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1. Definitions
The school: Milton CofE Primary School
DEMAT: Diocese of Ely Multi-Academy Trust
The LGB:  the Local Governing Body of Milton CofE Primary School
The Hirer: the person or entity identified in the relevant hire request form
2. Aims
The primary purpose of the school is to provide an excellent education for the enrolled pupils.  The requirements of our pupils are paramount, but we aim to:
· Make sure the school’s premises and facilities can be used, where appropriate, to support community or commercial organisations.
· Allow the hiring of the premises without using the school’s delegated budget to subsidise this.
· Charge for the use of the premises to cover the costs of hire and, where appropriate, raise additional funds for the school.
· Not let any hiring out of the premises interfere with the school’s primary purpose of providing education to its pupils.

3. Facilities for hire and charging principles
The facilities available for hire and corresponding charges are detailed in appendix 1.  Capacities may vary according to the intended use e.g. capacity for a seated event will be less than for an all standing event. The capacity will be confirmed at the time of booking.
The charge rates will vary for different types of groups and for different times.
There are four categories of hire:
· Individuals and groups affiliated to the school and local community groups
· Fee charging businesses, individuals, local community groups and activities (regular use)
· Non fee charging businesses, individuals, local community groups and activities (regular use)
· Ad hoc lettings.
The categorisation of any particular hirer is at the discretion of the LGB, after consultation with the School Business Manager. In the case of any dispute about classification then the hirer should appeal to the Chair of the Business & Personnel Committee whose decision will be final.
Revisions of charges may be made from time to time and will normally take effect from 1st September each year.



4. Application Process
Those wishing to hire the premises should fill out the Hire Request Form, which you can find in appendix 2 of this policy, and read the terms and conditions of hire set out in appendix 3.  By submitting a hire request form you agree to abide by these terms and conditions.
The hirer should fill out and sign the hire request form and submit it to the school office. Approval of the request will be determined by the School Business Manager
If the request is approved, we will contact the hirer with details of how to submit payment and make arrangements for the date and time in question. We will also send on details of the emergency evacuation procedures and other relevant health and safety documents. The hirer will also need to provide proof of their public liability insurance.
The school welcomes any Hirer who is able to comply with the terms and conditions of hire as laid out in appendix 3 and relevant school policies (especially with regard to Health & Safety, Safeguarding and Equality).  The final decision on compliance lies with the LGB.  We reserve the right to decline any applications at our absolute discretion, in particular where the organisation does not uphold the values of the school, or reputational damage may occur. 

5. Other Relevant Policies
This policy should be read in conjunction with the following policies, published on the school's website www.milton.cambs.sch.uk.
· Health and Safety Policy
· Safeguarding and Child Protection Policy
· Equality
· Accessibility
· Data Protection Policy

6. Monitoring, evaluation and review
The Business & Personnel Committee of the LGB will receive reports from the School Business Manager on a termly basis of the schedule of use of the school, the numbers of groups involved and the net profit from such activities. 
Issues that require intervention by the Business Manager will be noted, together with details of the action taken and the outcome. 
The Business& Personnel Committee will consider whether the use of the school’s premises is achieving the purposes set out at the start of this policy. 
The policy will be reviewed tri-annually.


Appendix 1: Facilities available for hire and charging rates
	Facility
	Capacity
	Groups Affiliated with the school e.g. PTA
	Fee charging businesses, clubs and activities (regular use)
	Non-Fee charging businesses, clubs and activities 
(regular use)
	Ad Hoc Lettings e.g. meetings, parties
	

	
	
	Extended School Hours
(07:45 – 16:30)
	Other times
	Extended School Hours
(07:45 – 16:30)
	Other times

	Extended School Hours
(07:45 – 16:30)
	Other times
	Extended School Hours
(07:45 – 16:30)
	Other times

	Main Hall
	
	No charge
	Minimum 1 hr 
£15 for the 1st hr
£15/hr thereafter, charged per 30 minutes or part thereof
	Minimum 1 hr 
£30 for the 1st hr
£15/hr thereafter, charged per 30 minutes or part thereof
	No Charge
	Minimum 1 hr 
 £30 for the 1st hr
£15/hr thereafter, charged per 30 minutes or part thereof
	Minimum 1 hr 
£50 per hour
	Minimum 1 hr 
£50 per hour

