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Lettings Booking Form / Contract

The Nottingham Emmanuel School
Lettings Booking Form / Contract

The Nottingham Emmanuel School

	Please complete all sections fully, failure to do so will result in this form being returned.

	Name of official making booking
	

	Organisation name
	

	Full address
	

	Purpose of organisation
	

	Registered charity number
(if applicable)
	

	E-mail address
	

	Telephone number/s
	

	Invoicing contact and e-mail address (if different)
	

	Activity/event taking place (please describe as fully as possible)
	

	Event date/s
(If you operate on a school term basis, please provide a copy of your 19/20 calendar)
	From
	
	To
	

	Event time/s
	From
	
	To
	

	Regular booking at this date/time?
	Yes/No

	Expected number of delegates
	

	General public admitted?
	Yes/No

	First Aider name and contact number (must on site at all times during the booking) 
	NB:  Please attach a copy of up to date First Aid certificate
Defibrillator available in Community Reception if required

	Do you have your own public liability insurance?
	Yes/No
If YES, please attach a copy of your public liability insurance to the booking form.
If NO, please note an additional fee of £1.10 per hour will be added to every booking.

	Will you be using your own PAT tested electrical equipment?
	Yes/No
Electrical equipment MUST be PAT tested.  An additional PAT testing fee of £1.00 per item will be charged.  Equipment must not be used until PAT testing has been carried out.


	Details of facilities required

	· Sports Hall

· Gym

· Outdoor Court

· Indoor Court

· Dance Studio

· Drama Studio


	· Main Hall (sound equipment available- prices available on request)

· Chapel

· Dining Room

· Regular Classroom

· Specialist Classroom e.g. ICT suite

	Equipment required (please give full details)

	Room layout (please give full details on a separate sheet if necessary)

	Any other details to note


	Additional Conditions
	Tick to confirm

	I confirm that I am authorised by the organisation’s rules to make this booking on its behalf. 
	

	I confirm that if the booking is not able to go ahead and I give less than 7 days’ notice, I will be charged the full cost of the booking
	

	I have read and agree to abide by the conditions of hire and to pay the assessed charges within 7 days of the receipt of the invoice
	

	I confirm that I have been given a copy of the Fire Evacuation Procedure for Hirers and Parking Regulations and agree to adhere to this procedure at all times during the booking
	

	I confirm that if the booking includes children under the age of 18 that all safeguarding and CRB checks have been undertaken on all staff who will be assisting in this activity.
	

	Signature
	
	Date
	


To secure the booking, this form should be completed and returned to lettings@emmanuel.nottingham.sch.uk.Any comments noted form part of the hire contract.
A quote will be sent to you to confirm the booking and all invoices shall be raised monthly prior to the end of the month. Invoices must be settled within 7 days if the invoice date.

OFFICE USE ONLY:


Quoted ____________________


Confirmed _________________


On SBS ____________________





In an emergency please contact:


School Facilities Assistant Manager on duty: 07974270073


School Facilities Manager (A Labbate): 07703832887


West Bridgford Police Station:


Rectory Road, West Bridgford, Nottingham, NG2 6BN


Telephone 101 Ext 810 6116
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