Hornby St Margaret’s CE Primary School

“It is the aim of the school to develop the academic potential of each child:

and to cater for the social, moral, physical and spiritual requirements of the

individual in a happy and secure Christian environment.”

LETTINGS POLICY

PRINCIPLES

The governing body considers that the school premises should be available for use by the community when not required for school use.

Church activities connected with St Margaret’s and St Mary’s Churches will be given priority, and meetings of youth organisations are also particularly encouraged.

PRACTICE

The governor responsible for lettings will be the convenor of the Finance/Staffing Committee, who will liaise with the School Secretary and with the convenor of the Fabric/Health & Safety Committee.

Day-to-day operation of the policy will be the responsibility of the School Secretary.
The current charges are detailed in Annex 1 of the Charging Policy.

Money received for regular bookings will be paid into the Delegated Budget.  
Money received for one-off bookings will be paid into the Governors’ Fund. 

The hiring conditions (Annex 2) will be issued to all hirers.  Each organisation using the school will identify a contact person with whom the Governors will deal and who agrees to take responsibility.

Applications for lettings should be submitted to the School Secretary on the Hiring Application Form in Annex 1.

Annex 1
Hornby St Margaret’s Church of England Primary School

HIRING APPLICATION FORM

To the Governors of Hornby St. Margaret’s Church of England Primary School.

1. I     _______________________________________________________________

Of  _______________________________________________________________


Hereby apply for the hire of the following parts of the premises of Hornby 

St Margaret’s Church of England Primary School.

_______________________________________________________________

_______________________________________________________________


From
___________  am/pm on  ____________________________________


To
___________  am/pm on ____________________________________


For the purpose of  
_____________________________________________





_____________________________________________

2. I agree to pay for such hire the following sums, namely:-

      £


Hire Charge


__________________________
_________

Charge for kitchen staff
__________________________
_________

3. Not more than ______ persons shall be allowed on the premises during the hiring.

4. I agree to observe and perform the Hiring Conditions relating to the hall whether I have in fact seen the same or not prior to signing this application.  I understand that I may see a copy on application to the aforesaid and that a copy will be on display in the premises at the time of hiring.

5. This hiring is on behalf of   ___________________________________________

Whose authority I have to bind them by signing this application on their behalf.

Dated
___________________________

Signed
____________________________

Annex 2
Hornby St Margaret’s Church of England Primary School

HIRING CONDITIONS

1. The external door to the main entrance must be unlocked.  If children are in attendance the internal door must be left closed.  The door at the end of the corridor should be left open.  If children are in attendance it can be closed on the thumb turning lock but it should be noted that this is easily operated by a young child.

These are the marked Fire Exit doors

2. At the end of the session locks are to be secured again by the site supervisor/ keyholder.

3. The hall and the staff room are the only areas let to groups unless otherwise specified.

4. A copy of Fire Exit, Alarm and Extinguisher points are posted on the walls of all rooms.  The hirers should make themselves aware of the exits.

5. Hirers should bring a mobile telephone for emergency use.

6. A First Aid kit is located in the Staffroom.

7. Groups with lettings who leave the building for an activity must secure the building or a responsible adult should remain in the building.

8. Copies of this code of conduct to be given to users and keyholders.

9. Hirers will be responsible for insurance in respect of their events.

10. The school operates a no smoking policy both inside the building and in the 

      school grounds.

11. No activities should be undertaken inside the building which involve naked flames

