Date ________________________

Dear Hirer
HIRE OF PREMISES AT CANONS HIGH SCHOOL

With reference to your recent enquiry, please find enclosed an application pack for hire of the school premises. Included are details of our facilities, charges, terms and conditions of hire and information on insurance cover. You should pay particular attention to the section regarding Safeguarding; Canons High School is committed to safeguarding and promoting the welfare of children and young people.
Please return the Hirers Booking Form duly completed, together with your compliance deposit (refundable upon compliance – amount as agreed with Site Supervisor) for the attention of Ms Kulwant Chana, Finance Officer, at the above address. These should be returned as soon as possible and not less than 21 days prior to the initial hire date, as all lettings must have the prior approval of the School Manager and/or the Headteacher/Governing Body.  It is important that you indicate the exact dates and times you require, as the need for clarification may result in delay or loss of letting.

On confirmation of the booking, a final invoice will be sent to you and total payment must be received in full by the School at least 14 days prior to use. This will be for the total amount of your booking and will include 7% Hirers Liability Insurance (unless you have provided proof of alternative cover) and a 3% admin charge.

On completion of your event and the school deems the premises have been left in a satisfactory state, the compliance deposit will be refunded to you by cheque. If the premises are not left in a clean, neat and tidy condition or have not been vacated at the correct allocated hire time, your deposit will be retained by the School.

If you wish to make an amendment or to cancel your booking, where possible, this must be done giving at least 7 school days’ notice. Where administration costs have been incurred the school will retain full or part thereof, of the deposit.  On very rare occasions it may be necessary for the school to cancel a booking at short notice. We accepts that this may cause the Hirer great inconvenience, so every effort will be made to notify you as soon as possible should such a situation occur or to offer an alternative.

Thank you for choosing to make your booking with Canons High School.  I wish you every success with your event.
Yours sincerely

Simon Newton
BUSINESS MANAGER
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CANONS HIGH SCHOOL

Shaldon Road, Harrow, Middlesex HA8 6AN  

Tel: 020 8951 5780 Fax: 020 8951 2333 Email:kchana@canons.harrow.sch.uk
BOOKING FORM FOR HIRE OF SCHOOL PREMISES
This booking form must be returned to Kulwant Chana, Finance Officer, Canons High School, Shaldon Road, Harrow HA8 6AN at least 14 days in advance of the proposed hire.  PAYMENTS must be made 14 days prior to date of hire.  

To check availability or if you require additional information about the facilities available, please contact the Site Supervisor, on 0208 951 5780 or 0208 731 1468.
DETAILS OF HIRER

	APPLICANT (Name of person or organisation wishing to hire premises):



	CONTACT IF DIFFERENT TO ABOVE (NAME AND CONTACT TEL NO): 



	ADDRESS:



	TELEPHONE NO (DAYTIME/MOBILE):




DETAILS OF HIRE/REQUIREMENTS (see over for block bookings)
	TYPE OF FUNCTION: 
	

	DATE OF FUNCTION:
	

	NO OF PEOPLE ATTENDING (max):
	No of Adults:              No of children (under 12):

No of cars:                      

	THOSE ATTENDING:


	family/friends/members of the organisation/members of the general public/ ____________________________


RATES FOR HIRE (effective April 2007)
	AREA
	CAPACITY
	STANDARD WEEKDAY EVENING RATE (only if other groups also on site)
	SATURDAYS, SUNDAYS AND SOLE USE*
	SURCHARGES (eg sole use, additional caretaker, etc)

	Main Hall
	400
	£65 per hr
	£85 per hr
	£25 per hour for groups of over 200.
Additional charge for use of stage light and sound (icl technical support).

	Dining Room/s
	200
	£35 per hr
	£55 per hr
	£25 ph for sole use


	Kitchen 
	n/a
	£20 per hr
	
	(only available if dining hall hired)


	Classroom (general)
	25
	£15 per hr
	£25 per hr
	£25 ph for sole use


	Classroom (specialist, large eg Drama Room)
	35
	£20 per hr
	£30 per hr
	£25 ph for sole use

	Gym
	100
	£45 per hr
	£65 per hr
	£25 ph for sole use


	Fitness Studio
	12
	£35 per hr
	£45 per hr
	Only available if qualified trainer present+


	Field/Tennis Court/ Basketball Court
	n/a
	£15 per hr
	£25 per hr
	£25 ph for sole use


Further discounts may be available for multiple bookings

*Minimum 2 hours hire
+The school may be able to arrange a qualified trainer for small groups using the Fitness Studio if required.

