Wootton St Peter’s CE Primary School, Wootton Village, Boars Hill, 

Oxford OX1 5HP
Policy on the Hiring of School Premises

1. Use of school premises
The use of school premises is under the control of the Governing Body at all times, subject to the needs and approval of the Authority.

If the school has space it does not need for its own use, the Authority’s Premises Development Group, in consultation with governors, will determine whether or not it can be used to accommodate another education service, council, community or private sector user.  This will be outside the hire arrangements.  Any reimbursement of, or contribution to, running costs will be in accordance with LMS arrangements for non-school users or the terms of any licence or lease arranged by the Council with a community or private sector user.

No proposal to hire accommodation on a regular basis during school hours may be entered into without prior consultation with, and the written approval of, the Authority’s Premises Development Group.  This not only safeguards the Authority’s ability to meet needs for accommodation, but also protects the school from entering unintentionally into legally binding, long-term commitments.

The Governing Body will make accommodation available, free of charge, during school hours for activities arranged by the Authority to carry out its functions if the accommodation is not required by the school and the use does not involve additional cost to the school.  Such activities include public consultation, in-service training, meetings and emergencies.

Any proposal to hire accommodation is at the discretion of the Governing Body, who will consider the implications and consequences of hiring out the premises and any disruption or nuisance to the local community.  They must be assured that the purpose for which the premises are hired will not result in controversy, disrepute, legal action or disorderly behaviour.  Advice may be obtained from the Education Department, Premises Development Group.  The Governors will have regard to the desirability of the premises being made available (when not required by, or in conjunction with the school) for use by members of the community served by the school.

These hire arrangements do not apply to use of premises by Community Education.

The Representation of the People Act 1983 provides that candidates in local, parliamentary or European elections are entitled to the use of suitable rooms in a school to hold public meetings to further their candidature.

For after school clubs organised and run by the school where a member of the teaching staff is involved in every session, no hire agreement is required.  For clubs organised and run by another body or individual, a formal hire agreement must be entered into, even where no charge is made.  Such an agreement will include full conditions and will not be made for longer than a term at a time.

2. Responsibilities
Hiring procedures, arrangements and conditions (attached) are the responsibility of the Governing Body and are subject to review from time to time.  They will at all times incorporate all the advice, guidance and requirements of the Council in order to safeguard users, buildings, equipment and sites and cover the legal liabilities of the Governors and the Council in the event of an accident or damage.

The Headteacher acts as managing agent in applying procedures and taking bookings.  He is responsible for ensuring that the area, and any furniture or equipment, being hired is in a suitable condition for use.  It will be made clear what is or is not available for use.

In the case of the school kitchens, the Commercial Services should be consulted on any proposed hire arrangements.  They will determine whether a member of staff needs to attend to supervise or instruct on the use of equipment to protect both the users and the equipment.  If so, any charge will be passed on to the hirer.  Equipment to be used must be identified prior to the hire taking place.

All hirers will be given written details of emergency arrangements (including means of escape) and details of the location of an available telephone.

No smoking is allowed on the premises.

3. Insurance
All hirers must be covered by public liability insurance.  The school has taken out general cover for public liability through Oxfordshire County Council.

4. Charges
Charges are at the discretion of the Governing Body.  Charges will be at the full rate as specified by the Authority (attached) except in the case of a voluntary organisation, where a lower rate may be charged.  Charges will cover the additional heating, lighting and cleaning costs associated with an out of school hours activity.  I-n the case of after school club (for the use of school pupils only) there will be no additional charges made, other that public liability insurance cover, where necessary.  The hirer will be charged for any overtime payments to the cleaner in charge.

All income generated from the hire of premises will be retained in full by the school.

A cancellation charge may be made if the hirer cancels the hire at short notice or if the hire does not take place.

In the case of the school kitchens, any additional costs due to damage to equipment or fittings, or failure to clean the area properly will be passed on to the hirer.

