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APPENDIX 2 – LETTINGS APPLICATION FORM - YATTON SCHOOLS
	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



	SECTION 1         
PURPOSE OF HIRE
	





	SECTION 2

	NAME OF ORGANISATION
	

	NAME OF APPLICANT
	

	APPLICANT’S ADDRESS
	

	POST CODE
	

	TELEPHONE NUMBER
	HOME:                                              WORK: 

	Accessibility - If there are questions relating to accessibility around the School or you require any specific accessibility arrangements please contact the School in advance and discuss.






	SECTION 3

	ACCOMMODATION/FACILITIES REQUIRED

	TICK/GIVE DETAILS IF REQUIRED
	DAYS(S) OF WEEK
	DATES REQUIRED (OR DAY OF THE WEEK FOR REGULAR LETTING)
	TIMES REQUIRED*

	
	
	
	
	FROM
	TO

	INFANT SCHOOL
	
	
	
	
	

	Basic charge
	
	
	
	
	

	Hall
	
	
	
	
	

	All 3 reception classrooms
	
	
	
	
	

	All 6 other classrooms plus music room/library
	
	
	
	
	

	Single rooms excluding hall (Please list rooms)
	
	
	
	
	

	Playground
	
	
	
	
	

	All internal areas
	
	
	
	
	

	Whole school inc external areas
	
	
	
	
	

	JUNIOR SCHOOL
	
	
	
	
	

	Basic charge
	
	
	
	
	

	Hall
	
	
	
	
	

	Single rooms excluding hall (Please list rooms)
	
	
	
	
	

	Playground
	
	
	
	
	

	All internal areas
	
	
	
	
	

	Whole school inc external areas
	
	
	
	
	

	Unlocking and locking the premises is charged at the actual cost to the school,  but is normally in the region of £20 or less
	
	
	
	
	

	
	
	
	
	
	

	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


	[bookmark: _GoBack]SECTION 5
I 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.
Please refer to the named school schedule of charges.  
For casual lettings, a 10% non-returnable deposit is payable and must be submitted with this Application Form – please contact the named school co-ordinator 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.  
Cheques need to be made payable to Lighthouse Schools Partnership.


	Signature of Applicant:
	
	Date
	




Thank you for completing this booking form. Please return it to:
	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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