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Elm C of E Primary School

Lettings Policy

Policy of governors to let all or part of the school whenever possible provided that:-

a.
School has first priority

b.
Village organisations have second priority

c.
Interests of school in no way compromised.

Three classes of let - see attached list.


Full charge




Reduced charge




No charge



Lettings will generally attract a full charge.  Exception to this will be:-

· A letting directly connected with the school for example an Elm School Association event, which will attract no charge.

· A letting to a recognised organisation that serves the children of Elm School such as brownies or a dance class, which will attract a reduced charge. 

The level of charges will be at the discretion of the Head Teacher.  In the event of a disagreement a complaint could be made in writing to the Governing Body.  

All charges to apply from Monday to Saturday.  Applications for Sunday and Bank Holiday Booking to be considered on an individual bases.  All charges must include preparation and cleaning up time.  A charge will be levied by the Governors to make good any damage occurring as the result of a let.

Charges are:-




Full Charge



Reduced Charge



First Hour
Subsequent Hour
First Hour
Subsequent hour

Hall

     £15


£10

     £10


£6

Classroom
     £10


£6

       £8


£5

Staffroom
     £12


£6

     £10


£6

Field

      £6


£5

       £6


£3
If the Kitchen is required with any of the above bookings an extra £5.00 will be chargeable.

If the toilets are required with the field letting the classroom rates will apply. 
     

Conditions of Hire
1.
Smoking is strictly forbidden in all areas of the school building including the grounds.

2.
Applications for the hire of the hall or any of the rooms in the building must be in writing on the enclosed form.  The scale of charges and hours of letting are set out on the enclosed sheet.

3.
No booking is confirmed until both the school and the hirer have completed the booking form and agreed to the rules.

4.
The hirer may cancel a booking upon giving fourteen days' notice in writing.  If a hiring is cancelled within fourteen days of the date of the hiring the hirer will be liable to pay to the school governors the balance of the charge due unless other arrangements have been made. 


The school governors reserve the right by notice to the hirer to terminate the hiring at any time for reasons outside the control of the school governors and to return to the hirer any monies paid.  The governors shall not be under any liability to the hirer for any loss or damage he may sustain arising out of such termination.

5.
Under no circumstances will the school governors or head teacher accept responsibility for, or liability, in respect of any damage, theft or loss of any property, goods or other articles placed, deposited, brought into or left upon the premises either by the hirer, for his or her use or purpose or by any other person.
6.
Anyone entering or using the facilities does so at his or her own risk and the school governors and head teacher accept no liability in respect of any loss, damage or injury howsoever caused.  

7.
The hirer shall not assign the benefit or burden of the hiring or sublet the premises or any part thereof.


FACILITIES AVAILABLE

8.
The maximum number of persons allowed under the School’s public entertainments licence is 130 for dancing and 130 for seated shows.


SCALE OF FEES AND CHARGES


These are shown on a separate sheet enclosed with these papers.  


LICENCES

9.
The conditions attached to the public entertainments licence shall be duly observed.  A copy of this licence may be seen on application and the hirer shall be deemed to have had notice of all such conditions.

10.
No excisable liquor shall be sold, unless the relevant licensing conditions are adhered to.  
11.
The hirer shall not use the premises or any part thereof for a performance for which copyright subsists without the consent of the owner of the said copyright or in any manner infringe any subsisting copyright.

12.
If any part of the premises are to be used for purposes of gaming or games of chance of any description the hirer shall be responsible for securing that the provisions of the Betting, Gaming and Lotteries Act 1963, the Gaming Act 1968, or any subsequent amending Act are fully observed and complied with.


HIRER'S RESPONSIBILITIES

13.
The hirer shall repay to the school governors on demand the cost of reinstating or replacing or repairing any part or parts of the premises, including any of the furniture and fittings therein contained, which shall be damaged, destroyed, stolen or removed as a result of the negligence of the hirer or his invitees, servants or agents during the period of the hire.

14.
The hirer shall indemnify the school governors and Cambridgeshire County Council against all claims, demands, actions or proceedings in respect of any loss, damage or injury caused by or to any persons which shall occur while such person is in or upon part of the premises or arise from any accident or occurrence which happens while such person is in or upon any part of the premises or in respect of any loss or damage suffered or sustained by any person by reason of use of the premises by the hirer.

15.
Formal groups requesting a letting will be asked to produce evidence that appropriate CRB checks have been carried out.  

16.
Each group is responsible for providing their own first aid kit and trained staff.  

17.  
The cloakrooms will be in the care and custody or the hirer, who must provide his own attendants and be responsible for any loss that may occur.

18.
The hirer shall arrange insurance to cover the terms of the indemnity set out in clauses 13 and 14 above.


If no suitable insurance has been arranged by the hirer, the hirer may, on payment of an additional 12 ½ % of the hire fee plus 5%of the premium Insurance Premium Tax, effect this insurance through a policy arranged by the school governors.  Where a nil hire fee is agreed a minimum premium of £2.50 per booking will apply.


This insurance will include


a.
Public liability to a limit of indemnity of £1millon


b.
Damage to the hired premises by fire or explosion caused by the 
negligence of the hirer - no limit of indemnity.

c.
Other negligent damage to a limit of £25,000 with an excess of £50 on any one claim.


Please indicate clearly on the hire application from if this option is to be taken up.


PROVISION OF STEWARDS

19.
The hirer shall provide such number of attendants and stewards as may be necessary to secure the efficient supervision of the premises during the hiring, including:


19.1  the orderly and safe admission and departure of persons to and from the premises and the orderly and safe clearance of the premises in case of emergency;


19.2  the safety of the premises and the preservation of good order and decency therein; and


19.3  ensuring that all doors giving egress from the premises are kept unfastened and unobstructed and immediately available for exit during the whole time the premises are in use.


19.4 all stewards (be they employed or volunteers) must be instructed in their duties by the hirers and not by any agent of the hirers.


CAR PARKING

20.
Parking of cars must be restricted to the designated parking area.


GENERAL

21.
The governors reserve unto themselves and their officers, servants and agents a right of entry to every part of the premises at any time when duly authorised so to enter.

22.
The wearing of footwear of any kind which is liable to cause damage to the floor of the main hall is prohibited.

23.
Any extra cleaning costs if the premises are left in a dirty and untidy state will be recoverable from the hirer.

Elm C of E Primary School - Letting of School Premises

Under the terms of the Letting Policy drawn up by the Governors of the Elm C of E School, the charge for the letting you have requested is made up as follows:-

For the first hour

£________

For each subsequent hour
£________

or part of hour

These charges include preparation and cleaning up time.

Hiring organising or individual .............................................................................

Contact Tel. No. …………………………………………………………………

Purpose of letting .................................................................................................

Date of letting ......................................................................................................

Time of letting .....................................................................................................

Part(s) of Premises to be let ................................................................................

  
[image: image1.wmf]     Please tick the box if you wish to use the Insurance cover provided by                          
the School Governors.

 
(N.B this will incur an extra cost of 12 ½ % on the cost of the booking)

Total Cost


 £_________

See overleaf for Conditions of letting 

I have read the conditions of letting and agree to be bound by them.

I/We undertake to ensure suitable arrangements are in place in regard to the safeguarding children and child protection.  The school reserves the right to terminate the contract if you fail to have these arrangements in place and fail to take immediate steps to rectify this situation.  The termination of contract can take immediate effect without financial liability falling to the school.

Hirers signature ……………………………………………………………
Signed on behalf of the school  ....................................................................
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