	Classroom
	
	
	
	
	
	
	
	

	Field (including access to Y5 cloakroom)
	
	
	Minimum 1 hr 
£5 for the 1st hr £5/hr thereafter, charged per 30 minutes or part thereof
	
	
	
	
	
	



Appendix 2: Hire Request Form
	
Name of Hirer:
	
Tel No:

	
Organisation:
	Date of
Proposed Hire:

	Rooms required: (please tick)
	Main Hall
	Field

	
	Classroom (state no reqd.)
	

	Hours of Hire (including setting up and clearing away)
	
From:
	
To:

	If any of the following are required, please indicate:
	Tables (how many):
Chairs (how many):
	

	
Nature of function:
	

	Approximate number attending: (NB: See conditions of hire for limits on numbers):
	

	
Name and Address to whom invoice should be sent:
	






	Access for deliveries: Date/Times
(extra charge of £15.00/hr or part)
	To:
	From:

	
Insurance (Please read note 5.7/5.8 of the conditions of hire):

I have arranged my own insurance cover, the policy number of which is as follows:

…………………………………  with …………………………………………………………….(name of company)                                                                                   
(A copy of the certificate of insurance must be provided to the School Business Manager).


	
I certify that I am not less than 18 years of age, and I have read the agree to be bound by the conditions of hire relating to the letting of the school for the time being in force, that I accept responsibility for observance of the regulations, and agree to pay on demand the letting charge.

I hereby indemnify the school, Local Governing Body and DEMAT against all claims in respect of injury, loss or damage (including damage to the school premises) arising from this letting.  In requiring this undertaking, DEMAT and the Local Governing Body do not seek to absolve themselves or any employees from the liability as owner/occupiers of the premises.

	A deposit of £50  is required with this application.



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


Appendix 3: Terms and Conditions of Hire

1. BOOKING
1.1. Applications for the hire of the hall, any of the listed hireable rooms in the building or outside areas must be in writing on the Hire Request Form (Appendix 2).
1.2. The scale of charges and hours of letting are set out in the enclosed sheet (Appendix 1).
1.3. A deposit of £50 is due with the application. 
1.4. An invoice for the balance will be sent, after the event, which must be paid by within 7 days of receipt.  
1.5. The hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off any amount owing to the school against any liability, whether past or future, of the school to the licensee.
1.6. Applications may not be made earlier than 53 weeks before the date of the hiring and are taken in the order in which they are received.  
1.7. In the event of a revision of the charges for the hire after the date of application and before a hiring is confirmed, the hirer shall pay the revised charges.
1.8. The LGB have the absolute right to refuse any application for hire.

2. CANCELLATION
2.1. The hirer may cancel a booking upon giving fourteen days’ notice in writing.
2.2.  If the building or the room hired is not re-let on the date or dates in question the deposit will be forfeited.  
2.3. If a hiring is cancelled within fourteen days of the date of the hiring, the hirer will pay the balance of the charges that are due.
2.4. The school reserves the right by notice to the hirer to terminate the hiring at any time for reasons outside their control and to return to the hirer any monies paid by way of deposit, but DEMAT and the LGB shall not be under any liability to the hirer for any loss or damage they may sustain out of such a termination.
2.5. The LGB/School reserves the right to cancel this hire agreement at any time when the Hirer is in breach of this agreement and no compensation shall be payable to any person in consequence of cancellation.  In such event, the LGB/School shall not incur any liability to the Hirer other than for the return of any fee in respect of the hiring.

