Appendix I: Publicity form

Information about School Facilities to Hire
	Name of school:


	

	Address including postcode:


	

	Website and e-mail of main

reception at school


	

	What Facilities are there available to rent and sizes of them. Are they marked out?


	

	Football pitch


	

	Hall


	

	Classroom


	

	Badminton Court


	

	Will the school be setting up equipment that is needed?


	

	Is the area disabled friendly


	

	Additional equipment available

(chairs and tables)


	

	Is car parking available?


	

	Is the kitchen available?


	

	Cost of hiring rooms and at what times? (Weekends/ weekdays)


	

	Are there any additional costs?

i.e. Caretaker, cleaning etc


	

	Contact name, tel: number and e-mail of caretaker of emergency contact –

Only write down work mobile if your site manager has one that the school supplies. If not just put school number.


	

	Regular or one off bookings wanted?


	


	Are the outside areas lit?


	

	Are there changing facilities?


	

	Are toilets available?


	

	Does the venue have a music licence?


	

	Does the Venue have a drinks licence?


	

	If the venue has any licence until what time do they run?


	

	Can the school be used in the half term and holidays


	

	Other useful information?


	


This form can be downloaded and adapted from:

http://www.salford.gov.uk/extended-schools.htm
