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We believe that our school should be a centre for lifelong learning. The school wishes to be a valued part of the local community and is eager to encourage community use of its buildings.  Our school is also committed to safeguarding and promoting the welfare of children and expects all staff, volunteers and members of the community using its premises to share and abide by this commitment and expectation.

Governors’ Letting Regulations

The Letting rates will be reviewed annually. The School Business Manager will be responsible for the day to day administration of the Lettings policy and practice.  The Headteacher, School Business Manager and Governors have flexibility to negotiate charges where appropriate.

All Lettings are to be made with the School Business Manager using the appropriate booking form giving as much advance notice as possible.  Payment is to be made to Shalfleet or Yarmouth C.E. Primary School. School functions and events will always take priority over lettings.  Every effort will be made to inform users of dates when the premises will be unavailable. The school reserves the right to refuse lettings to applicants who have previously failed to fulfil the requirements of the ‘Conditions of Hire’ which is issued to all users. No lettings are allowed before 4pm Monday to Friday during term time.

Holiday Lettings are available subject to the building availability and cleaning schedules and at the discretion of the Headteacher. The school operates a strict NO SMOKING rule both inside and outside the building in line with Local Authority guidelines.The premises must be left in a clean and tidy condition.  In the case of this standard not being met, then a charge may be made to cover any necessary cleaning.  No school equipment will be used unless previously arranged with the School Business Manager.
Transfer of responsibility/duty

The Hirer shall indemnify the School Governors and Local Authority against all claims, demands, actions or proceedings in respect of any loss, damage or injury caused by or to persons which shall occur while such person is in 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.

The Hirer is responsible for providing adequate staff to secure the efficient supervision of

people or premises during the hiring, including:-

· Safe admission and departure of the premises

· Safe clearance of the premises in an emergency or fire

· The safety of the premises and the preservation of good order

Criminal Record Bureau Checks

If you run a club/group that involves children it is your responsibility that you and your

staff/helpers have had the necessary police checks carried out by the Criminal Records

Bureau. Please confirm with the School Business Manager that this has been done and is kept up to date.

Health and Safety

The Hirer is responsible for seeing that any equipment brought into school complies with all statutory safety requirements for that equipment (i.e. PAT testing) and for ensuring that the equipment users know the safety rules.

What to do in the event of a Fire

If you discover a fire raise the alarm by using the break glass alarm.  Dial 999 and alert the fire brigade.  If the alarm sounds during your function/meeting, please take the following action:-

· Everyone in school must leave the building by the nearest exit and gather on the large playground off the main school hall. It will be the Hirer’s responsibility to make sure that everyone is accounted for.

· The Hirer must notify the fire brigade. The telephone is in the school office (dial 9 for an outside line @ Shalfleet) DIAL 999
· No-one must enter the school building until permission is given either by The Hirer or the Fire Brigade.
Charges

The areas available to hire are – the hall, classrooms and the school field. 
If hirers wish to use specific school equipment, separate arrangements and charges will need to be agreed. Hirers are asked to use lights appropriately especially those in the hall during the summer period.

Standard Rates for hire of the hall for clubs run for children:

     Weekdays @ £5.00 per hour
     Saturdays @ £10.00 per hour 
     Sundays and Bank Holidays @ £10.00 per hour

Rate for hire of a classroom for clubs run for children

Weekdays @ £5.00 for up to two hours


Saturdays @ £10.00 for up to two hours


Sundays and Bank Holidays £20 for up to two hours

These rates do not include unlocking/locking by the Caretaker and an additional charge will be added depending on hours booked.

Lettings are exempt from VAT.

Rate for hire for other events – these will be negotiated with the School Business Manager
Cancellations of hire must be notified to the school at least 48 hours before the hire or the whole hire cost will be payable.

There will be discretionary rates for church events and local charitable organisation activities.

Insurance

In accordance with the LEA’s advice, the school has joined the central ‘Third Party Hirers’

Insurance Scheme run by the Isle of Wight Council.  The Hirer will be required to provide the school with a copy of their public liability insurance in order to avoid an additional charge of £2.50 for this insurance levied by the LEA.
Person/s to contact to make arrangements for a Letting.

Sarah Woodburn
Shalfleet Tel: 01983 760269 or email admin@shalfleetceprimary.co.uk
Yarmouth   Tel: 01983 760345 or email admin@yarmouthceprimary.co.uk
Governors’ Conditions for Hire of School Premises

All Hirers must read and agree formally in writing to fulfil these conditions.

1. The dates and times do not clash with any school use of the buildings.

2. There is a ‘No smoking’ policy in operation within the building and grounds.  Hirers must agree to abide by this rule and actively enforce it.