ADDITIONAL REQUIREMENTS/SPECIAL REQUESTS IN RELATION TO BOOKING (eg access to chairs/tables, etc): 

Please complete table to indicate your requirements.
CANONS HIGH SCHOOL
LETTINGS BOOKING FORM 
	MONTH
	DAY(S)/DATE(S)
	LOCATION
	START TIME
	END TIME
	TOTAL HOURS
	COST PER HOUR
	TOTAL COST

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL COST OF BOOKING
	

	VAT @ 17.5%
	

	INSURANCE COVER @ 7%
	

	ADMINISTRATION COSTS @ 3%
	

	LESS COMPLIANCE DEPOSIT (as agreed with Site Supervisor – minimum £100)
	

	ADDITIONAL REQUIREMENTS/CHARGES
	

	TOTAL TO PAY (due by ____________________)
	

	Received on:
	
	By:
	

	Availability Checked and Agreed:
	


Please continue on separate sheet if necessary.
NB Time must be included for setting up and clearing up within your booking period – no additional time allowances are given for this.
ADDITIONAL CHARGES
VAT

If any charges are being made for admission, 17.5% VAT will be added to the hire charge — there is some exemptions for registered Charities (discuss with School). VAT is NOT chargable on the use of school sports facilities.
Insurance
A 7% charge to cover insurance will be made on all bookings where the individual/organisation is not able to provide evidence of their own Public Liability Insurance Cover.
Administration Costs
A 3% charge will be made on all bookings to cover admin costs.
Compliance Deposit
A refundable compliance deposit (amount as agreed with the Site Supervisor – minimum £100) is required to secure a provisional booking.

Additional Requirements/Charges

Charge for additional items, use of equipment/furniture, additional cleaning required – as discussed with the Site Supervisor.

ADDITIONAL INFORMATION
Will there be Music? (if so see Clauses 5.2 & 7)
YES/NO
Will any copyright material be used (See Clause 7 of Conditions of Hire) YES/NO

Do you require the school to provide Public Liability Insurance?  YES/NO

(If YES complete the attached Insurance Proposal Form — a 7% charge is applicable on all bookings.  If NO then a copy of your own Insurance Policy & Certificate covering this function must accompany this application)
Do you wish to serve food? YES/NO 
If YES please state if cold or heated food: ____________________________
Do you wish to have alcohol available your function?
YES/NO

(NB if YES then Clause 4, 5 of Conditions of Hire must be complied with and a special request will have to be made to the school’s Governing Body).
DECLARATION
I hereby acknowledge that I have read and fully understand the Conditions of Use which solely govern the provision of all services supplied by the School.  I agree to be bound by the terms and undertake to comply with them in all respects.

Signed ________________________________  Date: ________________________
Name (in block letters): _______________________________________________
On behalf of (if applicable): ____________________________________________
Please note that a booking of School premises exists only when it has been confirmed in writing by the School and all fees and charges have been fully paid.

_____________________________________________________________
EQUAL OPPORTUNITIES

It is the policy of the School to ensure that its premises can be made available to all sections of the community. 
DETAILS ON PUBLIC LIABILITY INSURANCE FOR HIRER

This Policy indemnifies the Hirer in respect of their legal liability for accidental bodily injury, illness or disease to third parties or accidental loss of or damage to third party property arising out of the Hirers activities.  

For example, if the Hirer negligently damages the building that they have hired then this policy would provide cover in respect of the cost of repairs to the property.  This may arise from a claim from the LEA or the school.

In addition, if someone trips and sustains injury and it is proven that the Hirer has acted negligently, then this policy would provide cover in respect of a claim made for compensation.

Cover is provided by Zurich Municipal with a limit of indemnity of £1 million per occurrence or a series of occurrences arising out of the same event.

THE PREMIUM FOR THIS COVER IS 7% OF THE AGREED HIRING CHARGE.  THE ATTACHED APPLICATION FORM MUST ALSO BE COMPLETED BY THE HIRER.

