GREIG CITY ACADEMY

Hornsey High Street,  London, N8 7NU

Tel:
020 8609 0100     Fax:     020 8609 0101

Email: enquiries@greigcityacademy.co.uk  

APPLICATION FOR THE HIRE OF PREMISES 

Please complete this form in full and send at least 14 days before the proposed date of hire to the Director of Finance and Administration at the above address.  Please read the conditions of hire attached below the form before completing.

	Name of person making the application: 


Organisation represented: 


Address of Organisation:


Telephone: ………………………………… Email: ……………………………………………………………………………..
Details of activity for which booking is requested, including estimated number of people attending:

Please tick as appropriate:

Private Use

Music/Dancing Activity

Public Function

Theatrical Performance

The Public will be admitted

Sale of Alcohol

Admission Charges will be made

Consumption of Alcohol

Please give further information on any aspect ticked: ……………………………………………………………….
…………………………………………………………………………………………………………………………………………….
You may have to obtain a special licence.  See Conditions of Hire for details.

Please give details of any proposed action or performance involving any potentially hazardous action, apparatus or substance:

If the hire will involve sporting, fitness or gymnastic activities please give the name and qualifications of the person in charge:


	Requirements


	Facilities 
	Rate
hr/day
	Requirement -please state days and hours required
	Total 

	Main Hall
	60/360
	
	

	Sports Hall
	35/210
	
	

	Gym
	30/180
	
	

	All Weather Pitch 
	15/90
	
	

	Classroom with computerised projector, electronic whiteboard  
	25/150
	
	

	ICT Classroom
	25/150
	
	

	Theatre
	On request
	
	

	Drama Studio
	25/150
	
	

	Small Conference Room 
	20/120
	
	

	Large Conference Room 
	40/250
	
	

	SUB-TOTAL
	
	
	

	Voluntary and community organisations 25% discount
	
	
	-25%

	Commercial use add 25% to above rates 
	
	
	+25%

	TOTAL


	

	Times of Activity

Start:                              Finish:  

N.B. These times must include a period before and after the actual time of the activity, which can be used for preparation, and clearing, where this is appropriate.




Important Notes:

1. You must ensure you take out insurance against responsibilities where outlined in the Conditions of Hire.  The Academy must see you insurance document once your booking has been confirmed, before your hire takes place.

2. You must ensure that you comply with the ‘Conditions of Licence’ relating to the use of the premises for function requiring a licence under one or more of the conditions mentioned (see Conditions of Hire).  The Academy must see your licence once your booking has been confirmed, before your hire booking takes place.

Declaration

I, the undersigned, hereby apply for the use of the facilities stated and, if any application is approved, will forward a deposit of 50% of the total charge.  I will ensure balance of payment is made at least 14 days prior to the (first) day of booking.  I understand I will be allowed to cancel or postpone a booking on condition that if 14 or more days’ notice is given, half fees will be payable, less than 14 days’ notice, full fees will be payable unless, in either case, the space is re-booked or it is otherwise decided.

I undertake to inform the Academy of cancellation or alteration in writing.

Before I hire, I undertake to provide the Academy with copies of insurance and licences where applicable.

I have read the Conditions of Hire and agree to co-operate within them.

I am 18 years or over.

Signature of Applicant:                                                           
Status (if representing an organisation):
Address of Applicant: 


Telephone (day):


Telephone (evening): 


Date: 


​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________________

For office use only

	Hire agreed (and date)
	

	Checked diary and calendar for availability
	

	Entered in diary
	

	Site Manager, departments affected, informed
	

	Details passed on for invoicing
	

	Invoice processed
	


GREIG CITY ACADEMY

CONDITIONS OF HIRE FOR ACADEMY PREMISES 

1. Bookings and charges.

· All bookings must be made using the attached form, which must be completed in full.

· The person signing the Hirer’s Application form shall be deemed to be the Hirer and is personally responsible for the payment of the charges in respect of the hiring and for the observance of the conditions and stipulations contained in this document.

· A deposit of 50% of the total cost of a “one off” hire will be required at the time of confirming the booking. No booking will be accepted later than 14 days (five weeks where licensing is required) before the first date of hire. The balance of the charges will be due 14 days prior to a letting taking place, and an event will not be allowed to go ahead unless payment has been received in full.

· An amount equal to four weeks hire will be required at the time of the booking being confirmed for regular weekly Hirers. 

