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WEDDING FORM

	ABOUT BRIDE
	
	ABOUT GROOM 

	First Name:
	
	
	First Name:
	     

	Surname:
	
	
	Surname:
	     

	Date of Birth
	     
	
	Date of Birth
	     

	Address:
	
	
	Address:
	

	                               
	
	                                

	Postcode:
	
	
	Postcode:
	

	Home tel:
	
	
	Home tel:
	

	Mobile:
	
	
	Mobile:
	

	Email:
	
	
	Email:
	

	Marital Status:
	 FORMCHECKBOX 
 Single
 FORMCHECKBOX 
 Divorced 
	
	Marital Status:
	 FORMCHECKBOX 
 Single
 FORMCHECKBOX 
 Divorced 


 FORMCHECKBOX 
  REMINDER: COUPLE NEED TO REGISTER THEIR WEDDING WITH THE REGISTRY OFFICE.
	Proposed wedding date:
	  /  /    
	Time:
	     
	Alternative date:
	  /  /    

	Please tick your preferred options below:
 FORMCHECKBOX 
 Full Wedding
 FORMCHECKBOX 
 Blessing only (date married   /  /    )
 FORMCHECKBOX 
 We would like Elim’s Minister to conduct the service
 FORMCHECKBOX 
 We have our own Minister who would like to conduct the service.

Name of Minister:      
Church:      
Contact Details:       
Church website: 
Other Options:

 FORMCHECKBOX 
 Elim Pastor (£200)
 FORMCHECKBOX 
 Balcony seating area (£200 for 3 hours, £68 per hour thereafter)           
 FORMCHECKBOX 
 Worship Pianist (£100 – instrument included)       
 FORMCHECKBOX 
Church Hall  (£100/hr – seats approx 110) 
 FORMCHECKBOX 
 Registrar (£98)                                    FORMCHECKBOX 
 Drum kit Hire (£30)       
 FORMCHECKBOX 
 Live stream service (£150)                FORMCHECKBOX 
 Piano Hire  (£30)
	admin use only:
 FORMCHECKBOX 
Date to meet Pastor ___________

Fees Summary: 
Basic Wedding:                             £640
(based on 1hr guest arrival, 1hr service and 1hr clearance. £100 ph thereafter. AV equipment and engineer included.)
Extras total: ____________________
Elim Pastor (£200); Registrar (£98); Pianist (£100); 
live steam (£150)
Balcony Seating (£200)
(Hall Hire booked/paid separately with T&Cs)
Deposit Paid:_________________

Deposit Date/Signature: __________

Balance: __________Due by:______


	


We will need order of service, and all media and tech requirements submitted too info@elimleytonstone.org at least 7 days before service. This includes any music you wish to be played or photos you would like displayed on the screen. 
	Please use this section to write any further comments or requests.

     



MARRIAGE QUESTIONNAIRE – FULL WEDDING ONLY
	Please advise the Date and Registry Office location where you gave notice:

               Date                  Registry Office Location (borough or county)

Groom:       FORMTEXT 

     
                 

Bride:                              
Please advise your projected ages on the date of your wedding
Groom: My age will be      
Bride: My age will be         
NAMES of WITNESSES

Please write in full (in Capital letters), with checked spelling, the names of Witnesses:

1.       
2.       
Name & Occupation of Fathers

Please write in full (in Capital letters), with checked spelling, the following details of the fathers:

1. Name and Occupation of Bridegroom’s Father 

     
2. Name and Occupation of Bride’s Father 

     
(if a father has retired or is deceased please provide name and occupation and designate ‘retired’ or ‘deceased’)



	



CHECKLIST  – Admin Use only

 Form (over leaf) is completely filled in by the couple

- missing responses to be chased (esp. alternate date if not already agreed)

 50% deposit paid to confirm the booking 

Verify - Date entered onto church calendar

       REMIND THE COUPLE TO REGISTER THEIR WEDDING AT THE REGISTRY OFFICE & RETURN THE BLUE FORM.
Check the Extra services requested by the wedding couple and discuss.

PASTOR:

Make an appointment to see the pastor for his agreement to conduct the marriage. 