INSURANCE FOR HIRERS – APPLICATION FORM
(THIS INSURANCE DOES NOT COVER POLITICAL OR COMMERCIAL VENTURES)

To: Canons High School (hereinafter referred to as “the school”)

I, [Applicant] ____________________________ & I, [Guarantor]  _______________________________
of_______________________________________of____________________________________________
_________________________________________   ___________________________________________
_________________________________________   ___________________________________________

both being over the age of 18 years, hereby apply for permission for the Applicant to use the aforementioned and other facilities as set out overleaf, it being understood that if such permission be granted it will be subject to the regulations and conditions made by the Governing Body in relation to the use of School premises, copy of which we have received, and that such permission will be effective only so long as such regulations and conditions are duly observed and performed.

We, the Applicant and the Guarantor, jointly and severally hereby undertake and agree with the said Governing Body to perform and observe the said regulations and conditions should such permission be granted.

The School has effected a Policy of Insurance in respect of the use of the above accommodation which, subject to its terms and conditions, applies [inter alia] to:​

1.
The legal liability of ourselves in respect of claims by Third Parties [other than our employees] for injury or damage occurring during and in direct connection with the event for which we have permission to use the premises, with a limit of indemnity of £1,000,000 in respect of any one occurrence.

2.
The contractual liability of ourselves for accidental damage to the premises and contents, the property of the Local Education Authority in accordance with the terms and conditions for the use of school premises, with a minimum limit of indemnity of not less than £5,000 in respect of any one occurrence.

Where public liability insurance has been requested from the School, the School agrees to effect a policy which complies with the above requirements, provided that immediate notice in writing shall be given to the Governing Body of the school, of any accident, damage or proceedings and that no repudiation of liability, negotiation or admission of liability shall be made to any Third Party.

We, the Applicant and the Guarantor, hereby jointly and severally agree to indemnify and keep indemnified the Governing Body and the Local Education Authority from and against all loss, damage, costs, claims, demands, expenses or charges which the Governing Body or Local Education Authority may sustain or incur in respect of any matter arising out of the use of accommodation or conditions relating thereto, insofar as the same are not covered by the said or any other policy or insurance effected by the Local Education Authority or the obligation to give notice if any accident, damage or proceedings as aforesaid is not fulfilled by us and to pay to the Local Education Authority on demand at its principal offices in Harrow all such sums as may be payable by reason of this indemnity.

	Signature
	_______________________
	
	Signature
	_________________________

	
	(Applicant)
	
	
	(Guarantor)

	Occupation
	_______________________
	
	Occupation
	_________________________

	Address
	_______________________
	
	Address
	_________________________

	
	_______________________
	
	
	_________________________

	
	_______________________
	
	
	_________________________

	Tel No
	(Home) ________________
	
	Tel No
	(Home) __________________

	Tel No
	(Work) _________________
	
	Tel No
	(Work) ___________________

	Mobile No
	_______________________
	
	Mobile No
	_________________________

	Date
	_______________________
	
	Date
	_________________________


THE GUARANTOR MUST BE A RESPONSIBLE PERSON AND BE OVER THE AGE OF 18 YEARS
Name of contact during function if different from above:
Name: __________________________________________________________________ (In capitals) 

Tel No: _________________________________ Mobile No: ________________________________

Revised January 2010
LONDON BOROUGH OF HARROW

HIRING OF EDUCATION PREMISES

CONDITIONS OF USE

The use of Education premises owned by the Local Education Authority is permitted under the following conditions, which may change from time to time. 

DEFINITIONS
For the purpose of these ‘conditions’ the following definitions apply.

1.1
‘School’ — The Governing Body and the Headteacher or person authorised to act on behalf of the Governing Body of Canons High School for the London Borough of Harrow
1.2
‘Hirer’ — The person or organisation who has signed the School’s Application for Hire Booking Form irrespective of whether or not a charge is made for use of the premises
1.3
‘Let’ or ‘Letting’ — Where the School has issued a written confirmation to the hirer that School premises may be used in accordance with the applicable Conditions of Hire.

2.
Premises available for hire and charges
2.1
School premises available for hire and the scale of charges are as stated in Section 1 attached. The use of the premises will include use of ladies and gents toilets and such tables and chairs as are determined by the hirer and School at the time the booking is confirmed, together with free car parking facilities within the School grounds up to a number agreed, when the premises are hired.

