Lettings - Procedure Notes

	1    Enquiry made -
	RG - Provisional note in Lettings Diary and send application form

	
	

	2   Applicant returns completed form to -
	RG

	
	

	3   Application reviewed, signed if agreed
	MS/RG at weekly meeting 

	
	

	4   Agreed application confirmed in Diary
	RG

	
	

	5    Signed form passed to Jan
	RG

	
	

	6    Number the form and enter in Register
	Jan

	
	

	7    File form – send copy to applicant
	Jan

	
	

	8    Send invoices, chase any outstanding
	Jan

	
	

	9    Review register regularly
	Jan

	
	

	10  Enter payments in register as received
	Jan

	
	

	11  Review/sign register regularly
	MS//RG at weekly meeting 
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Community Education Programme

Letting of School Premises

Application for use of accommodation at Mullion School, Meaver Road, Mullion, TR12 7EB

PART A – APPLICATION

Name of organisation:


Name of applicant:


Address:



Tel No:




Times

Date(s) of proposed hire
From

To


Rooms required – please tick or indicate number required and any equipment needed
	HALL
	GYM
	FOOTBALL PITCH
	RUGBY PITCH
	CLASSROOM
	KITCHEN FACILITIES
	OTHER

(Please specify)

	
	
	
	
	
	
	


PLEASE SEE PAGE 2 ATTACHED FOR CONDITIONS AND CHARGES

I hereby make application for the use of the accommodation and facilities stated above and, upon such application being granted, I undertake to pay, in advance of each session, the charges in respect thereof and to comply with the conditions contained in the subjoined Hiring Regulations.  

I declare that I am of the full age of 18 years (or over) and that no personal profit will be made from the hiring.  I confirm that I have Public Liability Insurance (copy attached) or that I am willing to pay £30 to Cornwall County Council to be included on their insurance for 12 months.  
I attach copies of up-to-date CRB Disclosure Certificates for all adults responsible for children on the school premises during this letting session.

Signature of Applicant

Date



Please return the completed form to:  Mr R Gibbons, Caretaker, at the address above.

PART B – APPROVAL (for school use only)

Approval is hereby given/not given for the use of the above accommodation on the date(s) requested.

Signed

Date



M Sandford, Head  

CONDITIONS

1
APPLICATIONS

Applications for lettings should be made as early as possible to avoid disappointment.

2
CANCELLATIONS

Notice of cancellation should be given as soon as possible in order that the school may be able to re-let the accommodation.  Where this is possible, no cancellation fee will be required, however, cancellations within a week of the event may be subject to 50% of the full charge.

3
ADULT EDUCATION

Special arrangements apply to Adult Education bookings in respect of both applications and cancellations.  Please contact the local Adult Education Principal for details.

4
GENERAL

All hirings include:
Access to toilets and emergency telephone;





Adequate heating and lighting (including exterior lights);





Use of equipment relevant to Adult Education classes;





The arrangement of furniture where appropriate.

A normal session hiring is at times between 1800 to 2200 weekdays.  Periods and times outside of a normal session are subject to special conditions.

Gymnasium and Sports hirings include the use of hot water showers and changing accommodation.

Additional Charges may apply to specialised use – eg Stage Lighting.

Any damage must be reported to the Caretaker immediately and will be invoiced separately when assessed.

5
INSURANCE

Anyone hiring the school premises should have their own Public Liability Insurance, even if the school is not charging.  If you do not have your own insurance please ring County Hall, the Risk Management and Insurance Section, on 01872 323231 and they will arrange cover for the hire period at a reasonable rate.

6
CRIMINAL RECORDS BUREAU CHECKS
Anyone hiring the school premises who will be responsible for children during the session should have an up-to-date CRB Disclosure Certificate.
CHARGES

 for the period 01 September 2008 to 31 August 2009
	PLEASE NOTE:  

Charges quoted do NOT include VAT which may be applicable if equipment is required
	Normal 2hr session

Between 6pm and 10pm
	Extended session – (continuing after 10pm weekdays or at weekend)

	Hire of:
	£
	£

	One classroom
	28.00
	36.00

	Two classrooms
	42.00
	55.00

	Three classrooms
	55.00
	71.00

	Four classrooms
	72.00
	95.00

	Five classrooms
	83.00
	108.00

	Each additional classroom
	14.00
	16.00

	Hall – per hour
	36.00
	65.00

	Gym (includes changing rooms & showers) – per hour
	36.00
	65.00

	Playing fields
	25.00
	28.00

	Netball courts (for one)
	20.00
	26.00

	Netball courts (each additional)
	  9.00
	9.00

	Tennis courts (for one)
	20.00
	26.00

	Tennis courts (each additional)
	  5.00
	  5.00

	Music Studio (PER HOUR)
	14.00
	n/a
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