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Policy for Lettings and Other Third Party Use of Premises

General Issues

All potential users of a premises (whether Hirers or other third parties that may be using parts of the premises
at no cost) herebyref er r ed t o shosld siibinihaecombleted Application Form (see Appendix C) to
the Lettings Team at Portchester School, preferably 28 days before the use of the premises is required. This
Application Form sets out the responsibilities of such Users and must be completed in full. The User must
agree that they have read and accepted the various conditions by ticking the boxes on the right hand column
of the Application Form. All lettings will be at the discretion of the Head of Establishment and/or the Premises
Committee and can be terminated without notice for improper use. See the Terms & Conditions for the Hire
of School Premises — Appendix D.

Use of the premises must not be permitted to any person under the age of 18, or any organisation or group
with an unlawful or extremist background. The Council also reserves the right not to allow use of its premises
to individuals or organisations if there is reason to believe the name of the Council will be brought into
disrepute.

Health and Safety

Users should be made aware that they must conform to relevant Health and Safety regulations and be
gualified to deliver the activities taking place, as appropriate. These obligations are clarified within 4 and 5 of
the Application Form. See Appendix C.

Fire Safety

It is very important that the fire safety arrangements for the premises are maintained when used * 0 U t
nor mal ThedJsems must be made aware of their fire safety obligations. The following points must be
noted:

a) The purpose the premises or part premises are to be used for should be already stated and agreed.
Any ‘“unusual
Safety Adviser and the Insurer of the premises for comment;

b) The Usershouldbenamed as a ‘r esponsi khilleesqely responsible foraha d

actions of persons using the premises during the letting period as defined under the Fire Safety Order
2005. NB: Portchester School remain responsible for the provision of satisfactory means of escape
and fire safety equipment. (Please consult the Fire Safety Officer if necessary on 01202 309841 ext
200);

c) If more than one let is proposed for the premises at any one time (b) above applies to each such let

and thebleepposshns’ are jointly responsticdal e

part(s) of the premises;

d) The maximum numbers permitted to use any part of, and in the case of joint lets, the maximum total
number of people using the premises shall be clearly stated and strictly adhered to in order to avoid
compromising the means of escape provided. (Please consult Fire Safety Officer if necessary on 01202
309841 ext 200);
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use or that for which the premi
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e) If any areas of the building alarms are to be isolated, eg security/fire, full details should be included as
part of the letting agreement and specifically stating who is responsible for isolating/rearming the
systems and at what time, and any compensatory measures taken during the period of isolation.;

f)  Any security measures to deter arson should as far as possible be retained for the period of the letting
but any gates required for means of escape should be available.

Fire Action notices permanently provided in the premises may not be suitable for lettings * 0 u t of
location of assembly point. A suitable alternative should be provided which should be displayed in a
prominent position for the period of the let and it should be drawn to the attention of all persons attending to
have no doubt as to the evacuation procedures in the event of an emergency.

In particular the sound of the fire alarm should, wherever possible, be demonstrated. In the case of regular
users it should be demonstrated on the first occasion that the premises are used and at regular intervals
thereafter, (depending on the length of the agreed use of the premises but at least once every three months).

Any use during the hours of darkness should only be permitted in parts of the premises (and the escape routes
there from) provided with emergency lighting.

Special measures are required before letting premises for Public Entertainment. (Please consult with the Fire
Safety Officer on 01202 309841 ext 200).

A plan of the premises should be attached to the Agreement which should identify:

The specific area of the premises which form the agreed area to be used for the purpose;

The fire exit routes available during the period of use (Note: Some exits/exit routes which are
indicated as fire exits may not be available for security purpose. However, sufficient exits/exit routes
will be available for the number of persons attending);

The location of the assembly area in case of emergency evacuation;

The location and type of fire extinguishers;

The location of fire alarm break glass call points and fire alarm indicator panel;

The location of telephones available for calling the Fire Brigade and method of calling the Fire Brigade,
eg 9-999 etc.

1
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Risk Assessment

The Lettings Team should ensure that a risk assessment see Appendix A has been completed by the User to
ensure that the venue is suitable for the purpose of the use, and note any particular requirements for the
activity (for example, whether there would be a requirement for either the Lettings Team or the User to
obtain a Criminal Records Bureau check under the Rehabilitation of Offenders Act).

Insurance Cover

The Agreement includes an indemnity in respect of any negligence that may be attributable to the User. This
must be supported by an appropriate level of insurance cover, with the limit of indemnity requirements based
on the level of risk. Generally public liability cover with a minimum limit of indemnity of £5 million will be
necessary, but a different limit may be appropriate where the risk is deemed to be particularly low or high.

