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DONHEAD 

FACILITIES BOOKING FORM

NAME OF HIRER/CLUB/ORGANISATION:
ADDRESS:

TEL. NO. 

TEL. NO. MOBILE    
EMAIL    
Please state connection with the school (Parent/Staff/Other):

FACILITY REQUIRED:

GYM/SPORTS HALL

(                                DONHEAD SPORTS GROUND
(
OTHER (PLEASE STATE)

(

            REFECTORY


(
CLASSROOM(S)


(                                     FOOTBALL PITCH/ASTRO                (
TYPE OF ACTIVITY:
	EXPECTED NO OF PARTICIPANTS                     
	AGE OF PARTICPANTS     


DETAILS OF INSURANCE POLICY: 
INSURANCE COMPANY NAME: 

POLICY NUMBER:

	DATE(S) REQUESTED     
	TIME FROM

	TIME TO

	NO OF HOURS



HIRE COST £40 per hour for member of staff opening and closing.

Bookings are subject to the conditions of hire as detailed in the Conditions of Hire document.

Please return this form to the School Office office@donhead.org.uk , Donhead Prep School, 33 Edge Hill, London SW19 4NP.  For enquiries please call 020 8946 7000.
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DONHEAD 

CONDITIONS OF HIRE

BOOKINGS

All bookings to be made with the Headmaster’s Office.
Details of hire charges currently in force are available from the Headmaster’s Office or School Office.

Payment to be made by bank transfer to Donhead Prep School Sort Code 40-05-20 Account Number 91254774
Payment for the booking must be received two weeks before the function.

Non-receipt of these items within fourteen days will be considered as cancellation of the booking.

Guidelines for Children’s Activities Hirings/Safeguarding

• There should be a minimum of two responsible adults present at all times and a ratio of one adult to 10 children must be adhered to
• The children should not be left unsupervised at any time. 

• The children must all be collected at the end of the session. If any parents or carers are late in collecting their children it is the responsibility of the leader of the session to contact them. If this is not possible, they must contact a member of the school staff. 

• No child should be left in school unaccompanied. 

• An arrangement for collection must be made. 

• Only the areas requested in the application form are to be used during the let.

NOISE ABATEMENT

NO MUSIC IS TO BE PLAYED AFTER 11 p.m.

Care must be taken to ensure no nuisance is caused to local residents, e.g. excessive noise during the function or when guests leave the school. 

KITCHENS

· The kitchen must not be left unattended while any cooking is taking place.

· All items must be washed and dried after use.

· The kitchen must be left in a clean and tidy condition, with all rubbish disposed of in black bags and placed in the bins outside.

ALCOHOL

· It is the responsibility of the hirer to ensure that the necessary license or other permissions for any sale of alcohol are obtained, in advance.

· A copy of the license must go to the Headmaster at least 3 weeks before the function and must be displayed during the function. Please note that if alcohol is included in the purchase price of a ticket for a function this is treated as a sale of alcohol.

FIRE SAFETY

You must ensure that the fire escape routes are kept clear at all times while you are using the premises. If possible, any small blaze can be quickly extinguished using the supplied equipment; but if the fire alarm sounds, the action set out in the safety notice displayed in each area of the school should be followed without exception.

ELECTRICAL APPLIANCES

All appliances must be safe. The use of temporary heating, lighting, wiring or electrical appliances that does not belong to Donhead Prep School is not permitted without the explicit permission of the Headmaster which must be sought in advance of use. The appliance must have a current test certificate attached or available (the test being Portable Appliance Test known as PAT testing. The test certificate has to be current i.e. dated within the last 12 months). The appliance must be available in advance for inspection by the Headmaster or Site Manager. If the appliance has not been tested and certified it cannot be plugged into the electrical supply in the school buildings.
















1

HEALTH & SAFETY EQUIPMENT

First Aid boxes & Fire Extinguishers are provided in the school.  Hirers must familiarise themselves with their locations, means of access and operation and ensure that they are neither misused nor misplaced.

INSURANCE

All hirers, including current staff members, who wish to make use of the school facilities will need to arrange insurance in their own right and cannot rely on the school’s policies to protect them.  Any person or organisation hiring the school should be adequately covered, not only for any liability they incur to the school, its property or personnel, but also to one another.  Hirers will be obliged to arrange a policy for Hirers’ Indemnity giving full liability cover.  

FACILITIES FOR THE DISABLED

Separate conditions apply if you require the use of disabled facilities, especially the lift. Please indicate this in the space provided before your signature.

ACCIDENTS

If an accident occurs to anyone during your hire, you must ensure that the Headmaster receives a report of the incident, the names of anyone hurt and of any witnesses, and the incident must be noted in the accident book located by the First Aid Boxes. If for some reason this is not possible, it must be reported to the Headmaster/Site Manager within 24 hours.

CHILD/VULNERABLE ADULT SAFETY

The Governing Body reserves the right to require you to provide evidence of DBS clearance for a function involving children or vulnerable adults.

AT THE END OF THE FUNCTION

The area(s) used, kitchens and toilets must be left in a clean and tidy state with all rubbish cleared away and bin bags placed in the designated place. Tidying-up time is not in addition to the period of hire.  The area(s) used should be left exactly as they were found.  A penalty charge will be enforced if there is any tidying or cleaning to be done by the school after the event (This charge is £50 per hour)
WASTE & RECYCLING

There is a designated area for the waste and recycle items. These must be put in the appropriate bins, which are clearly marked, as landfill waste placed in the recycle bins will contaminate the waste and may not be collected by the Council. 

Please sign the Declaration below

DECLARATION

I have read the Conditions of Hire and agree to accept full responsibility and to abide by these conditions. I, or a responsible adult delegated by me (whose name will be notified in writing to the Headmaster before the start of the function), will be in attendance and will be in charge during the whole of the function. I accept that any infringement of the conditions may render me liable to additional charges and may lead to non-acceptance of future booking requests.  I agree to pay the full fee two weeks before the date of the function 

I do/do not need the use of the Disabled Facilities (please delete as appropriate).

Signed ..........................................................................................................................

Date ..........................................................................................................................

Full name (please print) 
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Authorised by the Headmaster: - …………………………………………………………………………………… Date: …………………………….  