2.2
School equipment, material, students’ work etc., may NOT be used, or moved without the prior consent in writing of the school.

2.3
The hirer shall not bring onto school premises, or use any equipment or materials, without the school’s prior written permission. This includes:
1.
Any equipment for heating food

2.
Any equipment involving combustible material
3.
Film projectors using flammable film
4.
Curtaining, scenery, structures or other effects.

2.4
Only that part of the premises hired, apart from access, toilets and areas designated for car parking, may be used. Hirer to ensure persons attending premises hired shall not enter upon any other part of School premises.

3.
Hirer
3.1
Where the hirer signing the Booking Form is an individual, he/she must be over 18 years of age. A person authorised to sign on behalf of an organisation must be over 18 years of age.

3.2
The hirer, being the person, or organisation, signing the Booking Form, shall be responsible for observance of the School’s ‘Conditions of Hire’ and must be present throughout the period of the letting.

3.3
The hirer undertakes to comply with all instructions relating to the hire of the Premises made by the School’s on-site representative.

GENERAL CONDITIONS

1.
The Hirer and Guarantor, who both must be over the age of 18 years, must sign the application form.  The premises hired shall be used only in accordance with the conditions agreed when written Confirmation of Hire has been made by the School. The hirer may not transfer the hire to any other person, or group, or assign or sublet any part of the premises, without the prior written agreement of the School.
2.
Payment for hire must be paid not later than 7 days prior to the date of proposed use, remittances to be sent to the School.

3.
The hirer shall be entitled to cancel the proposed letting and to the return of any appropriate fees paid to the School if written notice is received by the School at least seven days prior to the proposed date of letting. If written notice is received by the School less than seven days prior to the proposed date the letting, fee shall not be refunded. An administration fee may be charged. If the School cancels any letting the fee shall be refunded.

4.
The School reserves the right to:​

a)
cancel the letting at any time without reason and, in such event, shall not be liable for damages or otherwise in respect of such cancellation [the School will endeavour to find suitable alternative accommodation].

b)
cease the letting if the hirer fails to comply with the fire and health and safety regulations
c) relocate lets depending on need and circumstances and alter times where necessary.

5.
The hirer shall not assign or sublet the premises or any part of the premises.

6.
Authorised Officers of the School may enter the premises at any time for any reason during the period of hire.

7.
The hirer is responsible for the area of the premises hired and access and egress routes for the period of hire.

8.
It is the responsibility of the hirer to ensure that the accommodation used is left in a clean, neat and tidy condition. If in the opinion of the Caretaker the premises are not left clean the Caretaker will clean the premises and the cost will be recovered from the hirer.

9.
When classrooms are hired for use the hirer will be responsible for ensuring that pupil’s property, work and school equipment is not interfered with in anyway.
10.
Any damage, litter or disorder upon your arrival to the premises should be reported to the Caretaker on site and later to the Department of Education Services.

11.
When you specify the time required on the application form please include the preparation time and clearing up time you require.

12.
The premises may normally be used between:​

5.00 p.m. to 10.00 p.m. Monday to Friday inclusive

9.00 a.m. to 11.00 p.m. Saturdays/Sundays
 (subject to variation)

13.
The School’s code of conduct for staff forbids employees from accepting cash from individuals or organisations. Please ensure that no such offers are made to School staff as refusal to accept may cause offence. Any small gifts of appreciation may be passed to the appropriate member of staff via the Headteacher of the School or the Education Department.

14.
No intoxicating liquor shall be included in the refreshments available at any function held on the premises without prior permission of the Governing Body and the application form signed duly requesting this permission. The hirer shall not sell intoxicating liquor on the premises without the written consent of the Governing Body.  The hirer shall previously obtain any necessary licences and approvals, which shall be produced to the School, who shall forward this onto the Council for consideration, prior to the date of hire.

15.
No adaptations, modifications, or additions may be made to any part of the electrical installations without previous consent in writing of the School and any alterations and additions as may be authorised shall be carried out in accordance with the directions and to the satisfaction of the School and shall be reinstated forthwith the expense of the hirer to the School’s satisfaction.