· The Hirer may be required to pay a refundable deposit, in addition to the scale of charges, which may be applied to make good any damage in accordance with Condition 6.

· The Governing Body and its delegates reserve the right to allow a free or discounted hire charge for certain organisations.

2. Cancellation of Hire

· The right is reserved to cancel any hiring without notice where the Governing Body of the Academy considers it necessary to do so and/or

in consequence of any outbreak or prevalence of infectious disease;

for any other cause outside its control;

for use as an emergency evacuation centre;

because the Governing Body of the Academy reasonably believes that an act is likely to be carried out on the premises, which will contravene the Race Relations Act 1976, or prejudice the performance of its obligation under Section 71 of the Act, to secure that its functions are carried out with due regard to the need to eliminate unlawful racial discrimination, and to promote equality of opportunity and good relations between persons of different racial groups; 

in the case of outdoor pitches, where adverse weather conditions affect use.

· In such an event, any sum paid by the Hirer will be refunded, but the Governing Body shall not be held liable to pay compensation for any loss sustained as a result of, or in any way arising out of, the cancellation of the hiring.

· Hirers will be allowed to cancel or postpone a booking on condition that, if 14 days’ or more notice is given, half fees will be payable, and if less than 14 days’ notice, full fees will be payable unless, in either case, the facilities are re-booked or it is otherwise decided.

The Academy reserves the right to refuse to grant a hiring without giving reason.

3.  Use of the Premises.

· Intoxicating liquor shall not be sold, supplied or consumed on Academy premises except by general or special approval of the Governing Body, Principal or Deputy Principal and subject to any necessary licence having been obtained by the Hirer.

· The Hirer, if requested, shall furnish for approval a copy of the programme of any entertainment to be given by the Hirer. In such case no entertainment shall be given except in conformity with the programme which has been approved.

4. The Governing Body of Greig City Academy operates a strict non-smoking policy both internally and externally on the Academy site. Hirers of any of the Academy facilities will be expected to prohibit smoking at any event.
5. The Governing Body shall not be liable for any injury (including injury resulting in death), damage to, or loss of property howsoever it may occur or be sustained by the Hirer, his/her assistants, servants or agents or others entering the property in the exercise of hiring (except such injury or damage as may occur by reason of the neglect of the Governing Body’s servants or agents acting within the scope of their authority). The Hirer will indemnify and keep indemnified, the Governing Body and their servants and agents from and against all claims and liability in respect of such injury or damage and all actions, proceedings, costs, damages and expenses in regard thereto and also from and against all other liability claims, demands, proceedings, costs, damages and expenses in respect of injury to persons whomsoever (including injury resulting in death) and damage to or loss of property whatsoever which may arise out of or in consequence of the exercise. We will need to see proof of insurance before hire can take place (see 18c).
6. The Hirer shall make good any wilful or avoidable damage to the property of the Governing Body, which can be attributed to their use of the premises.  A refundable deposit of £75.00 may be required when an event booking is confirmed to cover any damages, which may occur. This will be returned to the Hirer following a satisfactory inspection of the area(s) by the Site Manager.  The Hirer shall not be responsible for any fire damage to the property occurring other than from an act, neglect or default of the Hirer, his servants or agents.  In the event of such damage, the Governing Body may make it good and the Hirer, by acceptance of the hiring subject to these conditions, will become liable for the cost of such reparation as certified by or on behalf, of the Governing Body.

7. No posters etc. may be attached to any surface without prior consultation with the Site Manager.
8. The wearing of footwear which might cause damage to floors, is not permitted.
9. The Hirer shall not infringe any existing copyright or performing right, and hereby indemnifies the Governing Body against all sums of money which the Governing Body may have to pay by reason of infringement of copyright or performing right occurring during the period of hire.

10. Members of the Governing/Managing Bodies and their officials reserve the right to enter the premises hired at all times on producing evidence of their identity.  

11. Subject to the provisions of the next paragraph, the Hirer shall vacate the premises by 10 pm unless written authority from the Governing Body (showing the time extension) has been obtained. The Hirer shall leave the premises, fixtures, furniture and other property in as good order as they were at the time of entry and in as clean a condition, as the particular use will allow.

12. The Hirer shall ensure that caterers, contractors and others supplying or serving refreshments or providing decorations etc. comply with all current legislation relating to food hygiene, health, welfare and safety matters. All their articles and property must be removed from the college premises by 10pm of the day of hire if the college is to be used the next day, or in any case by noon on the day following the day of hire. They shall observe and carry out any instructions, which may be given to them in connection to this.

