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Ethos 

The school strives to achieve the highest level of academic, social and spiritual development in a safe, caring and inclusive environment. We encourage respect and tolerance for each other, supported by our Christian values.
CONTENTS









Page

Statement of General Policy



1

Conditions of Use and General Instructions

2

School Hirer’s Check List



3

Hall Hire Charges




4

Casual Hiring Agreement



Attachment

STATEMENT OF GENERAL POLICY
The school is available for hired for educational and community use only.  The Finance & Resources Committee of the governing body of Tutshill School establish the terms and conditions of letting and set the rates for hire within Gloucestershire County Council guidelines.

The Governing Body encourages community use of the school buildings.  However, it reserves the right to refuse any lettings it may choose.

The hirers must be willing to meet with school officials and provide details of their aims and objectives.

The Governing Body will ensure that the school budget does not subsidise non-school activities and that all costs are covered.  

There are four supporting documents:

· Conditions of Use and General Instructions

· Rates of Hire

· School Hirer’s Check List

· Casual hiring agreement

CONDITIONS OF USE AND GENERAL INSTRUCTIONS

All bookings must be made through the school office, when a booking has been accepted the School Business Manager will provide the hirer with:

· Conditions of use,
· Checklist,

· Invoice
· Visitor Information Leaflet.  
Invoices should be paid in advance of the bookings, where possible.

Monthly invoices are issued to regular hall users which should be settled one month in advance.

Each hirer using the school will be required to nominate a contact person, who will sign the application form.  Such a person is deemed to be in charge and able to investigate any difficulties which may arise.  

Any hirer who uses the premises for Lettings involving children under the age of 16 years, will be required to present a copy of their Disclosure & Barring check, which will be attached to the application form.

Arrangements will be made for the Caretaker to unlock and lock the school.  The check list will be returned immediately after hire to the school office.

The school will not be held liable for any damages or injuries sustained by unauthorised use of school equipment. The adequate supervision of minors is entirely the hirer’s responsibility. 

PLEASE DO NOT PROP OPEN THE FIRE DOORS TO THE SCHOOL PLAYGROUND AS DOING SO DAMAGES THE MECHANISM AND WILL INCUR A REPAIR CHARGE.

It is the hirer’s responsibility to conduct their own Risk Assessments and provide their own complete First Aid Kit, although the First Aid room will be left open.

The hirer should immediately acquaint themselves with the location of fire exits and extinguishers; a map will be provided to the hirer. The hall cannot be used for more than 300 persons under fire regulations.  In the event of the fire alarm sounding please leave the building by the nearest fire exit and assemble in the school playground.

The school office will be locked and therefore there is no access to a landline telephone.  The hirer MUST have access to a mobile phone for emergencies.  
Limited use of the kitchen is available on request.

Smoking is not allowed on the premises in line with the school’s No Smoking policy.

Dogs, other than Guide dogs for the Blind, are not permitted on the premises.
In order to protect the hall floor, the wearing of stiletto heels or similar and studded footwear is prohibited.

All rubbish must be removed from the premises.

Any electrical equipment brought onto the site for use by the hirer must show a current Portable Appliance Test (PAT) sticker.

It is the responsibility of hirer to leave the hall as was found.  The Governors have the right to charge if additional cleaning is required.
It is part of the Caretaker’s letting duties to undertake a visual check of the hall and to ensure that equipment/furniture is in a safe position with particular reference to the benches which should not obstruct the kitchen hatch or fire doors.  Although the Caretaker will reinstate equipment/furniture to its correct position, if necessary, hall users are requested to make reasonable efforts to leave the hall as they find it.
Public liability insurance is a standard requirement for use of the school facilities.  If you have your own public liability insurance, please supply a copy of the policy.  Please discuss this matter with the school office at the time of booking if you do not have your own public liability insurance.