16.
No additional staging, curtaining or scenery may be erected without the previous consent in writing of the School and any such alterations and additions as may be authorised shall be carried out in accordance with the directions and to the satisfaction of the School and shall be reinstated forthwith at the expense of the hirer to the School’s satisfaction. All curtaining or scenery shall be rendered non-flammable. Stage scenery and other effects must neither be brought on to the Education Premises nor taken away while the premises are in normal use. Storage facilities cannot normally be provided. Any property not so removed by the hirer may be removed by the School’s storage charges being recoverable from the hirer.

17.
Bills of announcement of meetings or any form of advertising of forthcoming events taking place in the Education Premises may only be displayed on Education premises only by agreement with the Headteacher.

18.
All public announcements of any function or event for which the hiring is made and all admission tickets and other documents issued in connection herewith shall contain in a conspicuous position and the name and address of the hirer and the purpose of the event.
19. SITE SUPERVISOR AND RELIEF SITE SUPERVSOR  DUTIES IN CONNECTION WITH LETTINGS

The Site Supervisor/Relief Site Supervisor is the School Officer supervising your letting.


The Site Supervisor/Relief Site Supervisor is responsible for making sure before and at the end of the letting that:​

(a)
the premises are open at the agreed time as stated on the application form or subsequently approved by the School;

(b)
unlock the room(s) to be hired and check that the accommodation to be hired is in a safe and satisfactory condition for the organisation to hire. The security alarm system will be set to ‘local’ arrangements for the area(s) not being let;

(c)
to ensure the security of the site at all times while the letting is taking place. To regularly patrol the premises and monitor the entrance(s) being used. All other entrances will be kept locked and made suitable for means of escape purposes only;

(d)
to check the premises before and at the end of your letting (with a representative from the group), for damage and to ensure that the premises have been left in a clean and tidy condition;

(e)
where the same accommodation is hired by more than one group on the same day, to ensure that the accommodation is checked in between each letting;

(f)
to ensure, as far a practicable, that users of the site do not behave in a manner likely to cause injury to themselves or others or result in damage to the buildings or contents;

(g)
in the event of an emergency, telephone for assistance (.e.g. ambulance, etc.) and assist the organisation(s) on the school site;

(h)
to remain on the school premises throughout the duration of the let.
IMPORTANT NOTE


The Caretaker is not allowed to change the starting or finishing time of a letting or to change any of the Conditions of Hire without first seeking approval from the School Manager.

20.
HEALTH AND SAFETY

There will be NO SMOKING on School premises.
21.
Permission to use the premises will not be granted if in the opinion of the School it is likely that the occupation would create unreasonable disturbance or inconvenience to the residents in the neighbourhood or interferes with any existing occupation or with school activities.
22.
The hirer must secure the preservation of the law and order and take all reasonable steps to prevent injury, loss, or damage to any person or property on all occasions during the hire.

23.
The hirer must arrange for an adequate number of responsible stewards to be present throughout the period of hire to assist in the preservation of order. At no time during the hiring may the number of persons present exceed the maximum stated in the application form or stipulated in the acceptance.

24.
The hirer is responsible for arranging any first aid provision for their organisation’ s members whilst on the premises.

25.
Where permission has been granted to enable the premises to be used for the purposes of a youth organisation no member of the organisation may enter the premises unless the hirer (or deputy previously notified to the School) is present on the premises and members of the organisation may remain on the premises only as long as the hirer or their deputy is present on the premises.

26.
ADDITIONAL FACILITIES

The use or movement of school pianos is granted only on application to and at the direction of the Department of Education Services who shall be satisfied that any movement will be carried out by specialist piano removers, the hirers to pay the fees.

27.
Chairs and furniture may not be removed from classrooms or staffrooms without written permission of the Headteacher. Chairs located in halls are included in the hiring charge. Chairs must not be removed from the premises for use on playing fields or playgrounds unless prior approval has been obtained from the School.

28.
Design Technology, Food Technology rooms, Science Laboratories, Workshops, Staffrooms and other specialist rooms, excluding the Gymnasium, are not normally available for use by the general public and any such use will be granted only in certain circumstances at the discretion of the School Manager who will ensure that such use, when granted, does not impair the efficiency of these rooms or their normal purpose.

29.
The use of school Gymnasium/Fitness Studio and equipment will be granted only at the discretion of the School and subject to a qualified ‘instructor’ (particularly in the case of the Fitness Studio) being present to ensure the safety of users and that the efficiency of these areas is not impaired for the school use.