3. LICENCES/LEGALITIES
3.1. The conditions attached to the premises licence and the stage play licences shall be duly observed.  A copy of such licences may be seen on application and the hirer shall be deemed to have had notice of all such conditions. 
3.2. No excisable liquor shall be sold unless the relevant licence or permission required under the Licensing Act 2003 or any subsequent legislation has been obtained by the hirer or on his behalf and the hirer shall ensure that any conditions attached to such licence or permission are complied with.
3.3. The hirer shall not use the premises or any part thereof for a performance for which copyright subsists without the consent of the owner of the said copyright or in any manner infringe any subsisting copyright.
3.4. If any part of the premises are to be used for purposes of gaming or games of chance of any description the hirer shall be responsible for securing that the provisions of the Gambling Act 2005 or any subsequent amending Act are fully observed and complied with.
3.5. The Hirer shall be expected to comply with the regulations of the Performing Rights Society. 
3.6. The premises are subject to the normal Sunday trading laws for the time being in force and only restricted items may be sold on a Sunday.  Details of these may be obtained from the District Council Offices.
3.7. The Hirer must be over 18 years of age.

4. HIRER’S RESPONSIBILITIES
4.1. No nail or fastening of any kind shall be driven or put into or on to any wall, partition, pillar or other fittings or furniture. 
4.2. Without the prior agreement of the School Business Manager the hirer shall not: place, affix or display, whether on, to, or nearby the Centre property, and whether permanently or temporarily, any signs, posters, banners or any other material whether it refers to the hirer and its activities or not. In the event that any such material is displayed the school reserves the right to remove the same without any further notice to the hirer.
4.3. The hirer is responsible for inspecting and certifying the safety of any non-electrical equipment brought on to premises by them or their invitees or their agents.
4.4. Electrical equipment must not be brought into the premises unless:
4.4.1. The arrangement has been approved in advance with the hirer, and
4.4.2. The equipment has been checked and has a current certificate to confirm that it complies with the Electricity at Work Regulations for the time being in force. 
4.5. No animals, other than assistance dogs, shall be brought into the Centre except with the prior permission of the Business Manager. 
4.6. No food or drink shall be taken into internal areas of the school without the express consent of the School Business Manager.
4.7. The Hirer shall ensure that classroom equipment, artefacts, materials and the like used for normal school activities are not used in any way by persons attending the function unless previously agreed with the school.
4.8. The hirer shall repay to the school on demand the cost of reinstating or replacing or repairing any part or parts of the premises, including any of the furniture and fittings therein contained, which shall be damaged, destroyed, stolen or removed as a result of the negligence of the hirer or their invitees, servants or agents during the period of hire.
4.9. The Hirer shall not assign the benefit or burden of the hiring or sublet or share possession of the premises or any part thereof.
4.10. The Hirer shall indemnify the school and DEMAT against all claims, demands, actions or proceedings in respect of any loss, damage or injury caused by or to any persons which shall occur while such person is in or upon part of the premises or arise from any accident or occurrence which happens while such person is in or upon any part of 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.
4.11. The cloakrooms will be in the care and custody of the hirer, who must provide their own attendants and be responsible for any loss that may occur.
4.12. The hirer shall arrange insurance to cover the activity carried out and to cover the terms of indemnity set out in clauses 4.8 and 4.10 above and produce for inspection written confirmation from the insurance company or broker concerned. 
4.13. All areas used are to be left in a clean and tidy condition at the end of the function. All rubbish must be removed from the premises and disposed of by the Hirer. Cleaning equipment such as brooms, vacuum cleaners and mops will be provided but the hirer will be required to supply their own rubbish bags and detergents.
4.14. The wearing of footwear of any kind that is liable to cause damage to the flooring in any part of the school is prohibited.  When the premises are hired for the purposes of auction sales, horticultural shows or other events of a like nature the hirer must protect the flooring with a suitable covering. 
4.15. If you run a club/group that involves children, you and your staff/helpers must have had the necessary checks carried out by the Disclosure and Barring Service.  
4.16. The Hirer must comply with the school's  Health & Safety Policy and Safeguarding & Child Protection Policy (published at ease.milton.cambs.sch.uk) or provide copies of their own equivalent policies to the school's Designated Safeguarding Lead.  In the case of conflict between the school's policy and that of the Hirer, the school's policy shall prevail.
4.17. All functions held on the school premises must end by 10:30pm and the premises vacated by 11 p.m. on the day of hiring.  The Attention of the Hirer is drawn to County/District Council By-Laws relating to excessive noise and public nuisance.
4.18. Take all measures necessary to ensure that the permitted number of persons using the hired premises is not exceeded.
4.19. The Hirer is responsible for running an event.  The hours of hire must include sufficient time for preparing for the event and cleaning up afterwards.  In the event of this not being done to the satisfaction of the school, a charge will be made at the rate of £50 for each 15 minutes over the agreed finish time to cover additional costs and inconvenience caused.  

