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APPENDIX A: Sample Booking Form   

 

WOODBRIDGE HIGH SCHOOL 

 London Borough of Redbridge 

Application Form for hire of Education Premises:  

 

Purpose of Hiring: ______________________________  (Private/Public Activity) 

 

Date of proposed hiring: _________________________________ 

 

Proposed hours of hire:   From:  ________________  To: ________________ 

 

Details of accommodation/facilities required: 

 

                                WYNNDALE HALL/PITCH/SPORTS HALL/ CANTEEN/KITCHEN                 

 

Please state number of tables  _____ and chairs ______ required 

____________________________________________________________________  

 

Will a charge be made for admission?          Yes/No 

If hire is for purpose of fundraising, where will proceeds be donated to? 

Will there be alcohol at the function:            Yes/No 

Will the function be advertised and if so in what manner? ____________________ 

 

Total number to attend ____________ Number under 18 years: _____________ 



   

6 | P a g e  

 

 

All leaders are to provide DBS (CRB) details (if there are children below the age of 18 involved in the letting), a current 

proof of address and a copy of photo ID (passport, driving licence). If this information is not forthcoming, we reserve the 

right to refuse access to the site. The specialised sound and lighting systems are not included in the hire of the 

Wynndale Hall.  

                                                       Declaration 

I hereby make application for the use of the accommodation and facilities stated above and upon such application 

being granted, I undertake to pay in advance the fees and charges in respect thereof and to comply with the conditions 

contained in the Lettings Regulations.  I declare that I am over 18 years of age and that no personal profit will be made 

from the hiring.  Please note: all bookings require a refundable deposit of £200.00 which we reserve the right to retain 

in the event of any damage or a lengthy overrun of time. The premises must be vacated by 11.00 pm prompt on 

Saturdays and 5.00 pm prompt on Sundays. 

 

Full name of applicant (block letters) ______________________________ 

 

Signature: _________________________________ Date: ___________________ 

Society: ___________________________________ 

Address: __________________________________ Tel:  _____________________                           

               __________________________________    

               __________________________________ 

                

e-mail     __________________________________ Mob: ______________________ 

 

For enquiries, please contact Frank Gordon, School Business and Finance Manager (tel. 020-8506-5563). Please return 

this form, with the £200.00 deposit to the Finance Office, Woodbridge High School, St Barnabas Road, Woodford Green, 

Essex IG8 7DQ. 
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APPENDIX B: Terms and Conditions  

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 
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WOODBRIDGE HIGH SCHOOL: ACADEMIC YEAR 2025-2026  
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Policy Reviewer: School Business & Finance Manager 

Approval: For approval by F&GP Committee on 7th October 2025 

Date of Next Review: Autumn term 2028 
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