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Hamiltonsbawn Primary School
113 Annareagh Road
Hamiltonsbawn

Armagh

BT61 9SA
Community Use of School Premises Policy
 September 2018 

REQUESTS

Where possible, each individual request will be brought to the attention of the Principal and the Board of Governors.  In the event of there not being a meeting before the event, the Principal will liaise with the Chair person in reaching a decision.

Facilities will not be granted for political or commercial purposes.

COST
· Profit making groups (where those attending are paying a fee e.g. Dance, Zumba, football):
     £20 per hour
     £15 per hour for each consecutive hour after
· Non-profit making groups e.g. Church groups and youth organisations (one off event e.g. flower festivals, Bible Club). 
   A donation will be made towards heat, light and     

   caretaking.
· School groups such as PTA will not be required to pay for the hire of school premises.

OPENING/SECURING OF THE BUILDING

If the event is out of school hours:
In agreement with the caretaker, the building will be opened 15 minutes prior to the beginning of the event and secured 15 minutes after. £15 of the donation/fee will be given to the caretaker for this duty. The remainder of the fee/donation will be credited to the school’s delegated budget.
EXTENDED USE OF SCHOOL PREMISES
If the group require the use of outdoor facilities, staffroom, toilets or in the rare occasion classrooms, this will be decided and agreed upon by the Principal and Board of Governors.

This will be the same, if the group require the use of school equipment e.g. tables, chairs, piano, display board.

Any request for use of the school meals kitchen will be    referred directly to the school meals section at Education Authority headquarters (completion of form SMS/UF/1 required). 
DAMAGE TO SCHOOL PREMISES, FURNISHINGS, EQUIPMENT
Premises will be left in the condition in which they were found.  Any damage must be reported to the caretaker who will pass onto the principal and in turn to the Board of Governors.  All damages must be paid for.
The Board are not responsible for any loss, damage or injury to any property or person(s) including the user’s invites suffered by reason of any act, default or neglect on the part of the user or the user’s invitees.
NOMINATED PERSON

A nominated person acting on behalf of the group/organisation will meet with the principal 1 week prior to the event to discuss the nature of the activities; the extent of the use of school premises and to sign an agreement.  This person will be the point of contact and will be required to leave full contact details.  This person will be held entirely responsible for the conduct and supervision of all persons involved, for the termination of use at the specified time and for damage or loss caused to the premises or property arising out of such use.  
PUBLIC FUNCTION

In the event of a concert, a copy of the current entertainments licence must be forwarded to the principal one week in advance of the event. 

INSURANCE

Users are advised in their own interest to ensure that they have suitable insurance cover. 
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Agreement for use of Hamiltonsbawn Primary School
Name/Address of applicant: .....................................….............................................

Name/Address for invoice ie. Person responsible for making payment for hire: …………………………………………………………………………………………………………………………….

Telephone Number(s): …………………………………………      …………………………………………

Details of facilities required: ……………………………………………………………………….........

……………………………………………………………………………………………………………………………………..

Equipment (please specify):  ………………………………………………………………………………....

Date(s) of event: ................................. Purpose of event: …………………………………
Period of use:
Starting time: ....................  Finishing time: ......................

Expected Numbers: ……………………………
Age Group: ………………………………………..

The cost for the event will be: £................
Is an Entertainments Licence required? Yes/No

If so, please give a copy to the Principal.

Terms and Conditions of Hire
· I understand the policy for opening/securing of the premises.

· I understand the premises will be left in the condition in which found.  
· Agree to the current hire charges and hereby undertake to be responsible for the charges and costs incurred.
· I understand that any damage to property or equipment must be paid 
for.
· Have Public Liability Insurance with a minimum cover of £10,000,000
Signed: ......................................................... date: ....................

FOR OFFICE USE ONLY:
    Event approved by: 
.................................................. (Principal)      ............. (date)
.................................................. (Chairperson)     ............... (date)
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