ORDER OF SERVICE
Inform requirement for content: Music In/Out, Hymns/Songs, Item during signing, photos.

Content for Order of Service is available to be processed.

PIANIST

Pianist is available. 
HALL for RECEPTION
Provide booking form for Hall (110 max seating around tables)

 Instruct couple on procedure: registry office; bring back blue form

Received Blue Form (from Reg. Office) to process the marriage certificate.

Form issued to check age change before wedding; fathers names and occupations

Form received and filled in correctly.
	Comments:




Terms and Conditions
Below are the conditions of hire that are to be met. Failure to adhere to these conditions will result in extra charges plus loss of deposit.
1. Maximum Capacity

Every room available for hire has a maximum capacity. Please acknowledge these numbers, and on no account shall these figures be exceeded. 

2. Payment Terms

A 50% deposit is required to secure your booking. Full payment must be received a minimum of 2 week in advance of your function. Failure to pay will result in your booking being cancelled.

3. Cancellation

It is the hall hirer’s responsibility to inform Elim Church Leytonstone of any changes or cancellations. Cancellations must be made a minimum of 7 days in advance of the booking.

If a minimum of 7 days notice is given before cancellation, the hirer will be refunded in full. If the hirer fails to cancel the booking within the required time frame the full hire charge will be retained by Elim Church Leytonstone.

If we suspect a hirer to be using a facility for an illegal or immoral purpose we have the right to cancel your booking and any subsequent bookings. If a booking does not align with Elim Church Leytonstone values the Church has the right to refuse the booking and subsequent bookings. 

4. Hiring Period

The hirer must only enter the premises at the agreed times and must vacate the premises on time, at the expiration of the hiring period. The hirer must ensure that they only use the facilities they have hired failure to do so will incur charges. 

5. Safety Requirements 

No activity that can endanger those present or in the vicinity is permitted, nor activities that invalidates the insurance policies relating to it and its contents. In particular:

· Performances involving danger to the public are not permitted

· The use of unauthorised heating and cooking appliances on the premises is not permitted

· All electrical appliances or equipment brought into the building must be fully compliant with the Electricity at Work Regulations 1989, and display a current PAT test identification marking or certificate of electrical safety. Elim Church Leytonstone disclaims all responsibility for claims and costs arising out of any such equipment which does not comply. 

· A First Aid box is to be kept readily available for all users of the premises although it will be the responsibility of the user to ensure that arrangements for adequate first aid cover are met. If anything is used from the first aid kit it is the hirers responsibility to inform Elim Church Leytonstone. 

· Extra Furniture, staging and equipment cannot be brought into the building without the express written permission of Elim Church Leytonstone and must meet all safety requirements as appropriate.

· Elim Church Leytonstone will not be liable for any injury to the hirer or any of their attendees except where caused by negligence of the church.
6. Fire Safety Procedures

The lead hall hirer must ensure that all fire procedures are followed. They must ensure the following:

· That no exits, gangways or emergency exists are obstructed. 

· Fire doors must remain closed and free from obstruction at all times.

· That they take responsibility for ensuring that any person with mobility issues, impaired hearing or eyesight is assisted by a nominated person in the event of an emergency evacuation.

· That they make all attendees aware of the evacuation procedures and that evacuation procedures are followed at all times.

· Fire-fighting apparatus is kept in its proper place and only used for its intended purpose; only trained persons are to use the fire extinguishers.

· The use of any fire fighting apparatus must be reported to Elim Church Leytonstone as soon as practical.

· The Fire Brigade (999) is called to any outbreak of fire, regardless of size, and details of the occurrence are to be reported to Elim Church Leytonstone as soon as is practical.

· Highly flammable substances shall not be brought into, or used in, any part of the premises. No internal decorations of a combustible nature (e.g. polystyrene, cotton etc) shall be undertaken or erected, temporarily or permanently, without the consent of Elim Church Leytonstone.

· The following items are prohibited:

· Candles

· Incenses sticks or shisha pipes

· Barbeques

· Any item with a naked flame

It is the responsibility of Elim Church Leytonstone to ensure that the hirer is informed of the evacuation procedure of the premises and familiar with the fire-fighting equipment available. Any hirer who has not received such information or instruction shall inform Elim Church Leytonstone without delay.

