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BOOKING FORM FOR SCHOOL LETTINGS
(Please use BLOCK CAPITALS) 
	Name of Hirer: (person, body, association, limited company)
	

	Address of Hirer:
	

	Contact Number(s):
	

	Email Address:
	

	Please provide details of contact person for the hire if different to the above

	Name/ Address / Contact Number(s)/ Email Address
	

	
	

	
	

	
	

	

	Purpose of Hire:
	

	Attendees:
	Total Number of  Attendees:
	
	Number of Adults:
	
	Number of Children:
	

	SINGLE BOOKING
	Date of Booking:
	
	Start Time:
	
	End Time:
	

	BLOCK BOOKINGS                                                         
	Frequency/ Days:
	

	
	Start Date:                                       
	
	Start Time:
	

	
	End Date:                                     
	
	End Time:
	

	Bookings times must allow sufficient time for preparation and clearing away before and after the event.

	

	Facility Required (please tick):
	 Main Hall
	  Staffroom

	
	  Kitchen
	  Playground 

	
	  Classroom
	  Other (please specify)

	
	  Benedict Building 
	 

	Equipment Required:
	

	

	

	Other Arrangements:
	

	

	



	The school does not provide any warranty that the premises, facilities and equipment provided are suitable for the intended purpose of the hire. The hirer is required to satisfy themselves that their requirements are met and the facilities are fit for purpose.

	

	

	Will refreshments be served?
	          YES                                             NO

	Will alcohol be consumed? 
	          YES                                             NO

	If yes, will the alcohol be served or sold?
	          SERVED                                       SOLD

	
If permitted by the school, the relevant licence must be obtained for all events that will involve the sale of alcohol, gambling and public entertainment. Please contact the Licensing Authority on 020 8708 5231 or visit www.redbridge.gov.uk (Business & Consumer page).


	
I have received, read and accept the terms and conditions and confirm that I am over the age of 18.


Signed (Hirer):                                                                                             Date:  


Full Name (Hirer):

You will be sent confirmation of whether this application has been accepted or rejected by post or email.                 

	
PLEASE RETURN THE FORM TO:

POST :                                                                              EMAIL:
Martina Gray
Our Lady of Lourdes Catholic Primary School                  admin.ourlady@redbridge.gov.uk
Chestnut Drive 
Wanstead
London E11 2TA


	(School Use Only) 
This application for letting is    ACCEPTED   /   REJECTED
Signed (School):                                                                                         Date:

Name:                                                                                                         Position:

	No letting will be regarded as booked until the deposit and booking fee is received in full, all requested paperwork has been submitted and a signed approval letter is issued by the school. 

	Borough’s Third Party Hirers Liability will apply?
	  Yes           No

	If no, adequate evidence of own insurance cover has been supplied and retained by school?
	  Yes           No

	Will the letting involve working with children/young people.
	  Yes           No

	If yes, the school has followed their safeguarding procedures?
	  Yes           No






[bookmark: AppendixB]

SCHOOL LETTINGS TERMS AND CONDITIONS

All terms and conditions set out below must be adhered to and the Hirer shall comply with any reasonable instructions given by the school. The ‘Hirer’ shall be the person making the application for a letting and this person will be personally responsible for payment of all fees or other sums due in respect of the letting.

USE AND ACCESS 
The premises shall only be used for the purpose and times agreed by the school. 
No facility must be sub-let, or reassigned to any other organisation or individual.   
The school retains the right to access the premises at all times during the letting period. 
The Hirer shall be responsible for the preservation of good order for the duration of the letting until the premises are vacated and to ensure that no nuisance arises to the occupiers of adjoining premises. 

HEALTH AND SAFETY 
The Hirer shall ensure that:
· the number of persons present during the letting does not exceed the number agreed by the school;
· all doors and corridors giving egress from the hired premises are kept unfastened and unobstructed;
· all proper safety precautions are taken for the protection of the users of the premises and equipment including adequate supervision;
· they are familiar with the fire and emergency evacuation arrangements, e.g. the actions to be taken in the event of a fire; the position of emergency call points, fire extinguishers, exit routes and that they have conveyed this information to all members of their group;
· the location of the nearest emergency telephone is known;
· there are suitable first-aid arrangements in place;
· the hired premises are left in a safe and secure condition and in a clean and tidy state;
· in the event of an accident or incident the school are informed at the earliest opportunity.

SUPERVISION OF CHILDREN
At an event where the majority of attendants are children and the number of children in exceeds 100, the Hirer must ensure that a sufficient number of adults are stationed to prevent more children or other persons being admitted, to control the movement of the children and other persons and to take all other reasonable precautions for the safety of the children. This is a requirement of the Children’s and Young Person’s Act 1933. 