The flowchart at Appendix B can be followed to set an appropriate limit of indemnity.

Note — With regards to lettings, in instances where the User does not maintain public liability cover, it may be
possible for the establishment to purchase Third Party Hirers insurance cover on their behalf. Further details
are available by contacting Christine Harrison, School Business Manager on 01202 309841 who will liaise with
the Insurance and Risk Management Section at the Bournemouth Town Hall.

2



= PORTCHESTERSCHOOL

Motivate... Encourage... Achieve...

APPENDIX A

LETTINGS RISK ASSESSMENT FORM

Lo . Risk Assessment .
ACtIVIty . Completed by : Date :
Review
Signedée é ¢éeééeééecéééeéeééce Date:
IMPACT Examples Score LIKELIHOOD Timeline Score | RATING Action Score
Results in minor injuries; eg slight cuts, bruises . o . L
etc; requires first aid; no lost time;  damage to Unlikely to 0810% e
Low - : 1 LOW changes; Have long term plans to eliminate or 1-2
property between £10- £100; minor service occur chance reduce hazards
disruption; isolated service user complaint
RESUIES [ ]IS ) SEYEE ELis, i) Try to eliminate or reduce hazards as soon as
! . e . A
Medium Higmgf]ﬁg’szetmgiigzt? I(;jaorsﬁ:jzdrln(:: l o to 2 Could Happen 1?1 40% MEDIUM | practicable; Reassess work routines and training; = 3 - 6
property between £100 -300 ys: g chance Increase controls; Continue to monitor.
Causes disease, serve injuries eg major bone rse%ilzzptfaczlzlrlgts?svggec;rrggtrc:ai?r:g?):; or
0 ] 3 - i 0,
High I{g‘:ﬂﬁg;tg’ r:]eoqnutlggs dn;'fnd:ael ttcr)eartgweel::, =t 3 leely t;). L) 4?1680 /é HIGH practicable; Reassess work routines and training; | 8 12
between £300 - £5060 ge o property e lrs ehizlizz Increase awareness & controls; Increase
monitoring.
Causes sevee disease, loss of limb, major CONSIDER STOPPING ACTIVIS¥ek spegalist
disabling injury or fatality; requires Certain to 80% or advice; Try to eliminate or reduce hazards
Extreme hospitalisation or medical retirement; lost time 4 h more CRITICAL . immediately; Reassess work routines and 16
exceeds 3 months; damage to property over aRRe chance training; Increase awareness & controls; Monitor
£5,000 constantly
RISK LEVEL (based on precautions in place)
IMPACT x LIKELIHOOD = RISK RATING
Details and Considerations
' . What further
i.e. WHO woul h r ion
(ie. WHO would be What precautions IMPACT LIKELIHOOD | RISK RATING | measures can be
What Hazards affected; What could have already been (see ke (see ke (see ke implemented to Bv Whom? By
Exist? TRIGGER the hazard to taken to control Y Y Y P . y : when?
above) above) above) reduce the risk to

occur? What would be the
resultant CONSEQUENCES)

the risk?

an acceptable level?

WHO 6

TRIGGERS &




RISK LEVEL (based on precautions in place)
IMPACT x LIKELIHOOD = RISK RATING

What Hazards
Exist?

Details and Considerations
(i.e. WHO would be
affected; What could
TRIGGER the hazard to
occur? What would be the
resultant CONSEQUENCES)

What precautions
have already been
taken to control
the risk?

IMPACT
(see key
above)

LIKELIHOOD
(see key
above)

RISK RATING
(see key
above)

What further
measures can be
implemented to
reduce the risk to
an acceptable level?

By Whom?

when?

CONSEQUENCES -

WHO &
TRIGGERS &

CONSEQUENCES -

WHO 6
TRIGGERS 8

CONSEQUENCES -

WHO o6
TRIGGERS &

CONSEQUENCES -

WHO 9§
TRIGGERS &

CONSEQUENCES -

WHO o6
TRIGGERS 8

CONSEQUENCES -




Does this statement apply :

There is no potential risk (however remote) of

APPENDIX B

YES

Nrequirement for Public Liability ¢

either damage to property or injury to persons?

NO

A 4

Do BOTH these statements apply :

AThe property at risk of damage is limited to £2
million or less (i.e. either premises

YES

.

