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The Governing Body

1.

The Governing Body of John Rankin Schools aims to maximise the use of the school for the
benefit of the local community, without detriment to the school or its site. Groups and
individuals may hire certain school facilities, subject to availability and in accordance with the
terms and conditions for hire, as determined by the Governors and in accordance with West
Berkshire Council Guidelines.

The Governors delegate the day-to-day decision making to the Headteacher or their
representative, who will arrange for the necessary accounting and admin procedures in
accordance with the Financial Regulations and Contract Rules of Procedures of West
Berkshire Council.

Charges

3.

Charges will be reviewed on an annual basis. The level of charges will be set and agreed by
the Governing Body. The following factors will be taken into account:

a) Groups using the school on a regular letting.

b) Single functions.

c) Weekend and school holiday usage; subject to the availability of a school representative.
d) Types of facilities used.

e) Hirer's existing relationship with the school.

In the unlikely event that John Rankin Schools have to cancel the booking, the Hirer will be
reimbursed any advance payments, although the School will not incur any other liability.

Risk Management and Insurance

5.

10.

11.

12.

An appropriate risk assessment shall be carried out and a Hirer's Agreement Form must be
completed in full in advance of the letting taking place.

Lettings can only be entered into with companies, firms and individuals. Where a club wishes
to hire, the agreement will be with the officer of the club completing the Hirer's Agreement
Form and that individual will be liable for any debts arising.

The hirer must provide in advance of the hire period, documentary evidence of Third
Party/Public Liability Insurance with a minimum cover of £5 million. If they are unable to do so,
then the letting cannot take place.

When the letting is ongoing, the Hirer must provide documentary evidence of the insurance at
renewal date. If they are unable to do so, then the letting cannot take place.

Hirers should ensure that their public liability policy includes damage to premises under their
control.

The Hirer accepts that they should familiarise themselves with the position of the escape
routes, fire alarms and fire-fighting equipment and how to contact a member of the school team
in case of an emergency. Notices regarding the procedures in relation to action in the event of
fire should also be studied and the information disseminated. A member of the school team will
go through this prior to the first booking.

The hirer will provide their own provision for first aid and first aid supplies.
The Hirer further agrees to indemnify the Schools against all claims, actions and liabilities

arising from the use of the premises by the Hirer apart from claims and actions arising through
the negligence of the Schools, its servants or agents.
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13. All lettings must be in-line with the LA and Schools’ H&S procedures.

14. Children’s parties will be covered by WBC’s Safeguarding policy, however, regular lettings
have to either provide their own safeguarding policy, or be given the option to adopt the
schools’ policy. Confirmation of this will be outlined in the Hirer's Agreement Form.

Hirer's Agreement Form

15. Initial enquiries will be made through the JRS website’s Lettings page or by emailing
lettings@jrs.w-berks.sch.uk.

16. The enquiry will be checked as to whether there is availability and that opening; closing and
stand-by support can be given.

17. Once availability has been confirmed, a Hirer's Agreement Form will be sent to the Hirer
detailing the letting and costs.

18. The Hirer shall be expected to complete the form fully before signing and sending back as an
agreement to fully comply with the West Berkshire Council’s terms and conditions, set out in
Hirer's Agreement Form.

Deposit

19. A refundable deposit of £100 will be required from hirers who wish to use the facilities (except
for long-term lettings of more than six months). In the event of damage to school property,
equipment or fittings, or in the event of additional cleaning being required over and above the
half hour included in the stated hire charge, the deposit shall be adjusted accordingly and only
the balance, if any, refunded. If the additional costs exceed the deposit held, then a
supplementary invoice shall be raised for the balance.

Payment Terms

20. With the exception of regular lettings, payment shall be made in advance. Payment shall be
expected at least three working days before the event. At least three working days’ notice of
cancellation is required (in writing) otherwise, the hirer shall be invoiced for the full hire charge.

21. Regular lettings will be invoiced monthly in arrears.
School Representatives

22. The Headteacher shall be responsible for implementing this policy, and may delegate this
responsibility to nominated representatives for the administration of bookings, agreeing
charges with hirers and ensuring compliance with the Council’s financial regulations.

Facilities Available for Hire

23. The playing fields and the school halls are the facilities usually hired for use. Toilets will be
included in the hire of the school halls. Use of the kitchen at both JRJ and JRI is available for
use on completion of a Conditions of Use Agreement. Classrooms, other rooms and the
adventure playgrounds may be available for hire but only by specific arrangement.