13. Any article or property belonging to the Hirer or any caterer or contractor or other person left on the premises after the hour named above may be removed by the college and any costs incurred shall be paid by the Hirer.

14. The seating accommodation provided must be arranged with the site staff in accordance with the approved Academy layout that exists for the premises. The layout must not be altered without authorisation by the Academy.

15. Academy furniture shall not be moved except by arrangement with the site staff.

16. Any alteration or addition to the electrical lighting or heating systems is strictly forbidden.

17. If existing stage, lighting, spotlights and dimming equipment are required, it is to be clearly stated on the application form. An extra charge will be made for this service and a competent person named and approved in advance shall carry out any operation of such equipment.

18. The following special conditions will also apply when the use of the Academy grounds is permitted for activities of a hazardous nature:-

(a) The land (including any building or structure thereon) is made available in its existing state and condition. Governing Body cannot warrant or represent that it is safe and suitable for the holding of the function or for the admission of the public. The Hirer shall have exclusive occupation of, and responsibility for, the said land during the period that it is used for the function.

(b) The Hirer shall remove from the said land, as soon as it is practicable after the function, all litter or other rubbish left on the land in the course of or produced by the event.

(c) The Hirer shall insure against his/her liability at law for accidents resulting in injury to persons, (including injury resulting in death) or damage to, or the loss of property arising from the use of the premises, including the liability assumed under the Conditions 10 and 11 foregoing. The amount of the Insurer’s liability must not be less than £2,000,000 in respect of any one accident or occurrence (however, the Academy would strongly recommend that due to an increase in personal injury awards the Insurer’s liability is not less than £5,000,000).  Evidence of the insurance must be produced to the Governing Body at least two weeks before the date of the event.
20. The Hirer shall ensure that no act is done on the premises during his hire which contravenes the Race Relations Act 1976 or prejudices the performance by the Governing Body of its obligation under Section 71 of that Act to secure that its functions are carried out with due regard to the relations between persons of different racial groups.

ADDITIONAL RULES GOVERNING THE USE OF THE SPORTS HALL, GYMNASIUM AND ALL WEATHER PITCH

1. For Health and Safety reasons, the Sports Hall, Gymnasium and All Weather Pitch may not be used without the presence of a teacher, instructor or other authorised person.
2. No heavy outdoor shoes are to be worn in these areas. 

3. In the interests of safety and hygiene, all persons using these areas must wear appropriate clothing.

4. No apparatus fixed or portable may be used, except where authorised and in the presence of a qualified person. Qualifications must be recognised by the Academy and Governing Body. There must be no interference with the safety equipment provided.

5. All apparatus and equipment must be carried (not dragged) across the floor if used.

6. Appropriate indoor balls must be used for each activity.

7. Food, drink and bags are not permitted in these areas.

8. The Academy operates a No Smoking policy. 

MATTERS RELATING TO STATUTORY REQUIREMENTS

1. The premises hired shall not be used for cinematography exhibitions, public dancing, singing, music or other public entertainment, boxing, wrestling or the public performance of plays for which a licence for the premises is required, without such licence. 

2. The Hirer is required, where appropriate to its hiring and where the premises are licensed to acquaint him/herself with the conditions and regulations subject to which the premises hired are so licensed and comply with such conditions and regulations.

3. If the Hirer commits a breach during the hiring of any of the conditions attaching to such a Licence, or of any, including these regulations, then without prejudice to the right of the Governing Body acting by itself or through any other appropriate body on its behalf, to enforce any liabilities already incurred by the Hirer under these conditions, the Governing Body/Managers reserve the rights themselves or acting as aforesaid to determine the hiring, if still continuing forthwith, to forfeit all sums paid by the Hirer and to refuse to grant any further application from him/her for hire of the college premises.

4. No person shall give any exhibition, demonstration or performance of hypnotism on any living person at or in connection with an entertainment to which the public are admitted.
5. The granting of permission to use the premises for a function when licensed under one or more of the states referred to in condition E thereby requires the Hirer to comply with the conditions of that licence as applicable to the licensee.

6. The Hirer shall not use the premises or permit them to be used for gaming or wagering other than lawful gaming carried on in accordance with the provisions of the Gaming Act 1968.