OB

reinstatement value is less than £2 million, or
the potential damage will be restricted to a
localised area); AND

AThe worst case possible injury is anticipated to
be very minor (i.e. cuts or bruises to one single
person)

NO

Do ANY of these statements apply :

Altis foreseeable that over £5 million damage to
property could be sustained (i.e. where the
reinstatement value of the property at risk
exceeds £5 million, and the potential damage is
unlikely to be restricted to a localised area); OR

YES

£2 million

=qmimum Public Liability requiremerD

AThe estimated value of the contract during the
contract period exceeds £5 million; OR

ASerious injuries (fatalities, paralysis, permanent
disablement) are foreseeable from this type of
work (i.e. potential for fire, explosion, restricted
exits whilst more than two people are likely to be
either present or passing by); OR

AStructural work is being carried out.

NO

Minimum Public Liability requirement - £5
million

L

£10 million

_@imum Public Liability requiremerD
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APPENDIX C

Lettings / Use of Premises Agreement

| DESCRIPTION OF LET | eg. Keep it class-

|DATE/S& DATES REQ)

e.g. Tues only from 1/3 to 24/4 weekly -

| TIME(S) OF LET REQ. |

e.g. From 6.00 to 8.00 pm weekly

|TYPE OF ROOM REQ'l e.g. Gym/Field/Classroom -

|[EQUIPMENTREQ. |

e.g. trampoline/table tennis tables

| SERVICEREQ. | , -
e.g. changing room/electricity socket/water access
ADDITIONAL
INFORMATION Please write any further details here:
PAYMENT
ARRANGEMENTS £ Per week / month / event* Pl us VAT Yes / No*delete as nec

Terms and Conditions :

The potential User of the Premises (the User) must tick acceptance to each of the points below, and
provide any details required, before acceptance can be given to this premises use proceeding :

To be completed by
Portchester School

To be ticked by the
User, and additional
details noted as
required

1. The User agrees to settle the payment for
this booking by cheque (made payable to
Portchester School) in full 7 days after
receipt of invoice.

2. The User shall be liable for and shall
indemnify Portchester School/Bournemouth
Borough Council against all actions, claims,
costs, expenses and liabilities arisi ng under
statute or common law from injury to or
the death of any person and/or the loss of
or damage to any property, including
property belonging to Portchester
School/Bournemouth Borough Council, or
any other financial loss insofar as they
arise from matters pertaining to this
agreement (except and to the extent that
such actions, claims, costs, expenses and
liabilities may arise solely out of the act,
default or negligence of Portchester
School/Bournemouth Borough Council, its
employees or agents).

Amount payable :

,,,,,,,,,,

A

A




To be completed by
Portchester School

To be ticked by the User,
and additional details

nnted ac renniired

Without prejudice to
detailed in 2 above, the User shall effect
and maintain appropriate insurance
policies with a reputable insurer in such
sum as is deemed prudent in all
circumstances by the User (but in any
event Public Liability In surance with a
minimum limit of indemnity for each and
every incident to meet the requirements
stipulated by the Council. Evidence of this
insurance cover must be provided on
request. (See appendix B attached).

If use includes child related activities, the
User will be asked to provide documentary
evidence of appropriate police security
checks related to the User and any staff
engaged in supervising, teaching the
children, etc.

The User will be expected to conform to
the relevant Health and Safety r egulations,
and be qualified to deliver activities taking
place.

The User will ensure that at least one
suitably qualified First Aider will be
present during this Letting. The User will
be asked to produce current evidence of
the First Aid qualification before
acceptance of the booking.

The User has been made aware of relevant
fire safety issues (i. fire exits/exit routes,
assembly points, ii. location and type of

fire extinguishers, iii. location of fire alarm
break glass call points, iv. fire alarm
indicator panel, v. location of telephones
and method for calling the Fire Brigade).

The User has been made aware of any
security requirements to which they must
comply.

No direct payment to caretakers or
cleaners should be made by the User.

Public Liability insurance
requirement :

£2 million / £5 million /
£10 million (delete as applicable)

N.B. If the user does not
have their own insurance
83" Party Hirers
Insurance is available
through Portchester
School d consult the
Bursar.

A

Documents seen and
copies attached

A

Documents seen and
copies attached

A

Documents seen and
copies attached

A

Fire Safety Brief given by

,,,,,,,,,,,

eeéééecééécec
(Staff Member)

,,,,,,

Dat e: eeéeeceeé

| ns

s sz oz

s sz

s sz

s 7z z

éeeeeeeece
CRB YES/NO

s s oz

éeeéeeéececeé
CRB YES/NO

s 7z z

éeeeeeeece
CRB YES/NO

Names of first aiders:

eee

eee

eee

urer :

,,,,,,,
,,,,,

,,,,,,,

,,,,,,

,,,,,,,
,,,,,,,

,,,,,,,

A

A
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10.

