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LETTING OF SCHOOL PREMISES – BOOKING FORM

Application is made for the use of accommodation at [Insert name and address of School here]	
	Type of accommodation
	 or Details

	HALL
	

	DINING ROOM
	

	CLASSROOM
	

	STAFFROOM
	

	ANY OTHER ROOM   (Please give details)
	

	HARD PLAYGROUND
	

	PLAYING FIELD
	

	KITCHEN
	

	Any Other Facilities 
(please specify)
	



Proposed date of use: ………………………………………………….…

Period of use: From: ………………	to: ………………….

Purpose for which required: ………………………………………………
………………………………………………………………………………..
Admission will be:
a) Open to the public / restricted to members of the hiring organisation (delete as appropriate)

b) Will you be making any charges for entry?    Yes / No

c) If Yes – what are the charges? ……………………………….

Periods of use of kitchen: From ………………	To …………...…… (if applicable)

Do you require prior access for preparation? Y / N
If so, please give times: ……………………………………………….……….

Please provide details of any furniture to be brought into the premises:
……………………………………………………………………………………………………………………………………………………………..………………….……………………………………………………………………………………………………………………

Will alcoholic drink be sold, supplied or consumed on the premises? Y / N

Name and address of hirer:
…………………………………………………
…………………………………………………
…………………………………………………
……..………………….………………………
…………………………………………………
…………………………………………………

Organisation:
…………………………………………………
…………………………………………………

I hereby make application for use of premises as set out and agree to the terms and conditions of letting and any notes attached hereto.

The person who will be present on the occasion of the hiring and be responsible for the use of the premises will be:

Name:
………………………………………
………………………………………

Address:
………………………………………
………………………………………
………………………………………
………………………………………
………………………………………
Tel. No.: 
………………………………………

If the responsible person is someone other than myself, I will ensure that he/she is made aware of the terms and conditions of letting.
I understand that all safeguarding and child protection requirements must be met as set out in the Lettings Policy and to the satisfaction of the headteacher. This is a condition of use and hiring of the school premises. Failure to comply will lead to termination of the agreement.
The guidance on keeping children safe in out of school settings  details the safeguarding arrangements that schools expect providers to have in place.

Signed (for the Hirer): ……………………………………
Date: ………………………………………

Lettings Charges for Activities Charged at Minimum Appendix 2

	
Charges (unless quoted at an hourly rate) are for a session or part thereof, where a session refers to a morning, an afternoon or an evening. 

	
	Monday to Friday up to 10pm
	Saturday, Sunday and Bank Holidays up to 10pm

	
	£
	£

	Primary School Hall
	
	

	Other Initial Accommodation (e.g. classroom, etc.)
	
	

	Additional Unit of Accommodation (classroom, etc.)
	
	

	Hard Play Area
	
	

	Playing Field
	
	

	Kitchen - Premises for beverages
	

	Kitchen - Premises for meals
	



The charge for kitchens should be calculated to include the following costs:
1. The use of the premises at the hourly rate, plus
2. The time of the kitchen staff supervisor at the agreed hourly rate

School kitchens may only be used if a member of catering staff is on duty. Charges for kitchen staff may be subject to revision.
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