5. PROVISION OF STEWARDS
5.1. The hirer shall provide such number of attendants and stewards as may be necessary to secure the efficient supervision of the premises during the hiring, including:
5.1.1. The orderly and safe admission and departure of persons to and from the premises and the orderly and safe clearance of the premises in case of emergency.
5.1.2. The safety of the premises and the preservation of good order and decency therein.
5.1.3. Ensuring that all doors giving egress from the premises are kept unfastened and unobstructed and immediately available for exit during the whole time the premises are in use.
5.2. For discos, the following will apply:
a) All stewards must be clearly identified by a badge showing the word ‘Steward’.
b) All stewards (be they employed or volunteers) must be instructed in their duties by the hirers and not by any agent of the hirers.
c) Stewards must be provided by the hirers at all times during the period of the booking for:
· Emergency doors
· The foyer
· The main hall
· Ensuring all glasses are collected and returned to the bar at regular intervals and at the end of the hire
· Supervising the toilets
d) There must be no admission after 10:00pm and no re-admission at any time during the course of the booking.  If a person leaves the premises after admission he/she must not be allowed in again that evening.
e) People known to have caused any problems inside or outside on any previous occasion or are clearly the worse for drink must be refused admission.
f) Advertisements should include the words “No admission after 10:00pm.  No re-admission at any time. The Organisers have the right to refuse admission”.
g) Drinks must not be taken into the main hall and at no time must bottles and/or glasses be left lying about in any part of the premises.

6. EMERGENCY CONTACT DETAILS
[bookmark: _GoBack]In the event of emergency during the period of hire, the hirer should contact the caretaker on 07731 937403.
7. HEALTH AND SAFETY
7.1. No smoking is permitted on the school premises or grounds.
7.2. Users of premises are reminded of their responsibilities under the Health and Safety at Work Act 1974.
7.3. No persons shall intentionally interfere with or misuse anything provided in the interests of health safety or welfare in line with the relevant statutory provisions.
7.4. Hirers should have their own First Aid Supplies.  First Aid provided and ALL accidents, no matter how insignificant, must be recorded in the accident book situated in the school office.
7.5. Hirers should have access to a mobile phone in the case of an emergency.

8. FIRE INSTRUCTIONS
	In case of a fire the hirer will adhere to the fire instructions displayed in the premises.
9. VEHICLE PARKING/RESTRICTIONS
9.1. Parking of vehicles must be restricted to the designated parking area(s) as stipulated from time to time by the school. 
9.2. Parking should be supervised and well ordered to enable access to all areas at all times.
9.3. The speed limit for vehicles within the school grounds is 5mph.
9.4. The school reserves the right to restrict vehicle movements/parking on grassed areas if weather conditions are likely to cause damage to the surface.
9.5. Bicycles must be stored in the designated storage areas and not left against the perimeter railings. 
9.6. All vehicles and cycles are parked at the owner’s risk.

10. GENERAL
10.1. DEMAT and the LGB reserve unto themselves and their officers, servants and agents a right of entry to every part of the premises at any time when duly authorised so to enter.
10.2. The school may, by prior arrangement, allow a hirer reasonable time, after the have cleaned up, to remove property either at the end of the hiring or on the following morning but in any event the premises must be clear of all property by 9:00am on the date after a hiring.  The school does not undertake safe custody of property remaining on the premises.  The LGB/School cannot accept responsibility for damage to, or the loss or theft of the Hirer’s property.
10.3. The hirer must not do in or near the premises any act or thing which may cause DEMAT or the school or the LGB to incur or become liable to pay any penalty damages compensation costs charges or expenses.
10.4. The hirer must comply in all respects with the provisions of any statutes and other obligations imposed by law or by any byelaws applicable to the hirer’s use of the premises.
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