Charges for hiring of halls and classrooms are usually exempt for VAT.  Hire of sports facilities may be subject to VAT in certain cases; it is the responsibility of the Headteacher to obtain detailed guidance if appropriate.
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WOOTTON CE PRIMARY SCHOOL – CONDITIONS OF HIRING OF PREMISES
1. Application for the use of the school premises must be made to the Headteacher on the attached form and must be accompanied by the appropriate payments in advance of the date on which the premises are required.  No booking will be confirmed unless payments are made in full at the time of application.  In the case of certain regular bookings, it is possible to make arrangements for payment to be made at agreed times.  These payments are not refundable if the hire is approved by the school and is then not used, but payments so made may be credited towards subsequent lettings at the discretion of the Governing Body.  A charge may also be made for cancellation at short notice.

2. The cleaner in charge cannot be required to undertake as part of his/her ordinary work for which he/she is paid by the County Council any work arising from the use of premises for purposes other than council purposes.  However, he/she is at liberty to contract specially with promoters of entertainment’s, meetings, etc. for the execution of work in connection with such activities, but upon the clear understanding that it forms no part of his/her employment by the County Council.

3. The time of hiring must be strictly adhered to and access to the premises for preparatory work in connection with the hiring must be covered by an extension of the hiring period.

4. Alcohol may not normally be consumed on the Council’s premises, but this restriction may be waived in special circumstances.  Permission for the consumption of alcohol must be obtained in advance from the Governing Body and the hirer must accept responsibly for compliance with the licensing laws.

5. If the premises are suitable and to be used for a dance, concert or stage performance, the hirer must obtain any necessary licence.

Leisure and Entertainment Licence: obtainable from the District Council.

Liquor Licence: obtainable from the clerk to the Magistrates’ Court.

6. The hirer must ensure that adequate supervision is available at all times and see that no unauthorised persons are permitted to enter the premises.  All security and fire precaution measures must be adhered to.

7. The use of the premises shall not be granted for any purposes that may appear questionable or which interfere in any way with the operational activities of the establishment.

8. The laying of any composition or other preparation on floors is prohibited.

9. No screws or nails shall be driven into the premises or furniture and no placards shall be affixed to any part of the premises.  Those responsible for the hire of the premises shall prevent anyone sitting or standing on the window sills, or standing on chairs, tables or equipment.

10. The hirer shall take good care of, and shall not cause damage or permit or suffer any damage to be done to the hired premises, or any part or parts thereof or any fittings, equipment or other property therein and shall make good and pay for any damage thereto (including accidental damage) caused by any act or neglect of himself, his servants, agents or any person resorting to the hired premises by reason of the use of the hired premises by him/her.

11. It shall be the responsibility of the hirer to satisfy himself/herself that the premises, furniture, fixtures and fittings are fit for his/her purpose.

12. The hirer shall undertake not to infringe any copyright and shall undertake to indemnify the Council against all proceedings, actions, claims and demands which maybe taken or made against the Council for any alleged infringement of any copyright.

13. Any piano must not be moved without the consent of the head of the establishment.

14. Smoking on school premises is prohibited.  Notices shall be displayed at all meetings and activities open to the public (including PTA functions) specifically forbidding smoking on the premises.

15. No advertisements or publicity material promoting smoking shall be displayed on Council premises.  Non-observance of this restriction may lead to termination of the hiring without further notice.  Any sums paid by the hirer shall be forfeited in such case.

16. The hirer agrees to pay the additional fee (included in the total charge) for public liability insurance arranged by Oxfordshire County Council, who undertake to effect policies of insurance providing the hirer with indemnity for all sums up to a maximum of £5,000,000 which the hirer becomes legally liable to pay as compensation arising out of accidental bodily injury and/or illnesses to members of the public or accidental loss or damage caused to property, not owned by the hirer, which arises out of the use of the premises.  There is an excess of £50.00 payable by the hirer for each claim.

17. Where public liability insurance cover has not been arranged by Oxfordshire County Council, the hirer confirms that insurance cover in respect of both the hirer’s liability to the public and their liability to the Council under the terms of this hire has been arranged with a limit of indemnity of at least £2,000,000.  A copy of the certificate of insurance must be provided to the head of the establishment before the hire takes place.

18. All means of escape, security and fire precaution measures, instructions and notices must be adhered to during the hire.  These are as follows:  In the case of emergency:

· Identify and use separate fire escape routes for each room and congregate on the school field.

· Maintain a register of members present at each session so that this can be checked once the building has been exited.

