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	                             BOOKING FORM

	NAME                                                          

	ORGANISATION



	ADDRESS

 

	TEL. NO

MOBILE NO.


	Date (s) of hire:

	Times:

	Block Booking:-  Starting week                             finishing week

Total number of weeks:-

	 Purpose of hire:

	Name & contact number if different from above:



	Invoice 

Account to be sent to:

	Internal Re-charge        Cost centre                              Account Code  

	For office Use Only:

Fee to be charged £

Diary Dates entered up        Signed                                                                 Date

Caretakers request form completed (if applicable).                                         Yes/No

Date entered on the SAP system                                                                     Signed

Acknowledgement/Receipt No.


	MONITORING INFORMATION

	Expected number of participants

	Expected spectators

	Number of males:
	Number of females:

	Age range of participants:

	Numbers of participants with Disability:

	If you require crèche facilities, please contact Pauline Walmsley Community Manager
on 0191 5535500


	FACILITY REQUIRED (PLEASE TICK)

	Area

Cost

Use

Requirements

Please Indicate

MUGA

£15.00phr

No lights

Sports Hall
£25.00phr

Sporting Activity

Conference/Meeting

Training

Small Hall

£20.00phr

Sporting Activity

Conference/Meeting

Training

School Field

£30.00phr

Football Match

Training


Refreshments:               Tea/Coffee/Water/Biscuits £1.50 per head

Amount Required:           __________________________________________

Any other requirements __________________________________________

____________________________________________________________

____________________________________________________________

(The school can also hire laptops, screens, projectors. We can cater for conferences

 of up to 50 people and private parties, please do not hesitate to contact the Business Manager for further details)

Concessionary rates may be available for registered charities and small groups, please enquire when submitting your application.

Block bookings accompanied with payment in advance on a termly basis may also qualify for discount.

	


I hereby apply for the use of the facilities detailed above in accordance with the scale of charges agreed and the conditions and regulations of hire.  I undertake to ensure that charges are paid prior to the commencement of the booking and that the hire conditions and regulations are properly observed.  I understand that the fee remains payable if the bookings is not honoured.

I agree to indemnify the facility against all actions, claims and demands by any person who suffers or sustains any loss, damage, injury or death, arising out of, or as a result of, the use of the (facility name), or any person authorised by me to use the (facility name), due to negligence, or on the part of such authorised person, during the period of hire.

Signed  …………………………………………………………………              Date ……………
LICENCE AGREEMENT

[Insert name of Governing Body and address of school] (the Licensor) permits the use of space known as [Insert area of school] (the Premises) within [Insert name of School] (“the building”)

To: [Insert name of Hirer] (the Licensee)

Of: [Insert Address of Hirer]
On the terms and conditions printed herein.

The Licence Period

Period from the: 
[Insert date from]
To the:

[Insert date to]
Subject to the conditions herein.

The Licence Fee

Licence Fee
£ __________ (To be paid prior to hire)

Permitted Use

Permitted Use means________________________________

Signed on behalf of the Licensor: _____________________________

The Licensee hereby confirms that he/she has read and understand these terms and conditions and agrees to be bound by such terms and conditions from the commencement of this Licence Agreement.

Print Name: ____________________________________       

Signed (Licensee): _________________________ Date: ______________

LICENCE AGREEMENT TERMS AND CONDITIONS

1. LICENCE FEE

The Licence Fee is payable prior to the hire.

2. USE AND ACCESS

The Licensor permits the Licensee to access and use the Premises on the times specified for the Permitted Use only.  The Licensee shall not use the Premises for any illegal purpose nor for any purpose or in a manner that would cause loss, damage, injury, nuisance or inconvenience to the Licensor or any other occupiers within the Building or any owner or occupier of neighbouring property.

The Licensor retains the right to access the Premises at all times during the Licence Period.

The Premises and the License Areas remain in the Licensor’s legal possession notwithstanding the Licensee’s occupation thereof during the License Period and that such occupation shall not be deemed to constitute or create any lease tenancy or agreement for the same.

3. CANCELLATION

The Licensee will pay the full cost of the hire for bookings cancelled less than 24 hours before commencement.

4. CONDITION AND DAMAGE

The Licensee will keep the Premises in a clean and tidy condition when in occupation. The Premises must be left in the same condition as before the hire commenced and each party will agree to the condition prior and after the hire.

Any damage that occurs during the Licence Period in or to the Premises will be the responsibility of the Licensee and the Licensee shall pay to the Council of the City of Sunderland/Licensor the cost of making good any such damage.                                      

5. PUBLIC LIABILITY INSURANCE

The Licensee will hold public liability insurance in respect of their occupation of the Premises and will provide a copy of their public liability insurance of £5 million for every hire.  A copy of which will be kept by the Licensor. 

The Governing Body may at its discretion waive this requirement where the Licensee is an individual or small informal group of individuals (not using the school buildings for commercial or business purposes) who do not hold public liability insurance and who, because of this informal nature, may find it difficult to obtain.
6. INDEMNITY

The Licensee shall keep the Licensor and The Council of the City of Sunderland indemnified against all expenses, costs, claims, damage and loss (including any diminution in the value of Premises and loss of amenity of the Premises) arising out of the use of the Premises by the Licensee or from any breach of any of the terms and conditions of this Licence by the Licensee, or any act or omission of the Licensee, or any other person on the Premises with the actual or implied authority of any of them.

7. ASSIGNMENT AND ALTERATIONS

This Licence Agreement is personal to the Licensee and the Licensee shall not assign or underlet or part with or share possession or occupation of the Premises.  The Licensee shall not make any alteration or addition to the Premises and shall not affix any items to the Premises.

8. COMPLIANCE WITH HEALTH AND SAFETY, STATUTE AND REGULATIONS

The Licensee must comply with all laws relating to the Premises and the occupation and use of the Premises by the Licensee, including but not limited to Health and Safety legislation. 

A register must be taken at each session and provided to the Licensor.

Risk Assessments and CRB certificates required by the Licensee must be supplied to the Licensor if so required.

Any portable equipment that is to be used must have a current PAT test certificate.

The Licensee must ensure they are aware of the fire exits and the evacuation procedure on hearing an alarm.

9. LOSS

The Licensor does not accept liability for loss or damage to property brought onto the Premises by or on behalf of the Licensee or any of its servants, agents or invitees, however caused.

10. TERMINATION

Should the Licensee be in breach of the terms and conditions of this Licence at any time then this Licence can be terminated immediately upon notice by the Licensor to the Licensee and no Licence Fee or part thereof will be refundable.

The Licensor can terminate this agreement upon one weeks notice to the Licensee whereupon this Licence shall cease and determine.

Any termination of this Licence shall be without prejudice to the rights of any party against the other in respect of any antecedent breach of the terms and conditions. 
11. FORCE MAJEURE

The Licensor shall not be liable for any loss or damage which the Licensee suffers as a direct or indirect result of the performance of this Licence being prevented hindered or delayed by reason of any act of God riot strike or lockout trade dispute or labour disturbance accident breakdown of plant or machinery fire flood difficulty in obtaining workmen’s materials or transport electrical power failures or other circumstances whatsoever outside its control and which affect the provision by the Licensor of access to or use of the space.

12. ADVERTISING

The Licensor must approve all advertising and posters concerning the use of the Premises.

Mrs P. R Stoker


Head Teacher
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