24. In the case of the playing fields, in the event of bad weather, the school may, at the sole
discretion of the Headteacher or their nominated representative, cancel the use at short notice.
Hire charges and deposit will be refunded in full. The Schools and/or its Governing Body shall
not accept liability for any other losses sustained as a result of such cancellation.
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Capacities

25. The capacities of any event should be agreed prior to booking and shall not exceed the
maximum capacity for the given area.

26. While there is no fixed ceiling capacity for the playing fields, anticipated attendance shall be
discussed with the Headteacher prior to making a booking, particularly concerning car parking.

Equipment

27. Equipment such as musical or other equipment could be arranged at an additional cost on a
case-by-case basis, except for chairs and tables, which are available at no extra cost. These
shall be requested at time of booking. The Hirer is responsible for ensuring that anything within
the letting, e.g. areas, equipment, is left in the same condition as it was at the beginning of the
hired session.

28. The Hirer agrees that no equipment will be used without approval and that competent
personnel will carry out the installation of the Hirer's equipment. Electrical equipment must
carry a current PAT test label.

Restriction to Hire

29. Certain events and functions require a Public Entertainment Licence. Advice on this can be
obtained from West Berkshire Council’s Public Protection Department.

Smoking

30. A no smoking, including vaping, policy is operated at the school, and therefore smoking is not
permitted anywhere on the school premises.

Parking

31. Parking shall be confined to the designated car parking areas. Outside school hours, parking
may be permitted on the asphalt areas of the playground by prior arrangement. Other areas
may be negotiated through the Headteacher.

32. West Berkshire Council and the Governing Body cannot be held responsible for any loss or
damage to any vehicle parked on school premises.

Periods of Availability

33. The school facilities shall usually be available for hire Monday to Friday during term time only
from 15:15 to 22:00 hours. Lettings likely to extend beyond these times and lettings for
weekends and outside these times may be available subject to negotiation with the
Headteacher and/or a member of the School Business Team and depend on the availability of
a school representative. Hiring charges for these periods may be premium priced.

34. In any event, all lettings will terminate by midnight, and all users having vacated the premises
by then, in an orderly and quiet fashion. All vehicles shall also have left the school premises by
then.

Notice Periods

35. The Governing Body of John Rankin Schools reserves the right to cancel a hiring agreement,
with a notice period of four weeks. Where a cancellation is made by the school, the hirer
(whether regular or occasional) will be entitled to a full refund of any pre-paid hire charges.
Should the actions of those hiring our facilities be detrimental to the school and its pupils or
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reputation, the Governing Body of John Rankin Schools reserves the right to cancel the hiring
agreement with immediate effect.

Lettings Charges

36. School halls lettings (including toilets) are charged at are £25 for the first hour and then £10 per
hour thereafter. All other facilities will be negotiated on a case-by-case basis.

37. Day rates for lettings outside of term time will be negotiated with the hirer on a case-by-case
basis.

38. For long-term high-income lettings, the School reserves the right to negotiate a discounted rate
with the hirer on a case-by-case basis.

39. For any lettings held straight after school for the sole benefit of John Rankin Schools’ pupils the
lettings will be charged at a reduced rate of £5 per session. These will be invoiced in line with
the procedures set out in this policy.
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Appendix 1.1 — JRS Hirer’'s Agreement (1/3)

‘M & WestBerkshire

\S(HOOI.S 5 0 U N
rryt

CONTRACT FOR THE HIRE OF SCHOOL ACCOMMODATION AND EQUIPMENT BY INDIVIDUALS,
COMPANIES, ORGANISATIONS, SCHOOL PTA

CONTRACTS ARE NOT ENTERED INTO WITH A CLUB. IF THE PREMISES ARE TO BE HIRED ON BEHALF
OF A CLUB, THE CONTRACTING PARTIES SHALL BE THE SCHOOL AND AN INDIVIDUAL OFFICER OF THE
CLUB. THE HIRER SHALL BE LIASLE TO THE SCHOOL FOR ALL DESTS AND LIABILITIES THAT SHALL
ARISE UNDER THIS AGREEMENT.
IN CONSIDERATION OF JOHN RANKIN SCHOOLS AGREEING TO HIRE TO MEUS
MY/OUR NAME:
ADDRESS:

POST CODE:
TELEPHONE NUMBER:
OCCUPATION:

THE FOLLOWING ACCOMMODATION
(State requrements, roomss, hall, playing fisld. car park ete.):

Plus (if applicable} any additional equipment (e.g. school piano, television, shower faclites ete.) as specified
here:

FOR THE PURPOSES OF (fully state the purpose of the hire of the premises):

