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[bookmark: _GoBack]LETTINGS APPLICATION FORM			LETTING NO………….

Note to applicant: Before completing this form, please carefully read the terms and conditions of letting.
Return completed forms to:	The Finance Manager, Oasis Academy Coulsdon, Homefield Road, Old Coulsdon, Surrey, CR5 1ES or email Robert.lund@oasiscoulsdon.org 

	Accommodation /  Facilities Required
	Purpose of hire
	Day of week
	Dates required
	Times required *

	
	
	
	From
	To
	From
	To

	









	
	
	
	
	
	

	
	
	
	
	
	
	

	
* Please indicate times allowing for setting up and departure from the site. 

	Consecutive lets (10 lets or more)?  YES / NO

	
Special Requirements: Please specify details

Parking?

Please indicate if you wish the letting to continue through the Academy holidays:    YES / NO

Hirers using the facilities for commercial or business use, or for meetings organised by political parties must provide proof of adequate insurance to the Academy.


	
Name of applicant………………………………………………. Telephone No. (Office hours) ……………………….

Full postal address ………………………………………………………………………………………………………….

Email Address………………………………………………………………………………………………………………..

Name of organisation ………………………………………………………………………………………………………

Details of organisation………………………………………………………………………………………………………………….

Is the organisation a Registered Charity?  YES / NO            If YES state registration number…………………….

Is the organisation entitled to Concessionary charges?   YES / NO  (see definitions  in point 3 of Lettings Policy)
If so:      Community   YES / NO              Development   YES / NO

Is one-off Academy hirer’s liability insurance cover required?   YES / NO      
If YES, an additional 10% of the total let cost will be added to the invoice for this cover

I personally agree to be responsible for the fees charged in respect of this letting. 
I have read the terms and conditions of letting, and will observe them.

Signature of applicant:                                                                                              Date:                      


	Payment details 
(to be completed by the Academy)
	Premises Manager informed
	

	
	Caterers informed
	

	Deposit paid
	
	Safeguarding Policy received (T&C para. 3)
	

	Balance paid
	
	Constitution received (T&C para. 15)
	

	Security Deposit  paid
	
	Insurance checked and copied (T&C para. 36)
	

	
	
	Licences checked and copied (T&C para. 37)
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