30.
The use of school facilities, such as audio visual equipment, computer equipment, etc, is not allowed unless prior approved has been given by the School.

31.
The School must be advised if food will be brought onto the premises. Cooking is not permitted but by prior agreement, and only payment of a nominal fee, food may be re-heated in the ovens. The burners on top of the cookers may be used to boil water, sinks may also be used.
32.
The use of school playgrounds for car parking by hirers is subject to the approval of the School.  The parking of vehicles will not be permitted on any service road or approach drive where such parking would impede the easy passage of emergency services or obstruct resident’s driveways. If you require the use of a playground or playing field you must book this facility and state your reasons for use, i.e. breaktime, football practice, etc. A charge will be made for this use. Where organisations are hiring the playground for the sole purpose of parking (and permission has already been granted to you for use of other facilities on site) the charge will be waived.

33.
The use of school playground equipment is not allowed, without prior permission from the School.

34.
The use of preparation or material for the purpose of preparing a floor for dancing is not allowed as they may make the floor dangerous for normal use.

35. 
NUISANCE TO NEARBY HOUSES AND RESIDENTS
35.1
The hirer shall ensure no nuisance is caused to the residents of nearby houses by reason of the letting.

35.2
Noise, particularly music, shall be no more than as deemed reasonable by the School’s on-site representative.

35.3
The hirer shall encourage guests/visitors to the event to park vehicles in the parking areas within the School grounds and shall include a note on all advertisements and tickets for the event that there is ample FREE parking in school grounds, and that cars should not be left in adjacent roads. The School may call for evidence that this has been done before permitting a function to commence.
36.
INSURANCE COVER

Please ensure you indicate on your application form the accommodation that you wish to hire for insurance purposes.


The School has arranged adequate insurance for its property and public liability Insurance against injury, loss or damage caused to third parties or their property.


Public liability insurance must also be arranged by hirers to protect them against claims of this nature, which may be made against them by the School or other third parties.


Where the hirer is an individual or a non-profit making organisation, hirer’s public liability insurance cover is available through the School’s Lettings Officer. Commercial organisations will be required to provide evidence of such cover at the time of application.
37. COPYRIGHT AND PUBLIC PERFORMANCE LICENCES



The requirements in connection with the issue of Licences for public dancing, music or any public entertainment must be strictly fulfilled. The premises available for performances requiring a licence are the Hatch End High School. A copy of the licensing regulations can be obtained from the Department of Education Services. A hirer who is organising entertainment for children must have regard to the requirements of Section 12 of the Children and Young Persons Act 1933.

38.
No musical works in the repertoire of the Performing Rights Society may be performed in public on the premises except on payment to the Society of the appropriate fee, this fee to be paid in the first instance to the Department of Education Services. It is the responsibility of the hirer to ascertain whether works to be performed are in the repertoire of the Performing Rights Society. A list of works included in the repertoire is obtainable on application to the Secretary of the Performing Right Society Ltd., 29/3 3 Berners Street, London. W. 1.

39.
No lecture, play, opera, dramatic, musical or other work in which a copyright subsists shall be delivered or performed on the premises unless the consent of the owner of the copyright has been previously obtained by the hirer and all the necessary fees paid. No performance of any recording on disc or tape, etc., in which any copyright subsists shall be given on the premises unless the previous consent of Phonographic Performance Limited, 1 Upper James Street, London. W1R 3HG. Telephone Number 0207 534 1000, or other owner of the copyright has been obtained by the hirer and all necessary fees paid. The hirer must make his own enquiries as to the existence of any such copyright as aforesaid.

40.
The hirer and guarantor shall indemnify and keep indemnified the School, from and against all costs and claims and demands, which may be made against the School for any breach or infringement of copyright.

41.
The use of a film projector with non-flammable films may be permitted subject to the approval of the Department of Education Services of the type of projector and to any conditions prescribed by the School and other appropriate authorities as precautions against fire and panic.

42.
ADMINISTRATION FEE

In the event of an amendment/alteration] cancellation to the hire agreement, by the hirer for the day of hire, an administration fee of £20.00 will be charged.

