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EXTERNAL HIRING OF ACCOMMODATION Kings Langley

Tel: 01923 262505
Fax: 01923 270958

ORGANISATION: CONTACT NAME:

ADDRESS:

ACCOMMODATION REQUIRED:
List available on reverse of this form

Date Required: Time: From To No. of persons attending

Nature of Function: Organiser:

Clients are responsible for providing third party liability insurance for their event

Accommodation
(A list of available accommodation is on reverse of this form) For office use only
Equipment Number
*A charge will be made v Required Charge £ p
Chairs
Tables
* Flipchart
* Caretaking
Other Equipment

ROOM LAYOUT REMARKS + VAT

Less Deposit
(in lieu of cancellation)

Invoice Total

ADDRESS OF INVOICE + CONTACT
(if different from above)

I have read and agree to abide by Rudolf Steiner School Terms and Conditions as overleaf and enclose a copy
of my Public Liability Insurance, which covers this event.

Signature: Date:

FOR OFFICE USE ONLY

ACCOMMODATION EQUIPMENT
v v
Booked on Timetable A copy of this form has been despatched to Caretaker
Confirmed Cleaning Services
Invoiced
Signature: Date:

Bursar/finance




ACCOMMODATION AVAILABLE FOR BOOKING

ACCOMMODATION/ROOM FORMAT MAXIMUM PERSONS RATE PER HOUR
PARTY/CONFERENCE SUITE Exam
Social 300 £60
Meeting 300
LONG ROOM Social 75 £30
Meeting 75
DINING ROOM Social 150 £35
Meeting 150
THEATRE COMPLEX Performance 450 £85
Other 450
EURTHYMY ROOM Formal 50 £25
Informal 50
CLASSROOMS (3 HOURS MINIMUM) 25 £15
KITCHEN £25
GYM Sport activities £7 per court (min 2 hours) Whole gym £3
POTTERY 20 £60 per half day £85 per full day
NOTES:
1. Bookings which need specific room layouts should have detailed requirements e.g. room plan
2. Enquiries relating to availability of rooms and provisional reservations can be made by telephone but the booking
is only confirmed on receipt of a signed booking form
3. The School has very limited car parking available, especially during term time
4. Cleaning is not included or provided for any event you are responsible for leaving the premises in a

good clean condition free of all rubbish

Terms and Conditions
Please read these condition carefully before returning booking form

1
2

3

9

10
11
12
13

14

15

16

17
18

19

20

21

22

The School reserves the right to refuse any application for the hire of accommodation.

A non refundable £100 deposit is required to confirm booking. An invoice will be sent immediately
after the event, payable within 7 days.

Cancellation without charge will be accepted only if given at least one month before the letting
otherwise 50% of the total will be payable to the school. Cancellation with less than 10 days
notice will result in full payment being charged.

If, after your event, the premises are not found to be left by the hirer in a good clean state,
including the removal of all rubbish, the £100 deposit will be retained for cleaning services
required and you will be invoiced for the full amount due.

All functions must end at the agreed time. Overruns will be charged at double the standard rate.
The school will not accept any responsibility or be liable for any injury, loss or damage to property,
equipment or personal belongings brought on to the premises (however caused).

Hirers are responsible for providing third party liability insurance for their event.

Section 71 of the Race Relations Act 1976: The hirer is obliged to comply with the act a) to
eliminate unlawful racial discrimination b) to promote equality of opportunity and good relations
between persons of different racial groups.

Any breakages or damage must be reported to the school representative on duty immediately, and
paid for.

Smoking is not permitted in any school building.

Alcohol may not be sold or consumed on the school premises.

No dogs are allowed in the school grounds or buildings.

The ‘host’ is the representative of the College of Teachers and any decision made by him or her
during the course of the letting shall be final.

It shall be the responsibility of the hirer to ensure that catering is provided in accordance with the
Food Hygiene Act (General Regulations) 1970. Further information can be obtained from the
local Environmental Health Office.

Under no circumstances shall music be played at a level, which shall create a nuisance in the
neighbourhood.

The hirer shall in no way interfere with gas, electricity or water or other services provided in the
buildings.

Emergency exits must be kept clear and accessible at all times.

No Nails or screws must be fixed to the floor or any other part of the building or any decorations
put up without previous written consent from the school.

The hirer must supervise parking and provide adequate supervision at the school entrance and
ensure that order is maintained during the letting.

Any furniture or other items of school property which are moved must be returned to their original
place.

The premises and grounds used shall be left clean, tidy and litter free after the letting, if this is not
the case all expenses incurred to clean areas used will be charged to the hirer.

The school reserves the right to terminate the hire agreement where complaints are received
about the conduct of the event or any of the above conditions are infringed.

The £100 will be deducted from your invoice provided the premises have been left in a good clean state if
this is found not be the case it will be retained for cleaning services required.