3 Users must show respect for school equipment and furniture.  No equipment shall be used except by prior arrangement and payment where appropriate.  No areas of the school may be used other than those specified in the hiring agreement. Appropriate use of lights will also be appreciated.

4 Hirers will be expected to pay for the repair or cost of any damage to equipment or building caused during the letting.

5 The premises/grounds must be left ‘as found’ at the end of the letting.  Litter should be removed from rooms and grounds.

6 Toilets to be used with cleanliness and hygiene in mind.  Facilities for the disabled are available.

7 Hirers should report to the School Business Manager any damage or breakage that takes place during the letting.

8 Hirers are particularly asked to do all they can to prevent walls and displays being marked, moved, spoilt or misused.  Any occurrence of this may lead to further costs being required or the cancellation of future letting.

9 Insurance – in accordance with the LEA’s advice, the school has joined the central ‘Third Party Hirers Insurance Scheme’ run by IWCC.  The Hirer will be required to provide school with a copy of their public liability insurance.

10 Hirers must provide their own first aid equipment and staff.

11 Cars and vehicles should be parked in designated areas only allowing access for emergency services to the buildings.

12 No fires to be sited anywhere within the school premises.

13 Hirers should point out to their members the appropriate procedure and exits in case of fire and familiarise themselves with fire extinguisher points.

14 The Hirer is responsible for the security of the building and its contents, and the safety of all occupants during the Let.  The Hirer must ensure that they check that all windows and doors including fire doors are securely locked.

15 Hirers are not allowed to sub-let or to share the premises with anyone else.

16 The Letting must be for lawful purposes.

17 Hirers should be sure to apply and communicate any relevant Health and Safety information to their members.

18 Any children present at a lettings function shall be properly supervised by adults, parents and/or organisers present.

19 All applications for hire of the facilities must be made in writing.

20 The school reserves the right to refuse lettings to applicants who have previously failed to fulfil the requirements of the ‘Conditions of Hire’ which is issued to all users.

Organisations who wish to advertise events in school need to contact the Headteacher or School Business Manager first.  Hirers should be aware of the legal requirements for lotteries and prize draws and make separate arrangements for obtaining any licences for consumption of alcohol or music performances if the school has given permission for these.
The Federation of the Church Schools of Shalfleet and Yarmouth
Achieving Together for a Brighter Future

[image: image1.png]



PRELIMINARY LETTINGS REQUEST FORM

	NAME:


	ORGANISATION:

	ADDRESS:


	DATE REQUIRED:

START TIME:

END TIME:



	TELEPHONE NUMBER:


	I WISH TO BOOK THE (PLEASE INDICATE)

□ SCHOOL FIELD                     □ SCHOOL HALL

□ LIBRARY                                □ CLASSROOM

□ KITCHEN



	EVENT:


	ESTIMATED NUMBER OF PEOPLE ATTENDING:




IS THE CARETAKER ABLE TO LOCK/UNLOCK AND ATTEND?
□ YES

□ NO

Signed ……………………………..

AMOUNT TO BE CHARGED?    £

BOOKING AGREED BY ………………………………… Signed by SBM/Headteacher
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The Federation of the Church Schools of Shalfleet and Yarmouth

Booking Form
I have read and noted the information set out in the Lettings and Charging Policy, including the Governor’s ‘Conditions For Hire’ and ‘Lettings Regulations’ and agree to fulfil the requirements made. I understand that additional charges may be made for breakages or damage caused by my hire of the premises.

	Signed:
	
	Position:
	

	I wish to book the:

(please tick)
	(For costs please see page 3)

	School Hall:
	
	Library:
	
	Classroom:
	


	Organisation:
	

	Contact Name:
	
	Tel No:
	

	Address:
	

	
	

	
	
	Post Code:
	

	Date Required:
	

	Start Time:
	
	End Time:
	

	Event:
	
	No of People:
	

	Purpose for hire:

(please tick)
	Social
	
	Commercial
	

	Other (please state):
	


Signed………………………………………………………Name……………………………………

Please enclose a copy of your public liability insurance with this form.

[image: image3.png]



The Federation of the Church Schools of Shalfleet and Yarmouth

Acknowledgement of booking

This is to confirm your booking for:
School Shalfleet or Yarmouth (delete as appropriate)

	School Hall:
	
	Library:
	
	Classroom:
	

	Date Required:
	

	Start Time:
	
	End Time:
	

	Event:
	
	No of People:
	

	Purpose for hire:

(please tick)
	Social
	
	Commercial
	

	Other (please state):
	


	Please detail any other information i.e. number of chairs required etc.
	

	Details of cost breakdown:
	

	Regular bookings will be invoiced on a  termly basis

	Single bookings – payment in Advance is required on receipt of invoice.

	Signed:
	

	Dated:
	