43.
DEPOSITS


A deposit may be requested for certain lettings. The deposit will not be returned should a breach of any term or condition or cancellation of the letting by the organisation. The School reserves the right to retain the deposit for any damage/loss/cancellation/ amendment/alteration.
44. SAFEGUARDING


Where the booking relates to the provision of services to children and young people on a regular basis (for example dance classes, weekend school) we require assurance that the body concerned has appropriate policies and procedures in place in regard to safeguarding children and child protection. This may include expecting the hirer to provide copies of the relevant policies, a copy of any Registration document (see Section 45) and confirmation of any CRB checks in place. Any breach of safeguarding procedures will lead to the termination of the booking

45.
HARROW INSPECTION UNIT (UNDER 8’s TEAM)

Guidelines about the Registration of Day Care

The purpose of these guidelines is to provide advice and information to people who are considering opening a Day Care facility in the London Borough of Harrow. The Registration and Inspection Unit (under 8’s Team) is responsible for carrying out this duty. The legislation for the registration of Day Care is set out in the Children Act 1989.

If you have children under 8 who attend classes run by your organisation and they are in your care in non-domestic premises for 2 hours or more per day you must by law be registered. To apply for registration you must contact the Registration and Inspection Unit on 020 8424 1948, between 9.00 a.m. and 11.00 a.m. Monday to Friday, and ask to speak to the Duty Officer.
A Brief Summary of

Entertainment Licensing Law

ENT 97
_________________________________________________________________________
In areas without a liquor licence, the occupier and organiser MUST obtain a public entertainment licence for all events open to the general public, with a significant amount of music, dancing, plays, film exhibitions, video showings, indoor sporting events held for the benefit of spectators. Note that talks, lectures and comedy shows are not considered licensable by this law. Private events ie not open to the public do not require a licence unless there is some private gain.

What is a private event? Examples include guests at an engagement party or some charity function only open to members of some bona-fide society. A simple legal test as to whether an event is open to the public is whether an ordinary person may gain entry. So if he or she can get in free, or buy a ticket on the door, or in advance then it is clearly not private. On the other hand, if entry is only to specially invited persons such as family and friends of the bride and groom, then it is considered private. Invites to everyone on a huge mailing list would not. Note that it doesn’t make any difference whether there is an entrance fee or whether tickets are sold on the door or in advance or admission is by programme.

If you have to be a member of a particular Club or Society to get in then further questions need to be asked. If you have to be proposed and seconded, vetted by a committee and apply with your annual fee at least 24 hours before membership is granted then it would be fine. If you can become a member by just paying an extra pound on the door then such devices may be considered by the courts as an illegal scam to try to evade the law and the event must be treated as a public one. Methods of advertising also help define the nature of the event - posters outside and adverts in the local newspaper suggest the event is a public one. Different ticket prices for members and non-members also shows that it is open to the general public.

Private gain? If an event is put on by a company or individual for profit then there is private gain and a licence is needed even if the event is not open to the public.

No private gain?  Events which make no profit. Events where all profits go to charity. Events where any profits go into the funds of a proper mutually owned club or society.

In areas with a liquor licence, you don’t need a public entertainment licence for events open to the public with music from recordings or a live session with one or two performers. Where admission is only open to a private audience then any kind of entertainment can be held without a public entertainment licence.

However the occupier and organiser MUST obtain a public entertainment licence for:

•
public events with live music from more than 2 performers in a session e.g. 5 piece band, karaoke sessions;

•
dancing in public by patrons and/or performers;

•
plays, exhibitions, video showings, indoor sporting events held for the benefit of spectators.

Any person concerned in the organisation or the management of that entertainment or any occupier letting the premises or permitting them to be so used (and knowing or having reasonable cause to suspect that such an entertainment would be provided) shall be guilty of a criminal offence and shall be liable on summary conviction to a fine up to £20,000.

Venues where music is heard by the public also need to obtain licences relating to the copyright royalties due to the performers, composers and publishers of that music. These are obtained form the Performing Rights Society (PRS 020- 7580 5544), the Phonographic Performance Licence (PPL 020- 7437 0311) and, for pop videos, Video Performance Limited (VPL 020- 7437 0311).

Liquor licence enquiries may be referred to the Licensing Justices at Harrow Magistrates Court 020- 8427 5146 or Mr Parsons, Licensing Officer at South Harrow Police Station on 020- 6733 3415.