· Familiarise oneself as to the placement and type of fire equipment available.

· Inform school secretary (adjacent School House) and contact relevant emergency services from this address.

The burglar alarm security code will not be released to non-school staff.  Hirers will have to make arrangements for the cleaner in charge to secure the premises at the end of the sessions if these are outside normal working hours.

The hirer of the premises is responsible for First Aid.

WOOTTON CE PRIMARY SCHOOL

RATES OF CHARGES FOR HIRING OF PREMISES
Facilities



Basic plus hourly rate
Main Hall



Winter

£22.00






Summer
£11.00

Classroom


Winter

£16.00






Summer
£8.50

Playground


Hardcourt
£1.60 per hour






Field

£1.60 per hour

Use of kitchen


Cooking - £5.00 per hour

Use of piano


£5.00 per occasion

WINTER RATES:  1st November – 31st March

SUMMER RATES:  1st April – 31st October

All the above charges are subject to an addition of VAT at the standard rate (currently 17.5%) except Halls and Classrooms used for meetings, socials, dances and concerts, which are exempt.  In the case of occasional bookings of sports facilities, VAT is also payable.  However, extended bookings exceeding 10 will not attract VAT.

Notes:
The winter rates will apply if heating is required during the summer season.

The summer rates can apply during the winter season if hirers agree to have no heating.

Voluntary organisations may be charged at a reduced rate at the discretion of the Governing Body.
After school clubs and other private functions for the exclusive use of school community members, but run by non-staff members, will not be charged for the use of the school premises.  The only charges that apply will be for those hirers that do not have personal liability insurance to a minimum indemnity limit of £5,000,000.  In this case their own fees, as paid by club members, will reflect a small additional charge for public liability insurance, as arranged by Oxfordshire County Council to be passed onto the school.  In the case of private functions the school charges for the hire of the premises (in line with other local facilities).

Model Form 1

Oxfordshire County Council

Hiring of Council Premises

Applications must be accompanied by correct payment and should be made at least 21 days in advance to the Head of Establishment.  Applicants are advised not to make any arrangements regarding their booking until they receive a confirmation copy of this application.

	Wootton St Peter’s CE Primary School, Wootton Village, Boars Hill, Oxford, OX1 5HP



	Name of Hirer:



	Name and Address of Contact Person:  Jackie Uzzell (School Secretary), School House, Wootton Village, Boars Hill, Oxford, 01865 735643 (Evening: 01865 735020)

	Type of Use:                                                                                            Age Range:

(Public Event/Meeting/Vocational/Personal Event)



	Days and Date of Hire:


	No. of occasions

	Accommodation Required
	Times

From     -     To
	Rate per 

Session
	Rate per 

Hour 


	

	Hall


	
	
	(W) £22.00 or

(S)  £11.00
	

	Classrooms


	
	
	(W) £16.00 or

(S)   £8.50
	

	Kitchen if cooking
	
	
	£5.00
	

	Playground


	
	
	£1.60
	

	VAT has been charged where appropriate and is included in the total charge.  A VAT invoice may be issued, if required, upon separate application by the hirer.


	Total Hiring Charge

Public Liability Insurance (if applicable)

Unlocking/

Locking

up Fee

TOTAL
	£

10.00

	Cheques to be made payable to:                         Wootton CE Primary School
and attached to this application




I have read, and will ensure observance by persons using the premises of, the Council’s and Schools’ conditions of hire (copies to be retained by hirer).  I agree to be responsible for making good any loss or damage to the premises or equipment resulting from this hiring, and will ensure that the premises are in good order.

I have arranged public liability insurance cover for a minimum of £5.0m.  I enclose a copy of the certificate or insurance.*

OR

I agree to pay the additional fee for public liability insurance cover arranged by Oxfordshire County Council.*

Signed ……………………………………………………………………………………………………………..

Date………………………………………………………………………………………………………………...

I approve hire on behalf of the Governors of Wootton St Peter’s CE Primary School and confirm that any necessary licence and insurance are held* for the event/performance, music, singing, dancing, leisure activity.  (Delete which is not applicable).

Signed ……………………………………………………………………………………………………………..

Position Held ……………………………………………………………………………………………………..

Date ………………………………………………………………………………………………………………..

*Amend before issue
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