St. Michael’s CE Primary School
Brigadier Hill, Enfield, EN2 ONB
venue@st-michaels.enfield.sch.uk   020 8363 2724
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Letting Agreement and Booking Form


Please complete this form in BLOCK CAPITALS, sign it on page 4 and return it to the School office.


I, (Full names): ……………………………………………………………………………………….. (the applicant)


of (Full postal address including postcode): 

……………………………………………………………………………………………………………..…….

…………………………………………………………………………………………………..………………. 


Contact Telephone Number:  .……………………………………...………..

Contact Email: ……………………………………………………...


hereby make an application for the hire and use of St Michael’s School Hall and/or other specified area of the School, on: 


(Day of week) …………………………………………….……. (Date) …………………………….….……..

(Time from) ………………………………………………….… (until) …………………………..................


for the purpose of ………………………………………………………………………………...……….….. 


Number of participants anticipated for use of letting …………………………………..


In the event of this application being accepted, I hereby undertake to pay the agreed charges of:  
 
£………...  per hour, with a deposit of: 	£ …………


The total charge for this hire will be:	£ …………


I also agree to ensure that all the rules, regulations and conditions laid down by The Governing Body of St Michael’s School, as shown below, are complied with.


Letting Agreement – Conditions of Hire


All hirers are required to adhere to all current Government regulations/restrictions regarding health and safety. 


1. The Hirer will not sub-let or use the premises for any unlawful purpose or in any unlawful way and will not do, or bring onto the premises, anything that may endanger the premises, their users, or any insurance policies relating thereto.

2. Only upon payment of the deposit is a booking confirmed and the conditions of hire deemed accepted by the Hirer. The deposit will be forfeited if the booking is cancelled within 4 weeks of the hire date. If cancelled outside this period, 50% will be retained by the School to off-set administration costs. The deposit will be returned to the Hirer in full, upon satisfactory inspection and completion of the hire (subject to clauses 2 & 3).  Payment in full of the agreed hire period must be made upon the commencement of the hire.

3. The hall/school will be vacated promptly at the conclusion of the agreed hire period including all guests and equipment belonging to the Hirer or agents. The deposit in full will be retained upon failure to vacate on time.

4. All damages to the hall/school premises (accidental or otherwise) will be made good by the Hirer. The deposit will be retained until satisfactory restitution is agreed.  The hall/school premises must be left in the condition and cleanliness in which they are found, and cleaned prior to the conclusion of the hire period.  Failure to comply will result in additional charges being deducted from the deposit (for example, £25 per hour cleaning charge – 2 hours minimum).

5. The hire of the hall/specific school area does not automatically include the use of the PA equipment unless previously agreed and any setting changes to the equipment must be restored.

6. If the Hirer intends to sell alcohol, it is their sole responsibility to obtain the correct license by law and the Hirer must comply with such license conditions as laid down in law.  The Governors of St Michael’s School will not accept any responsibility howsoever caused by breach of license conditions by hall/school premises users.  Alcohol may be consumed upon the premises without a license subject to the strict understanding that it is provided by the Hirer to their guests without any charge whatsoever.  The Hirer will, if selling goods on the premises, comply with all relevant fair-trading laws and any local code of practice issued in connection with such sales.



HEALTH AND SAFETY

The Hirer is responsible for the reasonable HEALTH, SAFETY & CONDUCT of their guests during the period of hire.  Under these terms, it is the hirer’s sole responsibility to provide an adequately equipped first aid box.  Every Hirer must keep a record of attendees for each hire and the Hirer is responsible for the actions of their participants.

Children must be supervised at all times whilst on the premises.  Any accompanying adults/children must stay within the location of the area that is being hired and are not, under any circumstances, allowed to roam the School or use inside or outside equipment or any other areas, unless specifically agreed, before the hire, by the School.  No illegal substances whatsoever may be brought onto the premises. 

The Hirer should familiarise themselves with the use and location of FIRE EXTINGUISHERS, FIRE EXITS and evacuation notices within the hired area/school premises and make sure that all fire escapes are kept clear, at all times, in case of emergency.

The Hirer must provide adequate insurance to cover the specific activity for which the hall/school area has been hired.  The Governors of St Michael’s School will not be liable for any loss or injury sustained whilst on the premises.

All sound amplification systems must be turned down by 11pm – and turned off by 11.30pm.
Please remember that this is a residential area; when leaving the hall/school at the end of your function, it is your responsibility to ensure that you and your guests do so without undue noise.
St Michael’s School reserves the right to undertake a specific risk assessment, where required, before agreeing to a letting. 

Please ensure that you and your guests are respectful of our venue and in particular of our school library, which is located next to the main hall. Please note that the library is not included in our facilities available to hire.


SAFEGUARDING

For regular lettings where children participate, the School will require confirmation that appropriate safeguarding checks have been carried out on employees/workers who will be on site for the duration of the let. This must be provided to the School prior to the let taking place.  Confirmation will also be required that the School’s Child Protection and Safeguarding Policy has been read and will be adhered to. An example of the confirmation required by the School can be seen in Appendix 1 of this Agreement.

REGULAR LETTINGS 

Regular lettings are subject to payment in advance – failure to fulfil this condition will result in refusal of entry to the premises until full payment has been made.  We reserve the right to terminate any agreement immediately, if this condition is not upheld.