ON (insert dates)):
FROM (insert times) TO

IN ACCORDANCE WITH THE SCHOOL'S LETTINGS POLICY, CONDITIONS OF HIRE AND SCALE OF
CHARGES, WE (othervase refermed to hersin as the hirer, mylour, myseif/ourseives, ma'us) HEREBY AGREE:

1. that the Schodl reserves the night to terminate the hire with mmediate effect should it be found that any
part of the School and/or its equipment has been damagsd, stolen or used inappropriately or if as a drect
consequence the hre of the premises impacts on the operational function of the Schodl for i4s prmary
pupose;

to hire and use the accommodation‘equpment as detailed above in accordance wieh the Schodl's lettings
policy and conditions and charges which I'we confirm that Uwe have seen, read and understood;

=

_0)

that the School may, at 1ts discretion, demand full payment of its charges or any part thereof m advance of
the hire taking place whether before or durng the duration of this agreement whersupon l'we shall pay the
school's charges on demand,

Hring doc v1 Mar 17 1
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Appendix 1.2 — JRS Hirer’'s Agreement (2/3)

4. That Lwe have read, undersiood and agree and shall obsenve, fulfil and comply with all the Conditions set
out below.

a) Lwe agres that all reguirements rebevant to the hire of the premises will be complied with, nchueding
obitaining any necessary license (such as for the sale of alcohol) and that all personnel employed
by the hirer or irvolved in the activity concemed will be informed of these requirements and
condibons.

b Three dhear working days' notice is ired i order to cancel a booking. I this notice is not green,

:I Lwe will b= requi mgﬂmmﬁﬂeﬁjhi&mm. "

c) VAT may be applicable in certain circumstances and for certain hiring's. Lhwe hawe enguired and
e=sfablished at the time of making the bocking whether VAT is payable.

d) Lwe will ensure that a responsible person will be present on the premises at all imes duning e full
penod of the hire.

el Ve accept full responsibility for damage to or theft from the School and Council’s property. over
which liwe hawve conirol, cccuming during the period of hire of the premises.

f) Any cleaning undertaken which, in the opinion of the officers of the School, is required because of
Ihehnngand outside the scope of the agreed hire charge, will be charged to me at the appropriate

gl TlESmndardﬁbHBHﬁhieGmrﬁlmmmmsmﬁthymwmmdu
damage o persona propery, howsoever caused, brought into or left in the premises durng or as
part of the hire of the premises, unless such loss or damage anses as a direct result of the
negligence of the Schood or West Berieshire Counecil.

h) The School andior West Bereshire Councd shall not be liable to the Hirer for any conseguential
fo=s

i If lfvee discover any hazard|s) regarding access to the school premises or regarding the equipment
io b= used, whether before or during the hire of the premises, lwe shall mmedistefy make a

ive of the School aware of the hazard|s).

il liwe agree that no equipment will be used without the prior written approval of the Head Teacher or
an authorized representative of the School, as the case may be, and that the installation and use of
mgour eguipment will have been agreed by the Head Teacher or an authorized representative of
the School in advance of such use or installation and the use or installation will b= camied out by
traned and competent personms]

k) lwe agres to familiarse myselffourselves with the posiion of telephones, escape routes, fire
alarms and firefighting equipment.

Iy Lwe agres to read and ensure that lwe understand any nofices regarding the procedures o be
fiollowed and action to be taken, in the event of fire and lwe agree to ensure that that such
|nfu:uTnaJ-:|n will b= on by mefus to anyone using the premises during the penod of hire

m) Lwe shall indemnify the School and West Bereshire Council against any legal liability for loss,
damage, demand or proceedings whatsoever, ansing under statute or at cormmon law, for damage
to property, which shall include the hired premises, or personal injury to or death of any person,
caused during o by circumsiances ansing from, related fo or connected with the hire of the
premises except where arising from the neghgence of West Berkshire Council, the School or its
Goveming body.

nj lwe agrese to effect Third PartyPublic Liability Insurance against any begal liability for loss,
damage, demand or proceedings whatsoever, ansing under statute or at cormmon law, for damage
to property, which shall include the hired premises, or personal injury to or death of any person,
ca.rseddunrgel:t by circumsiances ansing from, related to or conmected with the hire of the
premises on the following bass:

i) acosdental bodily inpery or disease, including death to thind parties and in respect of
damage to their progerty — limit of indemnity not less than £35 million

i) accadental damage howsosver caused, inchuding by fire, to the premises on hire — [imit of
indemnity not less than £5 million

EXCLUDED LETTINGS

+* Political meetings
* Professional Entertainment promotions

Hiring doc vl Mar 17 .
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Appendix 1.3 — JRS Hirer’s Agreement (3/3)

