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All premises to be booked through The Church Office 

        

BOOKING FORM 

 

Name of organisation: 

 

Name of Organiser of Event: 

 

 Address: 

   

 

Postcode 

 

 Telephone No: 

 

Proposed Dates:     

 

 Arrival Date/Time: 

 Departure/Time: 

 

Please state the nature and purpose of the Event: 

 

Intended Numbers 

 

 Leaders/Helpers: 

 Children/Young people: Maximum:  Minimum: 

 

Organisations working with children need to confirm the following statement: 

Our organisation confirms that we are familiar with the Home Office Code of Practice Safe from Harm; we 

have an understanding of it and undertake to follow its guidelines in relation to work with children under 

18. 

 

Please arrange a booking for the above Event. I agree to abide by the booking conditions above and 

overleaf. I enclose a 10% deposit of …….(minimum of £5) 

 

 

Organiser’s signature: ……………………………………….. 

 

Date: …………………… 

  

 

Please sign and return one copy of this form and retain the other for your information 
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SEAFORD BAPTIST CHURCH USE OF HALLS AND PREMISES 

CONDITIONS OF HIRE FOR OVERNIGHT STAYS 
 
 

GENERAL: There are extensive church fellowship activities and regard must be made of their priority for use of 

the premises under the authority of the church leadership. If, after confirming a booking, you do not come and 

fail to give reasonable notice you may well be depriving another group from coming in your place. Your 

deposit may also be forfeit. If you are likely to arrive later than agreed you must contact the Caretaker by 

phone (home tel: 01323-891160). On departure it is essential you liaise with the Caretaker/Church Office and 

that all rooms are clear and clean. Any damage or breakage must be reported to the Caretaker/Church Office 

before departure. These must be paid for. Any incidents or potential hazards should be reported to the 

Caretaker/Church Office as soon as practicable so we may seek to learn from them in future. Organisations 

working with children need be familiar with Home Office Code of Practice Safe from Harm. 
 
 

INSURANCE: The Church’s insurance policy covers the use of the building by outside organisations, but it is 

required that visiting groups will carry their own insurance and public liability cover in their own name to 

indemnify them in the event of any third party bodily injury/ property damage caused by their own negligence. 
 
 
SAFETY AND SECURITY:  Leaders are responsible for the safety of their group and security of the premises 

and rooms under their occupation. They must familiarise themselves with the Church’s fire and emergency 

evacuation procedures. All groups must familiarise themselves with the routes to and positions of emergency 

exits, the alarm and evacuation routines and external meeting point. Corridors and exits must never be 

blocked. In addition leaders should note the positions of the first aid box and accident book; the positions and 

use of different fire extinguishers. Parking must not obstruct easy exit from the church or access by emergency 

services. The main entrance doors have been provided with a snib lock operable from the inside. We advise 

that these doors are kept locked at all times and that visitors or camp attendees use the bell to gain 

admittance. The main key unlocks the entrance from the car park and the telephone cupboard. Before leaving 

the premises unoccupied please ensure all windows and doors are closed and lock the telephone cupboard 

and main door. For security reasons all windows should be closed when rooms are unoccupied. A copy of our 

fire and emergency policy and instructions is enclosed. There is no public telephone available and therefore 

we would advise all groups to have a mobile phone available for use in emergencies. 
 
  
CLEANING AND FOOD HYGIENE: A high standard of care and cleanliness is observed especially in the kitchen 

where good hygiene practice is required at all times. All food stored in the fridge/freezer must be labelled and 

together with the microwave, cooker and work surfaces kept clean.  
 
 
It is stressed that drinking of alcohol, smoking and gambling (including tombolas) are not allowed on the 

premises at any time. 
 
   
 Use of Church. It is essential that the external ramp doors be unlocked throughout and the double doors at 

the foot of the internal stairs fastened open. In addition the two sets of double doors leading to the main 

church entrance must be capable of being opened immediately by a nominated person should an alarm be 

raised. Also any parking must not obstruct easy exit from the church or access by emergency services. 
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 SBC FIRE AND EMERGENCY POLICY AND INSTRUCTIONS 

 
Group leaders must know these instructions; train their new leaders and alert the Church Safety Officer of any 

difficulties envisaged or encountered. Remember life & the safety of people is more important than property 

or possessions. 
 
FIRE ALARMS: The premises have smoke or heat detectors linked to an automatic alarm system. Separate 

battery smoke detectors are fitted in rooms where overnight stays are permitted. You must also raise the fire 

alarm manually if one of these sounds. 

To raise the fire alarm manually, break the glass panel on the red boxes by any exit door. 

IF THE FIRE ALARM SIREN SOUNDS (other than notified testing) EVACUATE. 

IF THERE IS A FIRE: 

• Raise the alarm; 

• Evacuate premises – consider special help needed  

• Phone Fire Brigade (999) 

On hearing the alarm all activities must cease immediately. The leaders will ask everyone to make their way in 

an orderly fashion to the appropriate assembly point by the nearest safe exit(s). Do not look for coats, 

pushchairs etc. The last person out of any room should close the door and, if safe, turn off power. 

The leader should arrange for the Fire Service to be called directing them to either the Belgrave Road or 

Westdown Road side of the building, if you know where the fire is. Our post code is BN25 2EE. The leader 

must also appoint someone to take charge of the assembly point and make a check of people outside the 

building, that everyone is account for. The leader should also assess whether it is sage for anyone to fight 

the fire. Only do this if you are not alone; if you know how to use the fire fighting equipment; are confident 

you can extinguish the fire; others have evacuated safely and your exit way is safe. 
 
ASSEMBLY POINTS: For large groups (20+) and those staying overnight. The junction of Westdown Road and 

Wilmington Road (the partially unmade road between Westdown and Belgrave Roads). 

For small groups (if total occupancy of premises less than 20). The junction of Westdown Road and 

Wilmington Road (the unmade road between Westdown and Belgrave Roads).  

For small groups (if total occupancy of premises less than 20).  The brad pavement along the church side of 

Westdown Road. 
 
HOT SPOTS Notices providing the Fire Plan are in plastic racks by the church Office and Main Church dorrs – 

give one to the Fire Brigade on arrival. The notices contain a plan of the premises identifying ‘hot spots’, fire 

equipment etc. 

Await Fire Officer’s approval before re-entering premises. 

Fire alarm system keys are held on the chain by the control box next to the Church Office. 

The sounders may only be turned off by a group leader once they are certain there is no risk. All incidents 

must be recorded in the log book in Room 1. 

 

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 

 

EMERGENCY LIGHTS: An emergency lighting system will automatically cover all main exits, the main 

corridor, Ladies’ toilets and circulation area downstairs in the event of a power failure. Torches are also 

available by the steward’s seat in church and on the balcony stairs. 


