NENE VALLEY PRIMARY SCHOOL

LETTINGS POLICY

1. It is the policy of the Governors that some School Premises and Facilities shall be available for use by outside bodies at the discretion of the Headteacher subject to their being not required for any organised activity within the school and consistent with the school ethos.

For the purposes of this policy the premises and the facilities will be referred to as the facilities.

It is a basic principle that the Facilities are provided for use in the normal educational and extra curricular life of the school, hence any use by external bodies, groups or individuals, will always be of a lower priority than any internal use.

2. For the purposes of this policy, the use of the Facilities by organised bodies formed with the sole purpose of supporting the School will be deemed to be use by the school itself.  Use by any other bodies associated with the School e.g. Clubs, Associations, etc will be deemed to be use by external bodies.

3. The use of the facilities by the School will normally not be subject to any charge.  Use of the Facilities by external bodies will always be subject to the charges detailed in the Appendix attached.  The charges detailed will be reviewed annually by the Finance Committee.

The exception to no charges for use by the School will be at the discretion of the Headteacher and Finance Committee, for example, this would be where Caretaking needs involve significant overtime payments.

4. The booking of all use of the Facilities, both by the School and external bodies beyond those scheduled by the School Timetable and Calendar will be the responsibility of the School Administrator. Once a signed application is received, written confirmation of a subsequent cancellation will be required in order for return of any payment received.

It is the responsibility of all individuals organising events not scheduled but which involve the use of the Facilities, to submit a Letting Application in good time.  If notification is not received sufficiently far in advance it is liable to result in the Facilities requested not being available for use.

5. Upon receipt of a Letting Application and appropriate payment the School Administrator will inform the person making the request that the booking is confirmed or otherwise.  Where requests are made by external bodies not known to the School, a deposit of 25% of the estimated final invoice will be required before booking can be confirmed. 

6. The Secretary or the Headteacher will inform the Site Manager of the specific needs of the booking.  The Site Manager will safeguard the Facilities of the School by all reasonable means during any hiring and will immediately report any damage incurred. Hirers will be responsible for providing his/her own stewards for the event, ensuring that  smoking  is not allowed anywhere on the premises and for any breaches of copyright, performing rights and the Betting, Gaming and Lotteries Act. irersHHirers
7. Following the Hiring, an invoice will be raised for the charges incurred plus any additional damage charges.  “Damage” will include the causing of unreasonable cleaning requirements following a hiring and/or charges for the satisfactory repair or replacement of school property. The Site Manager will survey and note the condition of the premises / facilities with the hirer at the end of the event. Invoices should be settled within 30 days and legal action may be taken to pursue the debt.

8. The Site Manager and / or Head Teacher have the right to put a stop to any hiring if, in their opinion it is not being properly or safely conducted.
NENE VALLEY PRIMARY SCHOOL

LETTING APPLICATION

Please complete this form clearly in block capitals

Name




……………………………………………………………………….

Address



……………………………………………………………………….






……………………………………………………………………….






……………………………………………………………………….

Post Code



……………………………………………………………………….

Telephone Number – Daytime
……………………………………………………………………….

                                - Evening 
……………………………………………………………………….

Organisation (if any)

……………………………………………………………………….

Facilities Required


……………………………………………………………………….

Nature of Function 


……………………………………………………………………….

Date(s) required


……………………………………………………………………….

Hours Required


……………………………………………………………………….

(Please allow set up and clear up time)

Date of Application


……………………………………………………………………….
I certify that I am not less than 18 years of age and accept responsibility for the observance of the Letting Conditions, and that I agree to pay on demand the lettings charge hereby incurred.

I hereby indemnify the Governors of Nene Valley Primary School
and the Education Authority against all claims in respect of injury, loss or damage, (including school property) arising from this letting.  In requiring this undertaking the Education Authority does not seek to absolve itself from liability as owners / occupiers of the premises.

Signed



……………………………………………Date …………………..

Name (block capitals please)
……………………………………………………………………………

Cancellations

We require 48 hours notice for cancellations or the full fee will be charged.

We reserve the right to charge an administration fee for cancellations.

For further details please contact the site officer or school administrator
Office use only

  Day / time:


  Price: 

  To start:                                                                        Signed:

NENE VALLEY PRIMARY SCHOOL
LETTING CONDITIONS

1. The room normally available for general hire is the Hall.The Hall is suitable for social events, rehearsals, large meeting, etc.  One toilet is available adjacent to the Hall. 

2. Hirers must leave the premises in the same condition as they are found.  This refers to furniture, fittings and general cleanliness. 

3. All external door and windows must be secured, electrical appliances and lights turned off at the end of a hiring. The Site Manager is responsible for setting the alarm.

4. Cleaning of the premises is to be carried out by the school personnel and the hiring fee will normally include the cost of cleaning up afterwards.

5. The Site Manager must be present if the general public are to have access to the premises.  If the hiring is for a private meeting or gathering with no access to the general public, then the Site Manager will normally unlock and lock up only.

6. The hirer will be responsible for the premises in the event that the Site Manager is not required to be present, but will be responsible to the Site Manager if he is required to be present. Bookings can only be confirmed where an appropriate deposit has been made.
7. The hirer must sign a letting agreement form after agreeing to the conditions of hiring including a statement of costs.

8. Any damages to the premises, facilities and equipment, will be paid for by the hirer. 
Please note that stiletto heels are not permitted on the hall floor.
9. No access to classroom areas will be permitted.

10. There is no drinking, music, dancing or singing licence and the hirer must apply for temporary licences to the City Council and the Local Magistrates respectively.

11. The school is a “No Smoking” area.  No Smoking will be allowed on the premises, including the external areas.

12. The hirer must visit the premises prior to the letting in order to familiarise themselves with the premises.

13. Refuse bins will be provided and rubbish should not be placed elsewhere.

14. The school accepts no responsibility for any loss or damage to property left on the School premises after the hiring.

15. The hirer must not block any exits nor place obstructions on the corridors.

16. Additional lighting or extensions from existing lights must not be used without prior consent from the Site Manager.

17. Any electrical appliances used by or on behalf of the hirer must have been checked for electrical safety.

18. No fixings should be attached to the walls or floor, but the fixing of additional material to the walls or floor can be carried out by arrangement with the school.

19. The hirer is not permitted to sub let the premises. The premises can be used only for the purpose outlined in the application.

NENE VALLEY PRIMARY SCHOOL

PREMISES LETTING CHARGES 2006/7

RATE A – community functions / staff private hire etc.

Facilities
Minimum 2 hours


Evening/Sat


Sunday

Hall and toilet




£15 per hour/part of hour
£30 per hour/part of hour
RATE B – Commercial or private hire

Facilities  
Minimum 2 hours


Evening/Sat


Sunday

Hall and toilet




£25 per hour/part of hour
£40 per hour/part of hour
Outside facilities     

Field





£15 per hour/part of hour


Includes locking, unlocking and cleaning.

Rates apply to normal conditions of cleaning.

We reserve the right to make an additional charge if there is extra work to be done.

Insurance

Hirers are responsible for ensuring their own insurance arrangements are in place.