—
SIGMATURE OF HIRER (where hirer is an individual™):
OR
%%EHISED SIGMATORY (where hirer is a firm, parinership, company or organisation""):

POSITION:
DATE

-
WITHESSED BY [signabure);
MANE OF WITNESS (block ketters):
ADDRESS OF WITHESS:

POST CODE:

OCCUPATION:

[ applicable, the invoice in respect of payment for the hire of the said accommodaton'equipment may be
fionwarded to

* [f the hirer 15 2 fim this sgreement must be signed by a panner of the firm. if the hirer is 3 Imisd company, s
agresment must be signed by a direcfor or the secreiary of the company. K the hirer 5 8 ciub or simiiar

isghon, this agreement must be i by an awthonsed officer of the ofub or organissbon. This form must be
n fo the school af least 7 days = fhe proposad dafe of the hire.
Hiring doc w1 Mar 17 3
Page 8 of 12

JRS Lettings Policy Approved: 13/07/2023



Appendix 2 — JRS Letting Check List

A 4

»

v, l«
-

tll \OHN ppNRIN o

"v“\

Hirer's Name:
Date of letting:
Event type:

Area(s) being hired:

Hirer's agreement:

Received by: Name:

Date:

Insurance certificate received (date):

Received by: Name:

Date:

Deposit Paid (short term lettings only - under six months in length):

Amount:

Received by: Name:

Date:

Deposit Returned (short term lettings only - under six months in length):

Amount:

Received by: Name:

Date:

Invoice issued:

Amount:

Issued by: Name:

Date:

Invoice paid:

Amount:

Paid by (method):

Date payment shows on bank account:

Name:

Signature:

Signature:

Signature:

Signature:

Signature:

Signature:

Letting Check list
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Appendix 3.1 — Conditions of Use Agreement (1/3)

THIRD PARTY USE OF CATERING FACILITIES

Section &

Permitted and Non-Permitted Areas and Equipment

Mame/address of Catering
Facility (service)

Mame/address of Third-Part

Mon-I55 facilities employees will use the catering facility on the following occasions:

Date

Start Time

Finish Time

The following areas and/or equipment within the Catering Facility will be accessible to the third

party:

Area/Equipment

Time From

Time To

The following areas and/or equipment ARE MOT ACCESSIBLE/PERMISSIBLE for use by the third

arty at any time:

aAreafEquipment no accessiblefnot permissible for use
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Appendix 3.2 — Conditions of Use Agreement (2/3)

THIRD PARTY USE OF CATERING FACILITIES
Section B
Hygiene and Safety Information

smoking Policy: Smoking in a kitchen, food preparation room for food store is illegal and is not
permitted.

Cleaning of premises after use: all areas of the premises must be cleaned and left tidy after usa.
Exceptions are:

Removal of Refuse: all rubbish accumulated during the use of the facilities must be cleared
after use. The refuse skip/container is located:

Broken glass must be placed in a strong cardboard box and clearly labelled ‘BROKEN GLASS —
HAMDLE WITH CARE' this box must be laft next to the refuse skip/container.

Damage to Equipment: Any equipment damaged by the third party will be repaired at the
expense. The following equipment that will be used by the third party has the defects listed:

EQUIFMENT: DEFECT:

First-&id Facilities

First-&id Box is situated at:

Trained First Aider can be contacted by:

Mearest Accident and Emergency Dept. is:

To Contact Emergency Services you need to dial:

Fire Evacuation Procedure

Fire alarm sounds like:

Evacuation route is:

To contact Emergency Services you need to dial:

Fire assembly point is:

Fire extinguisher/blankets are located:

Emergency GASSElectric shit offs are:

In the event of a fire and subsequent evacuation, if it is =afe to do so0, windows and doors
should be closed and gas/felectriaty supply shut off,
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Appendix 3.3 — Conditions of Use Agreement (3/3)

THIRD PARTY USE OF CATERING FACILITIES
DECLARATION by representative of third party

I accept and understand the information and conditions listed in parts & and B of this document
and will take responsibility for ensuring that the information is communicated to the relevant
people and the conditions are complied with.

I agree to indemnify 155 Facility Services Education against any claims, losses, costs, liabilities and
expensas relating to, arising directly, or indirectly out of the use of the facilities and amy activities
carried out thereon by any party during the period of the event.

signature of Third-Party Represantative

signature of Site Manager/Line Manager

Date ! !

SLLERGEN CONTAMINATION PREVEMTION

1 agree that products containing nuts, or that may contain nuts will not be brought into the
kitchen,

signature of Third-Party Represantative

Date ! !
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