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BOOKING FORM

If you would like to book our venue for your event, please follow the booking procedure outlined below:
1. Complete the CCH Booking Form (Word document attached).
2. Review the following documents (attached):
· CCH Booking Terms & Conditions (PDF)
· Fire Evacuation Plan (PDF)
· Safeguarding Policy (PDF)
3. Sign the completed booking form and return it to the CCH booking team. At the same time, please submit your Public Liability Insurance (PLI) and/or Risk Assessment (RA).
4. The CCH finance team will issue a quotation.
5. Accept the quotation in writing (e.g. by email) by the date stated on the quotation. Your booking will then be recorded in our system as “requesting”.
6. An invoice for full payment will be issued before the event (normally 14 days prior). Upon receipt of payment, your booking will be recorded as “confirmed”.
7. Contact our Operations Manager to discuss the logistics of your event, if necessary.




















Warwick Lane | Coventry CV1 2HA
024 76223564

	Event information


	Organisation Name:
	


	Event Name:
	


	Description of event:
	


	Date of event:
	
	Number of individuals attending:
	

	Event start time:
	
	Booking start time (arriving):
	

	Event finish time:
	
	Booking end time (leaving):
	

	Name of contact on the day:
	

	Contact telephone number on day:
	

	Charity Number (if any):
	

	[bookmark: _heading=h.co3wm28v867c]Safeguarding & Accessibility Information (Mandatory Section)
This section must be completed. Incomplete forms may delay or prevent booking confirmation.
Please complete the following to ensure appropriate safeguarding, health & safety, and evacuation arrangements:
1. Will there be any participants under the age of 18 attending the event?
 ☐ Yes  ☐ No
If yes, please provide details (e.g. approximate number, age range, supervision arrangements):

2. Will there be any disabled persons or individuals requiring assistance in an emergency?
 ☐ Yes  ☐ No
If yes, please provide details (e.g. number of individuals and any specific requirements):

3. Personal Emergency Evacuation Plan (PEEP)
 (Complete if “Yes” to Question 2)
 ☐ I confirm that appropriate PEEP arrangements are in place for all individuals requiring assistance
 ☐ I request support from the venue to discuss and agree appropriate evacuation arrangements
4. Declaration (Mandatory)
☐ I confirm that I have provided accurate information above and understand that I am responsible for:
· The safety, supervision, and welfare of all attendees under my care, including children and vulnerable individuals
· Ensuring appropriate staffing/supervision ratios where under-18s are present
· Implementing and communicating any required PEEP arrangements
· Cooperating with venue staff in the event of an emergency
☐ I understand that failure to provide accurate information or to comply with these requirements may result in:
· Additional charges
· Cancellation of the booking
· Or refusal of future bookings

	Room information


	Which room(s) Please tick:

	GROUND
	Lower Hall
	Eadon
	Lounge
	
	
	

	FLOOR
	
	
	
	
	
	

	FIRST
FLOOR
	The Great Hall 
	Green Room (backstage)
	Minshull
	Parson’s Suite 
	Boardroom only
	Breakout Room only

	
	
	
	
	
	
	

	SECOND FLOOR
	Balcony
	
	
	
	
	

	
	
	
	
	
	
	

	BACK OF THE BUILDING
	Art & Community Hub (ArCH)
	
	
	
	
	

	
	
	
	
	
	
	

	How would you like your room set up? Please tick:

	Theatre
[image: ]
	Banquet *(an additional charge £20 applied)
(for the Great Hall or Lower Hall only)
(Max 6 tables)
[image: ]
	Boardroom
[image: ]
	Empty Space



	Other 
(Please contact the booking team to discuss)

	
	
	
	
	









	Classroom
     [image: ]
	Tables
Putting in U-Shape
	Horseshoe
[image: ]
	
	
	

	
	
	
	
	
	

	All prices quoted below are exclusive of VAT, which will be applied at the prevailing rate.
Equipment – THE GREAT HALL ONLY


	Stage 
£150
	Grand Piano 
£35
	PA System + Projector
£70
	Lapel Mics
	Handheld Mics

	
	
	
	1
	2
	1
	2
	3

	Equipment – OTHERS


	Data Projector 
£25
	Flip Charts & Paper £6 each
	Sound System 
Lower Hall ONLY 
£30
	Piano / Keyboard 
£25

	
	1
	2
	3
	4
	
	

	All quoted prices below are inclusive of VAT.
Drinks / Refreshments/Catering


	(1) Number of Individuals
Please specify the total number of ordering drinks/refreshments/catering: __________

(2) Beverage Options
· Tea/Coffee: £2.5 (including VAT) per person – Yes OR No
· Tea/Coffee + Refreshments: £3 (including VAT) per person – Yes OR No

(3) Catering Options
· Require catering: Yes OR No (If yes, please complete the catering order form)
· Bringing your own food/catering: Yes OR No (Note: If outside food is brought in, an additional fee of £66 will be applied, which includes a £25 cleaning surcharge.)


	Client Information


	Company’s name
	

	Contact Name
	

	Address
	

	Telephone
	
	Mobile
	

	Email
	

	Invoice name & address if different:





	

	(1) I confirm that I have attached a copy of my Public Liability Insurance (PLI) for my event.

	Yes OR No

	(2) I confirm that I have attached a Risk Assessment (RA) for my event.

	Yes OR No

	(3) I confirm that I have read and agree to adhere to the attached Safeguarding Policy**.

	Yes OR No

	(4) I confirm that I have read and understood the attached Fire Evacuation Plan**.

	Yes OR No

	(5) I confirm that I have read and agree toadheare the attached Terms & Conditions**

	Yes OR No

	(6) All of our staff members have undergone a DBS (Disclosure and Barring Service) background check.

	Yes OR No

	(7) I provide my consent for the retention of my data for the purpose of contacting me with promotional offers.

	Yes OR No

	**Signature:



	**Name:
	Date:

	** Files attached for the client to read and confirm agreement to adhere to:
1. Terms & Conditions

2. Fire Evacuation Plan

3. Safeguarding Policy
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