If the hirer ventures into an additional ‘zoned’ area of the school where access has not been agreed, the alarm will be activated.  Any cost incurred to re-activate the alarm will be the responsibility of the hirer.  Call-out charges are approximately £130 from Stroud Alarms, the intruder alarm provider.  Their contact details are displayed in the main entrance corridor, above the intruder alarm panel. As Smart Solutions are now employed as our out-of-hours key holder, there will be an additional charge for their services as well.
All toilets should be checked and flushed before leaving.  In the event of any toilet blockages during the letting period, the hirer will be responsible for the cost of clearing the toilets.  

In an emergency the following person may be contacted:

Caretaker
Roger Dadd – 01291 621912 or 07412 740707
SCHOOL HIRER’S CHECK LIST
Please avoid the use of:
· Smoke machines

· Helium balloons

· Silly string
Before leaving please check each item on this list.  Then tick and sign this document to show you have complied with the requirements detailed below.

All breakages or damage to be recorded and notified.

All rubbish to be taken off site by the hirer.

The areas hired to be left clean (as found).

Toilets checked for cleanliness and blockages, WCs flushed and toilet doors closed to extinguish automatic lights.

Windows to be closed, lights extinguished and premises locked and alarmed.  This will normally be the responsibility of the Caretaker.

The double doors with crash barrier in the school hall should be closed from inside before leaving the building.

Please ensure that the plug to the Cool Club fridge is left switched on.  Should the fridge be turned off, the hirer will be liable for the replacement cost of any spoilt food.

I can confirm that I will comply with the above:-

Signed:  …………………………………………         Date:  …………………………

Name: …………………………………………

................................................................................................................................

BOOKING SLIP

Name of hire/organisation:

Date and time of hire:




Cost of hire:

All cheques to be made payable to Gloucester County Council.

All monies to be passed to School Business Manager.

School Hire Rates with effect from 01.04.15:
	Organisation
	Hire Fee
	Facilities Included
	Letting Fee

	Breakfast Club &

Cool Club


	£10.00 per hour
	School Hall, Kitchen and Adventure Playground
	None

	Breakfast Club &

Cool Club


	£5.00 per hour
	School yard (after 4.00pm on days when school clubs are operating.)


	None

	All Users

	£20.00 hourly charge
	In the event of premises not vacated by 6.15pm.

	£13.15/£24.92

(see below)

	All Users


	£10.00 per hour
	Classrooms
	None *

	All Users


	£5.00 per hour
	Squirrel’s Drey
	None *

	All Users


	£5.00 per hour
	Shower Room
	None *

	Regular Users


	£15.00 per hour
	School Hall and Kitchen
	£13.15/£24.92
(see below)



	Non-Regular Users


	£20.00 per hour
	As above plus School Yard  & Adventure Playground


	£13.15/£24.92

(see below)

	Brownies


	£2.50
	School Hall, School Yard and Adventure Playground


	None

	Non-Term Time Use for All Users


	£50.00 per day
	School Hall, Kitchen, School Yard and Adventure Playground. & Sports Field

	£13.15/£24.92

(see below)

	Non-Term Time Use for All Users


	£5.00 per day
	Sports Field only
	£13.15/£24.92 if used in isolation



	If the Church uses the Hall for profit making events, then the charge is £1.55 per hour.




All payments to be made one month in advance to secure booking.

School hire charges will be reviewed annually.

Letting Fees with effect from 01.04.15.  Letting fees are reviewed annually.
	
	
	
	
	
	
	
	
	
	

	
	Number
	
	
	Mon - Fri
	
	Mon - Fri (after 11pm)
	

	
	of 
	
	
	(before 11pm)
	
	Weekends
	
	

	
	rooms
	
	
	
	
	Public & Extra Stat. Holidays
	

	
	
	
	
	
	
	
	
	
	

	
	*1 - 2
	
	
	13.15
	
	
	24.92
	
	

	
	
	
	
	
	
	
	
	
	

	
	*3 - 5
	
	
	15.58
	
	
	31.16
	
	

	
	
	
	
	
	
	
	
	
	

	
	*6 - 9
	
	
	18.69
	
	
	37.38
	
	


Document reviewed March 2017 by F & R Committee 

Name:  Robin Riordan (Governor)

Signature: …………………………..
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