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LETTINGS APPLICATION FORM
Including Conditions of Hire (Published on reverse of Lettings Application Form)
	Lettings Ref:                 
	NOTE TO APPLICANT:  BEFORE COMPLETING THIS FORM, PLEASE READ CAREFULLY THE LETTINGS POLICY AND REGULATIONS FOR THE LETTING OF PREMISES AT THE SCHOOL OVERLEAF

	TO BE COMPLETED BY THE APPLICANT
(PLEASE TYPE OR USE BLACK INK - THIS WILL ASSIST US WHEN PHOTOCOPYING)



	SECTION 1         
PURPOSE OF HIRE
	



	SECTION 2

	NAME OF ORGANISATION
	

	NAME OF APPLICANT
	

	APPLICANT’S ADDRESS
	

	POST CODE
	

	TELEPHONE NUMBER
	HOME:                                           WORK:

	Is the organisation on the register of Approved Youth Organisations held by the Director of Community Leisure *YES/NO.  If yes please state registration number:



	SECTION 3   Please refer to the School lettings Policy for scale of charges.  

	ACCOMMODATION/FACILITIES REQUIRED
	PURPOSE OF HIRE
	DAYS(S) OF WEEK
	DATES REQUIRED
	TIMES REQUIRED*

	
	
	
	
	FROM
	TO

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	DO YOU WISH THE LETTING TO CONTINUE THROUGH THE SCHOOL HOLIDAYS?     YES / NO 
*TO INCLUDE PRELIMINARY PREPARATION AND CLEARING AWAY


         
SECTION 4 INSURANCE
Public Liability Insurance of £5m is a requirement of the Lighthouse School Partnership and the named School for all users of our facilities, and a copy as evidence of such insurance needs to be provided.
          We have our own Public Liability Insurance of £5m and attach herewith a copy of our current policy.




         
	SECTION 5 SIGNATURE (PLEASE SEE OVER)
BY SIGNING THIS APPLICATION FOR YOU ARE AGREEING TO take FULL responsibility for ensuring the school remains secure during the letting.  On behalf of the organisation I personally agree to be responsible for the fees charged in respect of this letting and I agree to abide by the regulations stated in the school lettings policy, the contents of which I have read and understood.  
For casual lettings, a 10% non-returnable deposit is payable and must be submitted with this Application Form – please contact the school office to confirm cost of booking and agreed value of non-returnable deposit.  Full payment must be received a minimum of 14 days before the proposed date of hire to ensure the premises are made available.
For regular lettings, after any initial payment you agree to payment one month in advance of use throughout the season.  Terms to be agreed, but in any event on or before the first letting.  At least 7 days’ notice should be given by the hirer to the school of any cancellation of a session. A nominal charge may still apply to cover any costs in relation to the cancelled session.




Conditions of Hire
Letting of School Premises Policy & Regulations for the Letting of Premises at Portishead Primary School will be supplied as a separate document.
1. The person signing the application form shall be considered the hirer and must be over 18 years of age.
2. The premises will only be used for the event described in the booking form.
3. The Headteacher or his/her representative may refuse admission to any person without giving any reason for doing so and may similarly require any person to leave the premises.
4. The hirer will be responsible for ensuring that all activities take place in a safe manner.
5. The behaviour and safety of persons on the premises for this booking are the responsibility of the hirer.
6. The Governing Body shall not be responsible for any loss or damage to any property arising out of the hire.
7. The hirer shall be responsible for all damage or loss to any fixtures, fittings, sports or other equipment or property occurring during the period of the hire.  The hirer must decide whether or not to take out insurance against this contingency.
8. The hirer must familiarise himself/herself with the emergency procedures for fire, first aid, accidents and defects, reporting and carrying them out to the best of his/her ability.
9. A qualified person must be present during all sessions that are considered to be of a hazardous nature, e.g. karate, gymnastics, judo etc. or where the Club/Organisation is a youth group.  It is the responsibility of the hirer to check the qualifications of those supervising such activities.
10. The hirer is responsible for the adequacy, suitability and safety of all equipment brought onto the premises.
11. It is the responsibility of the hirer to obtain any licence for the sale of drinks and the performance of plays and similar productions.
12. The hirer must ensure that there are sufficient stewards located in areas that will prevent unauthorised persons from entering the premises and to ensure that guests are restricted to the area hired for the function.
13. On the rare occasion it may be necessary for the school to cancel or postpone the event; the hirer can make no claim against the School or Governing Body for any loss he/she may sustain.  No charges will be liable. Reimbursement or credit of/for fees received will be made.
14. Authority to accept or cancel a booking shall rest with the Headteacher.
15. The premises must be left in a clean and tidy state and all equipment must be put back after use.  If the premises are not cleaned to the satisfaction of the Site Supervisor, the hirer will be responsible for any payment necessary to have them cleaned.
16. The Site Supervisor (or nominated representative) will be present to unlock the premises at the beginning of the hiring and lock up again at the end.  He/she will not be available during the period of the hire, except in extreme emergencies.  Should this be required, the request must be made in advance of making a booking.
17. Smoking is not permitted in any part of the school or its grounds.
18. Car parking is only allowed in the allocated car parking spaces.  All roadways must be kept clear.  ‘No Parking’ signs must be respected.
19. The Council require hirers to have and maintain for the duration of the hire insurance cover arranged with a reputable company, to provide a minimum third party indemnity of £5 million each and every accident.  It is the responsibility of the hirer to effect this cover and whatever other insurance he/she requires to cover his/her liabilities.  This can be arranged at the time of hire.
20. Outdoor facilities are not available for non-educational use.  Consideration for educational sporting activities hire will be at Governor’s discretion.
21. A Letting where the hirer is supervising children on a regular basis must have appropriate Health & Safety and Safeguarding policies available for inspection by the Headteacher and/or Governors on request. 
22. Portishead Primary School is committed to the safeguarding of children and young people.  We expect everyone to share this commitment.  We would expect that evidence would be available that you have followed the safeguarding checks and procedures.

	Signature of Applicant:
	
	Date:
	



Thank you for completing this booking form. Please return it to: 
The School Office, Portishead Primary School, Station Road, Portishead, North Somerset, BS20 7DB
Tel: 01275 843360     email (Business Manager): debbie.stephens@portisheadprimary.co.uk
	SECTION 6 (FOR SCHOOL USE ONLY)
This application for lettings is approved              not approved             If not approved state reason:



	Signed:                                                    Business Manager
	Date:
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