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Water Mill Primary School

CHARGES FOR LETTINGS: 
 
Rooms at Water Mill Primary School are available for hire to the local community and other organizations. 
 Charges are as follows-  
ACCOMMODATION:   
CLASSROOM (INCLUDES HEATING & LIGHTING) £25.00 per hour 
KITCHEN £25.00 per hour 
HALL (INCLUDES HEATING & LIGHTING) £35.00 per hour 
[bookmark: _GoBack]If the room hire is for an after school club for our pupils then there is a one off charge (instead of the above) of £50 per club per half term.
 SUNDRIES:  
PREPARATION FOR USE (IF ROOM REQUIRED TO BE OPEN PRIOR TO OR FOLLOWING THE HOURS OF BOOKING) £5.00 EXTRA 
 ALL MONIES MUST BE PAID 5 DAYS PRIOR TO DATE OF THE EVENT 
 ALL HIRERS (other than after school clubs) WILL NEED TO PAY A CASH DEPOSIT OF £100 WHICH WILL BE REFUNDED 7 WORKING DAYS AFTER THE EVENT IF THERE HAS BEEN NO DAMAGE TO THE BUILDING OR CONTENTS THEREIN. 
	 FOR OFFICE USE ONLY 


	ITEM
	DATE
	INITIALS
	COMMENTS

	Confirmation of lettings sent out    
	
	
	

	Room or area to be allocated    
	
	
	

	Hirer shown Fire Escape routes    
	
	
	

	Hirer given copy of Fire Instructions    
	
	
	

	Copy of Instructors qualifications held
	
	
	

	Copy of Insurance certificate        
	
	
	

	DBS Certificate seen (where required)
	
	
	

	Location of First Aid Equipment shown/shared with Hirer
	
	
	



ANY OTHER COMMENTS
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WATER MILL PRIMARY SCHOOL
BOOKING FORM 
Reference Number 
	 HIRER’S DETAILS
	SCHOOL CONTACT DETAILS

	Name of Hirer 

	

	Address



	

	Telephone Number

	



	Start Date 

	Start Time 


	End Date
	End Time 


	Day of Week 

	Number of Lettings 




	 Nature of Activity


	Equipment to be brought by Hirer 


	Age range of those attending 


	Numbers of those attending 



Is Public Entertainments Licence necessary for this activity?                                       Yes/No 
Do Instructors require special qualifications?                                                                  Yes/No 
Has Insurance being arranged by Hirer?                                                                           Yes/No 
Copies of Insurance given to School?                                                                                 Yes/No 
 ROOM/AREA TO BE HIRED (tick relevant columns) 
	 ROOM OR AREA 
	TICK
	ROOM OR AREA
	TICK 

	GENERAL PURPOSE CLASSROOM  
	
	TOILET AREA  
	

	HALL
	
	CORRIDOR
	

	CAR PARK  
	
	OTHER (SPECIFY)    
	

	
	
	
	


DECLARATION  
I hereby apply to use the above facilities on the dates and times shown and agree to be bound by the letting conditions as set out in the school policy and with any instructions of any of its officers  
I confirm that I/We have public liability insurance cover operative in the name of the hirer which will be in force during the agreed period of hire.
 SIGNATURE _________________________                  POSITION__________________________     

HIRE OF ACCOMODATION
 Guidelines for conditions of use  
 Insurance 
School should ensure that the user has public liability insurance for the period of usage.  
 Deposit  
School can request a deposit to guard against breakages if they wish.  
 Charges 
Charges will be based on current market values in the appropriate area as  determined by Birmingham Property Services. The Council/Governing Body reserves the right to alter charges. The hirer should give notice of cancellation within an agreed timescale  
 Restrictions of use  
The use of the premises shall be restricted to those areas for which specific approval has been given, and to the agreed hours of usage Both parties should agree use of furniture and equipment etc.  
 Assignments  
The hirer should not sublet the permission to use the premises.  
 Indemnification  
The hirer should indemnify the School /Governing body against:  Any damage done to the hired premises, furniture, fittings, equipment or other  property during the period of usage Any accident, loss, injury (including death) or damage sustained by any person or thing on the premises during the period of hire.  Any costs claims or demands arising from above.  
 Intoxicants 
 Hirers should ensure that no intoxicants are consumed on the premises unless the School/Governing Body has given prior approval and appropriate licences have been obtained.  
 Lotteries, raffles and gambling  
The hirer should not use or permit the accommodation to be used for the purposes of gaming unless registered under the Gaming Act and with prior consent of School /Governing Body  
 Conduct  
The hirer will be responsible for the maintenance of good order in relation to:  
1. The behaviour of those in attendance  
2. The interests of residents in the neighbourhood, so they are not inconvenienced.  
3. That those in attendance adhere to the start and finish times of the agreement. 
 
 


Car parking 
Agreements should be drawn up in advance regarding car parking space on the premises and that cars will be parked at the owners risk. The hirer should ensure that there are adequate means of access for emergency vehicles.  
 Catering equipment  
All arrangements for use of any catering equipment must be made with the School/Governors. Hirers shall be permitted use of worktops and other preparatory surfaces, boiling rings, ovens and wash up sinks but not be allowed use of any other preparation or cooking equipment. Hirers will be responsible for providing all cleaning and washing up detergents. No children should be allowed in the kitchen  
 Smoking  
In line with City Council policy, smoking will not be allowed on the premises.  
 Health and Safety  
The hirer should comply with all safety directives issued by the  Council/School/Governing Body. The hirer should notify the Site Representative immediately in respect of any accidents which may arise during the hire period  The hirer should ensure that all passages , exits and stairways are kept clear during the hire period The hirer should not intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety  
 Right of Entry  
The Council/School/Governing Body reserve the right to gain entry at any time to the hired premises  
 Running Costs  
The Council will calculate the running costs i.e. electricity, water, cleaning, based on current apportionment process.  
 Right to Free Speech  
The Council is not prepared to let land or buildings where it is satisfied that the safety of buildings and the public cannot be ensured: that the use will incite racial hatred or discrimination: that the use is by the Unification Church (no matter in what name an application is submitted); or that the use is by anti-democratic or neo-fascist groups or supporters of terrorism in general.  
 Criminal records bureau  
The school should ensure that any licensee working with children has a current valid Criminal records Bureau certificate. Any one working with children without this certificate must be supervised at all times by someone with a valid certificate.  
 Childrens and Young Persons Act 1933 Section 12  
 “Where there is provided in any building, an entertainment for children or an entertainment at which the majority of the persons attending are children, then if the number of children attending exceeds 100, it shall be the duty of the person providing the entertainment to station a sufficient number of adult attendants. These should be properly instructed as to their duties in order to control the movement of the children and other persons while entering and leaving building and to take all other reasonable precautions for the safety of the children.”  
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