· We reserve the right to suspend or terminate this agreement upon giving 4 weeks’ written notice. Should you wish to terminate this agreement, 4 weeks’ notice is required.

· 24 hours’ notice is required to cancel a pre-booked let, otherwise the booking will be charged as if used.  When notice is given in good time, credit will be given (where appropriate).

· Hire rates are subject to annual review and will commence following 4 full weeks’ written notice.

· All lettings which fall outside your regular hiring pattern/cycle, for example special events, will be subject to the normal deposit charges and conditions as set out in this Agreement.

· The Hirer agrees to return any settings on the PA system to their original status.

I have read and agree to all the rules, regulations and conditions of hire of the Governors of St Michael’s School as set out above and will ensure that:

· I am properly insured and licensed for the activities for which I am hiring the hall/school area.
· I will not hold the Governors of St Michael’s School liable for any loss or injury howsoever sustained whilst on their premises.
· I acknowledge that no tenancy is intended to be created between the Governors of St Michael’s School and myself and no relationship of landlord and tenant exists between the two parties.
· I agree that should any event beyond reasonable control (eg. fire, flood, vandalism etc.) deem the hall/school unusable, no liability whatsoever exists between the Governors of St Michael’s School and myself or any third party – save that a refund of any deposits will be made.



Signed (Hirer):  ………………………………………..		Date:  ………………………


Signed (School):  …………………………………….		Date:  ……………………….




INFORMATION

To enable you to prepare for your function, and ensure that all runs smoothly, you may find the following information helpful.


Setting up/clearing away:  The Site Manager will allow access to the hall/school approximately 15 minutes before the time you have booked to set up only. Please ensure you allow adequate provision in your event schedule to set up and decorate the hall/school and to clear up afterwards - particularly allowing yourself time to clear up and vacate the premises promptly at the end of your let – otherwise a penalty will be levied under this agreement.


Decorations:  You may decorate the hall/specific area of the school at your discretion – however only ‘Blu Tak’ or low adhesive masking tape may be used to attach decorations (all other means, including Sellotape, are not permitted).









Hall Hire Rates


	Weekends/Bank Holidays

	£100 Deposit
	£50 first hour
	£35 per hour thereafter
	4 hours’ minimum hire 


	Weekdays
	£100 Deposit 
	£30 per hour

	
	2 hours’ minimum hire





If more than one school area is requested as part of the let, the charges will be determined before the let is agreed, depending on which areas of the school are to be hired.




……………………………………………………………………………………………………………………..………………………………………………………




FOR OFFICE USE ONLY:

Checklist of Information Required


	
	Seen by:
	Signed:
	Date:

	Safeguarding confirmation has been provided via the confirmation letter in Appendix 1.
Names of staff and photographic ID have also been provided.

	
	
	

	Public Liability Insurance has been provided:
 
	
	
	




	Specific risk assessment required?
(e.g. use of inflatables requested etc.)

	Yes
	No
	Details





	Reference / Receipt Number:

	

	
	

	
	

	Reviewed and Agreed by the Governing Body: 		

	February 2024

	Next Review Date: 						
	February 2025



APPENDIX 1


THIS IS A MODEL LETTER FOR USE BY COMPANIES / ORGANISATIONS SENDING EMPLOYEE REPRESENTATIVES TO WORK AT THE SCHOOL WITH CHILDREN IN REGULATED ACTIVITY

(Letter to be on the Company’s/Organisation’s headed paper)

FAO: Mrs Jade-Simone Bacon, Headteacher                                                                                        
St Michael’s CE Primary School 
Brigadier Hill                                                                       				DATE:
Enfield
EN2 0NB


Dear Mrs Bacon,

Confirmation of Safeguarding Checks carried out on Employees/Workers

The purpose of this letter is to confirm that ………………………………………. (Company/Organisation) carries out safeguarding checks on all relevant employees and workers sent to Schools and similar establishments for the purpose of working with children, where the employees may be unsupervised by school staff.

………………………………… (Company/Organisation) ensures that satisfactory Enhanced Disclosure and Barring Service with Barred List checks are received on all employees/workers prior to deployment to the establishment.

In these circumstances, it can be confirmed that ………………………………………. (Company/Organisation) knows of no reason why any employee or worker is not suitable to work with children. If there is information on any certificate that may indicate the contrary, this will be shared with the School prior to the individual starting work.

I can also confirm that checks are made to ensure that any employees or workers deployed to Schools, or other relevant establishments, are not disqualified from relevant provision or work under the Childcare Act 2006 and the Childcare (Disqualification) and Childcare (Early Years’ Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018.

[bookmark: _GoBack]I can also confirm that all employees or workers have also read, and will adhere to, the school’s Child Protection and Safeguarding Policy.

I will ensure that prior to the commencement of the event, the School will be provided with the name(s) of the …………………………………………. (Company/Organisation) representative(s) who will be attending. All employees and workers will have photographic ID, which the School should ask to see when the employee/worker first arrives.

Please do not hesitate to contact me if you have any concerns or queries about this matter.

Yours sincerely,

(Name and Title of Appropriate Manager)
(Name of Company/Organisation)
1.

6.
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