7. The following provisions of Section 12 of the Children and Young Persons Act 1933 must be strictly complied with:

“Where there is provided in any building or entertainment for children, or any entertainment at which the majority of the persons attending are children, then if the number of children attending the entertainment exceeds one hundred it shall be the duty of the person providing the entertainment to station and keep stationed, wherever necessary, a sufficient number of adult attendants, properly instructed as to their duties to prevent more children or other persons being admitted to the building or any part thereof, than the building or part can properly accommodate, and to control the movement of the children and other persons admitted while entering and leaving the building or any part thereof, and to take all other reasonable precautions for the safety of the children.”
8. Where the occupier of a building permits, for hire or reward, the building to be used for the purpose of an entertainment he/she shall take all reasonable steps to secure the observance of the provisions of this section.

9. If any person on whom any obligation is imposed by this section fails to fulfil that obligation, he shall be liable, on summary conviction, to a fine not exceeding, in the case of a first offence, fifty pounds, and in the case of second or subsequent offences, one hundred pounds, and also, if the building in which the entertainment is given is licensed under the Cinematograph Act 1909, or under any of the enactments relating to the licensing of theatres and of houses and other places for music or dancing, the licence shall be revoked by the Authority by whom the licence was granted.

10. A police officer may enter any building in which he/she has reason to believe that such entertainment as aforesaid is being, or is about to be, provided with a view to seeing whether the provisions of this section are carried into effect, and an officer authorised for the purpose by an authority by whom licences are granted under any of the enactments referred to in Condition E above shall have the like power to enter any building so licensed by that authority.
11. It should be noted that the Representation of the People Act indicates that schools may not be used at any time as “a Committee Room for the purposes of promoting or procuring the election of a candidate”. The Act does not allow schools to be used on the day of the poll for the holding of public meetings in furtherance of any person’s candidature at a Parliamentary Local Election. 

12. PUBLIC ENTERTAINMENT LICENSING

Licences are required for public entertainment functions involving the following: - 

1. Music and Dancing;

2. Cinematography Exhibitions;

3. Performances of Plays;

4. Boxing, wrestling, judo, karate and similar sports.

Entertainments of the kind mentioned in (a) and (d) above must not be provided in any place except under and in accordance with the terms of a licence granted by the Council. A licence may be granted in respect of one or more particular occasions. Entertainments taking place wholly or mainly in the open air and on private land require a licence only where music is a substantial ingredient of the entertainment and no licence is required where music is incidental to a garden fete, bazaar, sale of work, sporting or athletic event, exhibition, display or other function or event of similar character. An applicant for the grant, renewal or transfer of a licence must not give less than 28 days’ notice of his intention to make an application to the Council, the Chief Officer of Police and the Fire Authority. Since a Council can, by regulation, prescribe other requirements to be met by an applicant, enquiry should be made to the appropriate Council before an application is made. Fees are determined by the Council and in certain cases may be remitted in whole or in part, e.g. where the entertainment is to be given in a Community Hall or similar building, is of educational or other like character, or is given for a charitable or other like purpose.

Section 12 (1) of the Theatres Act 1968 provides that public performances of plays shall take place only in premises which have been licensed for the purpose and then only according to the terms of the licence. an applicant for the grant or transfer must give 28 days’ notice to the Council and the Chief Officer of Police and then on renewal the same length of notice to the Council only. An applicant for an occasional play licence is required to give only 14 days’ notice to the Council, the notice to the Chief Officer of Police not being required. Full play licences are normally granted only in respect of purpose-built theatres. So far as school plays are concerned, where a performance of a play forms part of the school curriculum and the audience consists solely of other pupils and staff the performance is not normally classified as public entertainment. In a case where other persons are included in the audience, e.g. parents and relations of pupils that also would not be considered as public entertainment where written personal invitations have been sent out and the admission is on production of such an invitation.

The Cinematograph Acts provide that cinematography exhibitions shall only be given in premises licensed for the purpose except as otherwise provided in the Acts.

Exhibitions of non-inflammable film to which the public are not admitted or admitted without payment do not require a licence. Also an exhibition given by an exempt organisation which is in possession of a certificate from the Secretary of State that the organisation is not conducted or established for a profit is not required to be licensed. Anyone proposing to hold a cinematography exhibition in a school hall would be well advised to enquire well advance of the date of the proposed exhibition whether a licence is needed.
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