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FREQUENTLY ASKED QUESTIONS:

Please Note:  Smoking and the use of any type of chewing tobacco are strictly prohibited anywhere at Oakington Manor School and this rule includes the whole of the school site, both inside the buildings and outside in the playground and car parks, etc.
Q.        Hall viewings:  Who do I contact when I want to view the halls?

A.        Viewing is by appointment only and can be arranged by contacting 
           the Lettings Manager on tel. no. 0208-795-7517.Please do 
          not contact the school caretakers directly. 
           A school caretaker will accompany you when viewing our halls           

            and can usually answer all of your queries.  Please do not pass  

            on instructions or make any requests to the caretakers regarding  

           hall hire, as this can lead to mistakes and misunderstandings;  

           the caretakers are not responsible for organising a function.
N.B.     At Oakington Manor School there are two halls that are hired      

           on a regular basis for private functions:
· Main Hall with dividing doors located down the centre (can be left open or closed, as a client wishes) and covered patio area outside.
· Sports Hall which is fully carpeted for functions. 

Q.        Main Hall: How many people can be accommodated?
A.        400-450 people at round tables, including a stage and serving  

           area, or 800 people in rows, theatre-style, including a stage.

Q.        Sports Hall: How many people can be accommodated?

A.         750+ people at round tables including a stage and serving area,  

           or 1,000 people in rows, theatre-style, including a stage.

Q.        Parking facilities?
A.        There is space in our main car park for 200 vehicles and when 
           needed we have space for a further 200 vehicles. 
  N.B.     Parking is provided in our school car park at drivers’ own 
             risk. 

           Parking is not allowed on the school playground, apart for 
           Unloading, after which vehicles must be moved to the main 
           parking areas. 
Q.        Times for setting up a function?
A.        The earliest time available is 7.00 a.m.

Q.        Latest time allowed on site?
A.         1.00 a.m.  By that time clients are expected to have cleared away  

             and completely vacated the site, including the car parking areas; 
             therefore, guests should leave the hall by 12.30 a.m. at the

 latest, but please check the timings with lettings office as it 
            varies weekdays and weekends according to our Licence.
Q.        Extra hours, etc. - Who do I contact to arrange these?

A.         Please contact the Lettings Manger on 0208-902-2871 Opt. 2
            Or 07925050394 and not the caretakers, as they do not have      
            The authority to decide these matters.  

  Q.         Preparation for a function and clearing away at the end? 
  A.         Catering/kitchen preparation, arranging tables, decorating before   

              and clearing away after a function are the client’s responsibility, 
             to be completed during the ten-hour hire, unless extra time is 
             pre-arranged with the Lettings Office.
Q.        Kitchen use: Can caterers use the school kitchen?

A.        Yes they can use the kitchen gas range and the oven underneath;  

            however, all other equipment, e.g. food mixer, dishwasher, etc. is 
           not available for use.  Caterers must also provide their own 
           cooking utensils, etc. 

            Frying: No frying is allowed on the gas range in the school 

            kitchen.  Large batch frying is done in a special unit to the rear  

            of the main kitchen and caterers need to provide their own gas 
            and burners.  

           Small batch frying can be done in the main kitchen, but only in 
            small ‘PAT’- tested electric fryers provided by a client’s caterers. 
N.B.     Clients are responsible for ensuring that the kitchen is left 
           clean at the end of every function, ready for school use the 
           next day, or the next function.

Q.        Refrigerator availability?

A.         Yes. A refrigerator and freezer are provided for each function, 
            and cold drinks may be delivered the day before, at a pre-
            arranged time, at the hirer’s own risk.

Q.        At the end of a function?
A.         Clients will be provided with bin bags in order to remove rubbish 
            from the hall and food waste from the kitchen. All rubbish must be 
            removed from tables, together with decorations and table cloths; 
            the caretaker will inform you where to place the bin bags. 

           Clients are required to stack the chairs, but not the tables.  

           Clients are not expected to clean floors; however, the kitchen 
           surfaces and gas range are to be left clean.
           Stage size & double bookings: 
            In the hall hire price, each client is provided with the option of a 

            stage measuring 16 ft. x 8 ft. which can be located wherever a  

            client wants.  There is no discount for clients who choose not to use 
                a stage.

           On occasions when both halls are hired on the same day, each 
            hall will be provided with a stage measuring 16 ft. x 8 ft.  If larger 

           stages are required, then the extra stage units will be provided 
           on a ‘first come, first serve’ basis.  The school has a limited 
            number of stage units and is not obligated to acquire extra units 
            for the second client, should that client also want a larger stage.
           A 16 ft. x 8 ft. stage is large enough for a top table seating six  
           people, or six musicians, or a DJ and his equipment.  

Q.        Music: How loud and for how long? 
A.         Each hall is fitted with a noise monitor, like many other publics      

            halls.  At the beginning of a function the caretaker will explain to  

            the musicians, or DJ how the monitor works.  The monitor is fixed 

            to ‘Disco’ level – 92 decibels.  Any music about 92 decibels will 

            activate the automatic cut-off on the monitor. 
            Music needs to end by 12.00 midnight in order for everyone, 
            including guests and organizers, to quit the school building and 
            car parks by 1.00 a.m. 

Q.        Alcohol allowed?
A.        Yes; however, if alcohol is to be sold during a function then a 
           one-day personal license is required.  This is obtained from the 
           'Health, Safety & Licensing Department', Brent Council on 
            Tel. 0208-937-5359, Fax. 0208-937-5357, email:hsl@brent.gov.uk


Alcohol can be served until the times in Licence, ask lettings

             Office.    
Q         Balloons:  Can we use helium-filled balloons?       
A.         Yes, but not in the Main Hall if the skylight or blinds are to be  

            opened.  Stray balloons can damage the electronic mechanism 
            operating the skylight windows and blinds.

Q.        Candles:  Can lighted candles be placed on the tables?

A.        Yes, as long as they are floating in bowls of water; however,
  N.B.     Lighted candles and helium-filled balloons may not be used 
             on the same table, due to the risk of fire.
           Mandaps:

Q.        Can a ‘mandap’ be placed on a school stage?

A.         For Health & Safety reasons we no longer recommend that a 
            mandap be placed on a stage.  Any client insisting on this will be 
            required to sign a disclaimer form releasing Oakington Manor 
            School from all liability in the event of injury to any person(s) 
            and/or accidental damage, caused by individuals or equipment 
            falling from the stage.

            Clients choosing to place a mandap on a stage will require the 
            school's larger stage measuring 12ft. x 24ft. 

            Damage to school property by mandap providers, caterers, or any 

            other 'third party' brought in by a client, is the client’s 

            responsibility and Oakington Manor will seek compensation from 

            the client and not from any ‘third party’.  The cost of repair, or  

            replacement will be deducted from the client’s deposit.
           Clients are not allowed to personally attempt repairs, etc., or 
            arrange for trades people to make good any damage to Oakington 
           Manor School property.

           Other facilities include:

· For all weddings, rooms are available for dressing and photography.

· Full disabled access.
· Children's play area.
