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Bookings are made by signing up at leমngs@olchfa.org.uk  

Hirers can check availability and submit block bookings (bookings up to the end of the 
current Summer term) via the new website.  

Booking requests are made by compleঞng the booking form. Please note; once you 
start the booking form you have a 30 minutes window to complete your block 
booking. Please have your necessary electronic copies ready to upload; as follows: 

1. Coaching Cerঞficates 
2. First Aid Cerঞficates 
3. Public’s Liability Insurance  
4. Employer’s Liability insurance  
5. DBS Cerঞficates (hirers with Under 18’s or vulnerable adults) 
6. Safeguarding Policy (hirers with Under 18’s or vulnerable adults) 
7. Risk Assessment (your own or there is a Template in Policies and 

Guidance which you can complete and upload)  

Sign up to create your new account;  

 

Once your account is created you simply need to login and enter your booking details 
and click check availability. 
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If your account is locked (due to 5 or more login a�empts to login in) this will unlocked 
a[er 30 minutes. You will then be able to re-enter your original password or reset 
your password. 

To make a booking 
From the main page you can click ‘Reason for Hire’ or click on the ‘Book Now’ 

 

 

‘Book Now’ will take you to the following screens.  

 

Select your date; select the iniঞal date, start and end ঞme and click ‘Book’.  

A[er you select Book, you can enter your full block booking by selecঞng; for instance 
weekly on a Wednesday at 5pm – 6pm un l an end date of the 30.03.26. Block bookings 
can be completed up unঞl the end of the Summer term. 
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If any dates are highlighted in red, these dates are not available (due to Half Term 
Holidays, Open Evening, etc). Please delete these dates from your booking request. 

If you are booking less than 4 sessions, you will have a standard rate price. For 
bookings of 4 or more sessions, you will be eligible for a reduced rate. 

Click Con nue Booking 

For less than 4 sessions, your booking will look like this and will be invoiced at the end 
of the current month. Block bookings will be invoiced monthly (on the 28th of the 
month). Invoices are to be paid (in advance) by the first of the month. 

 

For the more than 4 sessions, as follows: 

Important: once you reach the below ‘Booking Reference’ screen, you need to select 
‘Pay as Go’ to ensure that you are invoiced monthly for your booking. Not selecঞng 
‘Pay as you Go’ would result in you being invoiced for the whole of your block 
booking. 
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Booking Form 

Once you start your booking form you will have 30 minutes to upload all the documents 
menঞoned above. You can upload more than one document on each request. Please ensure 
that you have agreed to the T&C’s of your booking.    

 

Once you have completed your booking form, please check and submit your booking. 

 

Once your request has been submi�ed, the Finance office will review and approve 
your request or reject it if the faciliঞes are unavailable.  

From your Dashboard you can access, review, confirm or cancel your upcoming 
bookings, please view your invoices via the Finance tab. If you have more than one 
team account, you can Switch accounts from the top le[ of the dashboard. 

Please note, our T&C’s can be referred to here h�ps://leমngs.olchfa.org.uk/terms-
and-condiঞons along with all of our general policies and guidance for making a 
booking at Olchfa here h�ps://leমngs.olchfa.org.uk/policies 

Please direct any queries to the Finance Office via leমngs@olchfa.org.uk or contact 
the Finance Office on 01792 534300 select opঞon 4 for Finance. 

 

 

 

 

 

 


