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APPLICATION FOR HIRE OF MOSS HALL SCHOOLS FEDERATION PREMISES

Please return to: 	Mrs T Patel
Moss Hall Junior School, 
Nether Street, Finchley, N3 1NR 
Tel: 020 8445 7965
Email: lettings@mosshalljnr.barnetmail.net

Thank you for your recent enquiry.  To secure your booking please complete the form and return to the school office with your £150 deposit.  Cheques should be made payable to MOSS HALL JUNIOR SCHOOL.    

	SECTION 1: DETAILS OF PERSON(S) HIRING PREMISES               



	Name of Applicant:

	(INVOICE WILL BE ISSUED TO THE PERSON NAMED HERE):


	Name of Organisation
	

	Address:
	

	
	

	
	

	Contact Number(s):

	Daytime


	
	Mobile:  

	Email Address:
	

	Function Date:
	

	Function Type:
	

	Start Time:
	

	End Time:
	

	No. of People Attending:
	

	Indemnity Deposit
	£150 CASH/CHEQUE  See Terms & Conditions of Hire.

	Admin. Fee
	A £25 fee applies for any changes to booking after invoice has been raised.

	Late Payment Fee
	See Section 4 of the Terms & Conditions of Hire.

	Late Finish
	If the premises have not been vacated by the specified finishing time a minimum charge of one HOUR will be charged.  E.G. If a booking specifies it will finish at 5.30pm the school must be vacated by 5.30pm.



Lettings Pack MHSF 
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SECTION 2: LETTING REQUIREMENTS: 

	FACILITY/IES REQUIRED
	Start Time
	Finish Time
	Number of Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



· Indemnity insurance is 10 % of the letting fee.
· Please see Terms and Conditions regarding use of School Kitchen.
· A site supervisor will be on site for the duration of the letting.  
· For lettings with 150+ attending a 2nd site supervisor is required for the duration of letting. Total number attending must not exceed 180 in the main hall or 100 in the dining hall at any one time.  Please see hire rates for cost of 2nd site supervisor

	Do you require Public Liability Insurance? Yes………. No……….

	If NO: Then a copy of your organisation’s own Public Liability Insurance must be attached with this application. 
Please indicate date insurance expires……………………………….……………………. 
Please refer to our ‘Conditions of Use’. 

For Regular Hirers - Will all persons be bona fide members of the organisation? Yes…... No…... 
If NO : Please refer to our ‘Conditions of Use’ within the hire pack.



	ALCOHOL cannot be consumed on school premises without permission of the Headteacher or Business Manager.

A   If you wish to bring alcohol into the premises for the sole use of your private function please indicate by ticking the box: 




B   Are you intending to sell alcohol, please tick Yes ........ No....... (If YES, you must apply to Harrow Local Authority (Licensing Department) for a Temporary Event Notice (you will to need apply at least 10 working days before your event) A copy of this notice must be provided to Moss Hall Schools Federation before your event can take place. 
(If box ‘A’ is ticked, then please ensure ‘B’ has been ticked Yes or No. Please sign below, in both places, otherwise your application will not be accepted)

 I will not allow underage drinking to children under 18 years during the hire, on the School premises. 

In the event of any verbal or physical abuse to any member of the Moss Hall Schools Federation Staff by any persons attending my function, I understand that the Schools reserve the right to cease the letting and take legal proceedings. 

 I hereby acknowledge that I have read and understand the ‘Conditions of Use’ which I have retained and are available to leaders within my party, which solely govern the provision of all services supplied by the Authority and I agree to be bound by such conditions. 

Moss Hall Schools Federation reserves the right to cease the letting immediately if the hirer breaches the Conditions of Use

Signature of Hirer: ________________________________

Date: _____________________________




SMOKING IS NOT ALLOWED ON SCHOOL PREMISES



SECTION 3: CONFIRMATION OF ACCEPTANCE:

I have read and agree to comply with the terms and conditions of Moss Hall Schools Federation Hire Agreement. I understand that my deposit in full or part thereof will be retained by the school if the premises are not left in a satisfactory condition or not vacated at the correct allocated hire time. I further agree to remove any rubbish in regard to my function from the school.

I agree to return my completed application form together with Public Liability form (or copy of insurance cover) by the stipulated deadline to confirm my booking. I understand if the appropriate forms are not received I may lose my booking slot.

I confirm that the total number attending the event is _____________ people and will not exceed 180 people in the Main Hall or 100 people in the Dining Hall at any point. 

Please make cheque payable to Moss Hall Junior School



Name: _______________________________		Date: ______________


Address: 

	


Signature: _____________________________
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