WORKING WITH CHILDREN 
For any letting which involves working with children and/or young people, the Hirer must submit to the school a signed copy of their Child Protection Policy.   Upon request the Hirer must also provide evidence of criminal record checks (DBS) for all staff and others working closely with children or for adults using the school premises at a time when school pupils or other young people may be on site. Upon request the Hirer must provide details of qualifications, relevant registrations and references as well as other safeguarding information.

CHARGES
The deposit and hire fee shall be due and payable 7 – 30 days before the booking (depending on the type of letting).  If the premises are not vacated by the end of the hiring period a penalty charge at the hourly rate will be levied for each hour after the end of the hiring period. 

CANCELLATIONS 
Bookings cancelled by the Hirer with 15 or more working days’ notice - entitled to a full refund of the paid fee.
Bookings cancelled by the Hirer with between 5 to 15 working days’ notice – entitled to 50% refund of the paid fee. 
Bookings cancelled by the Hirer with less than 5 working days’ notice – no refund of the paid fee. 
The school has the right to refuse any application or withdraw permission for any letting at any time but will endeavour to give as much notice as possible; no payment, other than a refund of the paid hire fee and deposit, will be made.
Should the Hirer be in breach of the terms and conditions at any time, the school can terminate the agreement immediately and any paid hire fee and deposit, will not be refunded.  
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CONDITION AND DAMAGE  
The Hirer will keep the premises in a clean and tidy condition and all equipment is to be returned to the correct place of storage. No food, rubbish or other belongings of the Hirer should be left on the premises. Waste refuse sacks should be used and disposed of following the instructions of the school. The use of furniture is subject to agreement by the school and may attract an additional charge. No furniture or fittings shall be removed or interfered with. No fittings or decorating which require drilling or nails into fixtures, which are part of the school fabric, are permitted. The Hirer must report any damage occurring to the premises as soon as practical but no later than 72 hours following the hire. Any damage that occurs during the hire will be the responsibility of the Hirer and if the deposit does not cover in full the cost of making good any such damage, the Hirer shall pay the extra cost. 

HIRER’S EQUIPMENT / CAR PARKING
The school does not accept liability for any loss or damage for any equipment bought or left on the premises, or theft or damage to vehicles parked in any car park provided.  

SCHOOL EQUIPMENT
No school equipment will be used without direct permission from the school. The Hirer is liable for any damage, loss or theft of school equipment that is used and ensuring its safe return. The use of the school public address system and any other electronic equipment is not allowed unless directly authorised by the school.

PUBLIC ENTERTAINMENT 
Where the premises does not have a Public Entertainment Licence the Hirer will be responsible for obtaining such a licence or Temporary Event Notice (TEN) if required. 

ALCOHOL / LIQUOR LICENCE 
Alcohol is not allowed to be sold or served on the premises unless permission is given by the school. If permission is granted to sell alcohol, a licence or Temporary Event Notice (TEN) must be obtained by the Hirer. 

GAMBLING 
No gambling is allowed without written permission from the school and relevant licence from the licensing authority.

COPYRIGHT LEGISLATION
The Hirer has full responsibility for ensuring that any conditions imposed by copyright legislation are adhered to and that the proper licence(s) are in place and to complete the returns required by the Performing Rights Society, Phonographic Performance Limited, The Copyright Licensing Agency Limited and all other similar bodies.

PUBLIC LIABILITY INSURANCE
Where requested by the school, the Hirer must hold public liability insurance for a minimum of £10m (including hazardous activities), a copy of which must be supplied to the school.

EMPLOYERS LIABILITY INSURANCE
Where requested by the school, the Hirer must hold employers liability insurance for a minimum of £10m indemnity in accordance with compulsory legal requirements.

INDEMNITY 
The Hirer agrees to indemnify the London Borough of Redbridge and the school against all damages and/or losses reasonably incurred by the Council arising from the breach by the Hirer of any of the terms of this agreement.

ADVERTISING 
The school must approve all advertising and posters concerning the use of the premises prior to their use. 

SMOKING/ USE OF EXPLOSIVE SUBSTANCES
The whole school premises is a non-smoking area, and smoking is not permitted within school buildings or on school grounds at any time. The use of explosive substances, fireworks, confetti, gas or any hazardous materials is expressly forbidden without the direct permission of the school.

KITCHEN / FOOD AND DRINK
No food or drink may be stored, prepared, served or consumed on the premises without the direct permission of the school.  Applications for the use of kitchen facilities should be made using the standard application form. If such an application is approved, the Hirer will agree to any specific conditions or instructions in relation to the use of the kitchen facilities made by the school. 
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