Appliance Testing), must be shown to the Building Manager or Building Supervisor before the event.

2. Emergency access routes and fire exits from the facilities must be kept clear at all times.

3. The Building Supervisor will be available throughout the duration of the booking.  The Building Supervisor is responsible for Health and Safety issues on site and their advice / requests must be adhered to at all times.

4. All accidents and damage must be reported to the Building Supervisor immediately.

5. LPG (Liquid Propane Gas) cannot be used for cooking inside.  Outside use must be arranged with the Centre Staff and the hirer must comply with all safety requirements.

6. Non-flammable pressurized gases:

7. Helium for balloons – if helium is to be used, cylinders must be stored in a bottle cage or chained to a secure object.  The hires is responsible for ensuring that the person using the gas cylinder has been trained for its use.

8. The Council will not allow the building to be used unless it is safe for the purpose.

9:
Prohibitions

1. Inflammable materials and articles of an explosive nature are not allowed on the site unless by agreement with the Centre Manager / Deputy.

2. Any pyrotechnic or laser displays are not allowed onsite unless by agreement with the Centre Manager / Deputy.

3. The only animals allowed onsite are guide dogs, unless by prior arrangement with the Centre Manager / Deputy.

4. If decorations are to be used in any area, permission must be obtained beforehand from the Centre Manager / Deputy.

5. The hirer is not allowed to sub-let the premises to a third party, unless with the specific agreement of the Centre Manager / Deputy.

10:
Media / Special Guests

1. The Centre Manager / Deputy must be made aware in advance of any contact with the media which may identify or impact upon the Centre or City Council and its employees.
2. The Centre Manager / Deputy must be made aware of any special guests invited to the event (e.g. Lord Mayor, M.P. etc).

11:
Noise

1. If in the view of the staff on duty, the noise level is deemed to be excessive, steps will be taken to reduce the level.

12:
No Smoking and No Alcohol

1. No smoking or alcohol is allowed on the premises or in the grounds.

13:
Damages

1. The Centre cannot accept responsibility for personal injury or loss of / damage to personal belongings bought onto the site.  Adequate Public Liability Insurance is advised.

2. Cars are left in the car park at the owners’ risk.

3. Any damages / losses caused to the Centre as a result of the hire will be the responsibility of the hirer and costs will be recovered in full.

14:
Right of Entry

1. The Centre Staff and other appropriate Council officers have the right of entry to the hired premises at all times.

15:
Cleaning

1. A surcharge will be made for any extra cleaning necessary, not covered by the normal booking fee.  This surcharge will be deducted from the returnable guarantee.

2. With the exception of tables and chairs, equipment and furnishings are excluded from the hire unless agreed with the Centre Manager / Deputy.

3. It is the hirer’s responsibility to provide black bags and remove all rubbish, food, packaging etc at the end of the hire period.

4. The tables and chairs must be left according to the agreement made at the time of the booking.
16:
Children and Young Persons Act 1963, Section 12 Reprinted

Where there is provided in any building an entertainment for children, or an entertainment which the majority of the persons attending are children, then if the number of children attending the entertainment exceeds one hundred, it shall be the duty of the persons providing the entertainment to station and keep stationed whenever necessary, a sufficient number of adult attendants, properly instructed as to their duties to prevent more children or other persons to be admitted to the building or to any part thereof, than the building or part can properly accommodate, and to control the movement of the children and other persons admitted while entering and leaving the building or any part thereof, and to take all other reasonable precautions for the safety of the children.  It is advised that all children are properly supervised at all times.

17:
Catering

1. If accommodation is required for the purpose of providing refreshments, this must be specified at the time of booking and will be subject to an appropriate charge.
2. Kitchens shall only be available during the specified time on the booking form and no access to the kitchen shall be allowed prior to the times booked.

3. A site representative shall be present throughout the hired period to make sure the conditions of hire are followed.

4. Only the area of the kitchen and equipment identified on the booking form shall be available during the period of hire.

5. Hirers are responsible for providing all necessary equipment for handling food and for washing up.

6. Only the specified number of adults is allowed in the kitchen at any one time.

7. No children under 16 will be allowed in the kitchen at any time.

8. Any use of the Centre kitchens will require an appropriate level of cleaning following a booking as agreed by the City Council and the Building Committee. Any additional costs incurred for additional cleaning will be the responsibility of the hirer and will be taken out of the returnable guarantee.

9. (It is recommended that if hot food is to be provided, that a ‘registered’ caterer is used).  NOTE:  READY PREPARED FOOD MAY BE BROUGHT / HEATED ONSITE; HOWEVER, FOOD MAY NOT BE COOKED ON CENTRE PREMISES.

18:
Licenses
1. The Building Manager must be informed, at the time of booking, if any of the following will take place during the period of hire:

· Members of the public are to be admitted

· Extension to normal opening hours

· Dance / Drama / Music – where members of the general public are admitted

· Exhibitions / Sporting events / Shows – where members of the general public are admitted

· Car boot sales / Craft-fayre / antique-fayre / table top sale

· Gaming / Betting / Lotteries

· The showing of films / videos

(The Centre can issue guidance on license requirements).

2. It is the responsibility of the hirer to obtain relevant license (s) before the event and show it/them to the Centre Manager / Deputy.

3. If the appropriate license (s) is/are not obtained the Centre will have no alternative than to cancel the booking, or prevent any part of the event which requires a license from taking place.

19:
Public Liability Insurance

All hirers of the premises are responsible for any acts of their own negligence and are therefore advised to take out their own Public Liability Insurance cover.  It is recommended that the minimum cover should be 2 million pounds.

(Private hirers may already be indemnified through their own house contents insurance policy; it is therefore advisable to check with your broker before additional cover is purchased).

All hirers / caterers using the kitchen for cooking or reheating food must provide proof of Public Liability Insurance to the minimum level of 2 million pounds.

CENTRE MANAGEMENT WILL REQUIRE TO SEE ALL DOCUMENTATION PRIOR TO ACCEPTING THE BOOKING.









