	The BBZ Studios Events Booking Form 

79-81 unit 2 Cheapside Road Digbeth 
Birmingham City Center B120QH


	Name of booking Organization:      

	Address: 

	Contact Person:

	
	Contact Tel. No: 

	
	Email Address: 

	Date(s) of event:  
	Type of event:  Use of

	Day
	Insert day 
	Access Time
	Start Time
	Break time (am)
	Lunch
Time
	Break Time  (pm)
	Finishing
Time

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	Number of people expected:
	
	Do you have Public Liability Insurance for this event?
	

	If yes, who is your insurance provider?  

	Room(s)/Areas Required

	                                    The BBZ Studios Building (Please tick √ appropriate box)

	Main Studio 
£40
£20 per/hr for access time & breakdown
	
	Small Studio

£25.00 per/hr
	
	Kitchen/Bar 
£50
(in total
	
	
	
	
	

	PA System
£500.00
(in total) 
	
	PA System
£300.00
(in total)) 
	
	Kitchen/Bar
£0 (small studio)

	
	
	
	
	

	If you require a room, how would you like it laid out?


	The BBZ Studios  Community / Charity  Hire  £25.00 per hour

	Main Studio 
	
	Small Studio 
	 
	Kitchen
	  

	Community / Charity Event No..   


	Do you require any of the following? (Please tick √ appropriate box)
*subject to availability* 

	      Video/TV Display *
	
	     
live Streaming to social media * 

	
	      Audio/ video Recording * 
	

	
	
	Other (please state):

	What other equipment or resources do you need require?
(Please give specific details of what you require)

	

	Office use only:
PA booked:                                                                                                   booked by:                                                            Other information:

	Catering Requirements

	
	Do you require refreshments 
	Yes
	
	No
	
	

	If you require catering we will contact you to discuss your requirements including costs

	
	Payment
	

	Method of payment
	Cheque
	
	Cash
	
	Online Payment
	

	· Please note completion of this form is required in order to determine the full cost of the event. 
· Booking will be confirmed on receipt of a 20 % deposit. If the event is cancelled 28 or more days before the event the full deposit will be refunded. If 14 or more days 25%; if 7 or more days 50%; iflessthan7 days 100%.
· Full payment is required at least 7 days (if cash) or 14 days (if cheque) before the event. 
· An additional amount of £100 is required against time overrun or damage. This will be refunded if everything is in order.  
· If you require catering we will contact you to discuss your requirements. Please ensure that the finish times include set up and packing up time, i.e. the time the building is vacated.       


The BBZ Studios Hire Policy:
· As the hirer, during the period of hiring, you are responsible for supervision of the premises & its contents, their care, safety from damage or change of any sort & behavior of all persons using the premises whatever their capacity, including proper supervision of car parking arrangements so to avoid obstruction of the highway or access to residential dwellings. 
· As the hirer , you will fully indemnify the premises management for and injury, death of any person attending the function or any losses, claims, demands, actions, damages, costs, expenses or other liability where such loss or injury arises due to the act or omission of any person or organization contracted by the hirer.
·  The BBZ Studios will not under any circumstances accept responsibility or liability for any damage to or loss of any items brought into or left at the premises.  
· The use of sellotape or any other adhesive materials are not permitted anywhere in the building.
· An additional fee of £50 will be chargeable for every half an hour over the agreed finishing time.
· Any decorations, signs, posers etc must be by prior arrangement and removed immediately after the event.
· Health & Safety is very important to us and we ask that all arrangements and activities be made with this in mind. If we become aware of anything that presents a Health & Safety risk, we will ask you to rectify it immediately. 
· The building is designed to hold 100 people.  It is your responsibility to ensure that you do not exceed the maximum capacity.  
· As the hirer you must be satisfied that the building is safe and suitable for the intended event.  
· If the event involves children you must provide a valid DBS certificate.  
· Any damage to the premises, any accidents or serious incidents must be reported by the hirer to our representative & damages rectified at the hirer’s expense.
· No smoking is permitted in the premises.
· As the Hirer you must arrange your own Public Liability Insurance and provide evidence prior to the event.
· As the Hirer you are responsible for obtaining any licenses, copyrights, performing rights etc.
· You are not permitted to use the kitchen to provide food that is subject to relevant food health & hygiene legislation & regulation without the expressed permission of our authorized representative. You will be required to provide a copy of your food safety hygiene certificate.
· As the hirer you shall ensure that any activities for children, young people or vulnerable adults are risk assessed & that only fit and proper persons have access to children or vulnerable adults.
· [bookmark: _GoBack]  The BBZ Studios will not be liable for any damage or loss to any vehicles or their contents whilst using the car park. 
	    Completed by:


	Position

	      Signature                 
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