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1 
Introduction

1.1 
The Governing Body of Matching Green CE Primary School have agreed the following procedures for letting part or all of the school for use by others. Any lettings will be at the discretion of the Headteacher taking into consideration suitability and security implications.
2 
Procedures for Lettings
2.1 All hall users will agree to abide by Essex County Council’s terms and conditions for the hire of school premises, and will sign an agreement form prior to the hire of the premises.
2.2 The hall will be made available for the benefit of the local community, especially for those children of primary school age.
2.3 A returnable deposit will be paid in advance where appropriate.

2.4 Single users will pay in advance; block bookings will be invoiced monthly.

2.5 All lettings will be recorded in the school diary held in the school office.
2.6 The school will be responsible for raising invoices and collecting sums due.

2.7 Hire charges will be reviewed annually, and will be based on the scale of charges for use of other local venues.  Set for 19/20 @ £30 per hour  includes attendance of key holder for security purposes)
2.8 Charges will be reduced when:

· Block bookings are made for a term or more (less 20%)
· The hall is being used by a recognised youth organisation (less 40%)

· The hirer is a member of the school community

2.9 An additional hourly charge will be made when

· Heating is required

· The Key Holder is required to remain on the premises after 5.30pm

· Use of the kitchen is required

2.10 No animals to be taken into the hall (except guide dogs)

2.11 Access to the rest of the school without prior agreement is not permitted, with exception of the designated toilets.

2.12 No smoking allowed ANYWHERE on the school premises.

2.13 Should any damage occur during the course of the letting the school will invoice the user for the cost of the repair and the deposit will be returned once this invoice has been paid.

I/We agree to abide to the above conditions as laid out in the Lettings Policy
Signed.......................................................................  Date.............................

Print Name................................................... Organisation.....................................

Amy Wareham June 19