7. Supervision

The hirer or other person in charge on the day shall not be under the age of 18 years, and shall be on the premises for the entire period of hire or duration of activity. They must not be engaged in duties or activities that prevent them from providing general supervision.

Where there are 100 people and over, it is required that there be two persons on duty to provide general supervision, both of which should not be under the age of 18 years.

8. Licenses and permissions  

It is the responsibility of all independent user group to check whether they require licences or permissions for its activities, including the following and, if so, to make the appropriate arrangements:

· Showing films and videos.

· Performance of copyright music

· Royalty fees for performance of plays.

· Making recording of musical or literary works (Mechanical-Copyright Protection Society)

· Use of minibuses
9. Storage

The express written permission of the Elim Church Leytonstone must be obtained before goods or equipment are left or stored on the premises. Hirers and Affiliated Groups are reminded that they are themselves responsible for insuring their own property when in the premises. Any item left without permission will be disposed of at earliest convenience and deposit at risk. 

10. Property  

Elim Church Leytonstone cannot accept responsibility for damage to, or the loss or theft of, property and effects belonging to any user of the building or car park.

11.  Noise  

Hirers and organisers of Facility events are responsible for ensuring that the noise level of their functions is not such as to interfere with other activities within the building nor to cause inconvenience for nearby residents either during the event or on attendees’ arrival or departure.

12.  Children and Young People

Care must be taken to safeguard the wellbeing of children, the young and vulnerable people, and it is the responsibility of all users of the building to make every effort to ensure that they receive the necessary care and attention, and are protected from coming to any harm.

All work with children and young people under the age of sixteen organised by any user groups of the Elim Church Leytonstone must comply fully with the requirements of The Children Acts 1989 & 2004, 2014 Care Act (and such further legislation as may be enacted) or, where applicable, with the Home Office Code of Practice Working Together to Safeguard Children (2015).

It is the Hirer’s responsibility to ensure that only fit and proper persons have access to children and adults at risk.

13.  Supply of Food

Only persons who are food handlers within the meaning of the Food Safety Act 1990 (Food Premises (Registration) Regulations 1991) and who have satisfactorily undertaken any relevant training required by the Environmental Health Department and can demonstrate this are permitted to make and sell food on the premises.

Food and drink are not permitted to be consumed or distributed in the foyer or in the main hall.

14.  Alcohol & Smoking

Alcohol and smoking are not permitted in any part of the premises inside or out.

15.  Security

All use of the premises  and facilities is subject to the hirer accepting responsibility for all areas used to be returned to the state in which it was received, including returning all furniture and equipment to their original position, and for security doors and windows of the premises. 

16.  Insurance

All hirers using the facilities are responsible for providing their own insurance and ensuring they have the correct insurance in place for the activity taking place. Should a risk assessment be required the hirer will need to ensure they have one in place, Elim Church Leytonstone may request a copy of this risk assessment. 

17.  AV Equipment

AV equipment will be operated by an Elim AV Technician. AV equipment is not to be operated by any other person. Independent AV equipment may be brought in and be operated by the hirer or subcontractor, subject to clause 5. 
18.  Cleaning

All waste shall be cleared away and placed into the external refuse bins. Waste that will not fit into the external bins is the responsibility of the hirer and is to be removed from site and not left on the floor. Excessive rubbish created by larger events will incur additional costs if an additional refuse collection or additional cleaning is required.

19.  Damage

No bolts, screws, nails or tacks shall be driven into any part of the premises. The use of adhesive substance such as sello-tape, blue-tac and glue sticks is also prohibited. The hirer shall pay Elim church Leytonstone for all damage to the facility as a result of the unauthorised use of fixings. 

PLEASE COMPLETE IN BLOCK CAPITALS AND RETURN TO:


ADMINISTRATOR, ELIM CHURCH LEYTONSTONE, Hainault Rd, (corner of Fairlop Rd), LONDON, E11 1EL


PHONE: 020 8539 2286 | email: info@elimleytonstone.org





An additional 50% security deposit is required to secure your booking. �If you have any further comments or requests, please use the back of this form.