11.

12.

13.

14.

15.

16.

17.

Portchester School shall not be responsible
for the loss, damage or breakage of any
property, equipment or personal
possessions of the User or any persons that
attend the letting, unless such loss,

damage or breakage arises from the
negligence of Portchester
Schod/Bournemouth Borough Council, its
employees or agents.

Should the proposed event include the sale
of items, then the User is required to
produce evidence of Products Liability
insurance cover- failure to do so, prior to
the date of the letting will resul tin the
cancellation of said booking.

The User agrees not to remove or interfere
with any furniture or fittings in any way,
unless prior agreement has been given.

The User agrees to vacate the premises
promptly at the end of the letting and to
leave the premises in a clean and tidy
condition. Portchester School reserves the
right to request a deposit, which will be
refundable, in full, if no extra cleaning is
required and no losses or breakages are
suffered.

The User is reminded that NO SMOKING is
allowed on the premises at any time and
NO DOGS are allowed on the premises
except assistance dogs.

The User shall not, during the occupancy of
the premises, infringe any subsisting
copyright or performing right, and shall
indemnify Portchester School/Bour nemouth
Borough Council against all sums of money
which the School/Council may have to pay
by reason of an infringement of copyright

or performing right occurring during this
letting.

The User agrees not to sub let to another
person/body.

The User agreesthat no intoxicants shall

be brought on to or consumed on the
premises without the prior approval of
Portchester School / Bournemouth Borough
Council.

To be completed by
Portchester School

To be ticked by the User,

and additional details
nntad ac raniiired

A

If Yes devidence seen d
copies attached

Deposit payable :

,,,,,,,,,,

A

Will the premises use
involve selling of
items?

YES / NO

(If yes, evidence of Products
Liability cover should be
attached to this application)

A

A




To be completed by
Portchester School

To be ticked by the User,
and additional details

nnted ac renniired

18.

19.

20.

21.

22.

23.

24.

The User must ensure that any electrical
equipment bought on to the premises must
either have a certif icate of safety from a
gualified electrical engineer or have been
inspected and approved by Portchester
School/Bournemouth Borough Council.

The User shall be responsible for ensuring
the preservation of good order for the full
duration that the premises a re used and
until the premises are vacated.

The User shall ensure that the number of
persons using the premises does not exceed
that for which the application was made.

Vehicle(s) must be parked within the main
Portchester School Car Park (not in any
surrounding playground areas).

Portchester School may terminate this
Agreement forthwith by written notice to
the User if the User is in breach of any of
the terms and conditions contained herein.

Portchester School shall not be held
responsible for any interruption, closure or
cancellation; temporary or permanent, to
any hire or use caused by breakdown of
plant or machinery, failure of electricity,
gas or water supplies and systems,
Government restrictions or Acts of God. On
occasion there may be unavoidable
cancellation due to extraordinary school
events

Where Portchester School has other
Conditions that may be specific to this
letting, these shall be annexed hereto and
shall also form part of this Agreement.

Pat Test Required
YES /NO

Test Carried out by:

,,,,,,,,,,,,

eéeéeéeeéecee
(Staff Member)

Max No. Participants:
éé.

Max No. Supervising:
eéé

Are there any other
Conditions applicable to
this Hire?

YES / NO
(If yes, attach to this
agreement)

A

A

A




|NAMEOFHIRER | éééeéeeeececececeececececececececeecececececececececececeececeeceeceeceeceeeeeee

|ORGAN|SAT|ON | ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

[ADDRESS | 66 666666666666666666666666666666666666666
POSTCODE | . .. .xs« [TELNOBUSINESBIOME | 4 4 s c s s s s & | 4 ddssssc
| |eeeeeee. TgLNOBUSINE%IOME eeeeeeeceece / eeeeeeee!
[SIGNED | cs6cse6cc66c66csce POITION ceeeeeeeeess.

DECLARATION TO BE COMPLETED BY THE HIRER

K I BEING THE DULY APPOINTED AGENT OF

ACKNOWLEDGE RECEIVING A COPY OF AND AGREE TO ABIDE BY THE TERMS AND CONDITIONS
APPLIED TO THE ABOVE LETTING/S.

SIGNED: DATED

DOCUMENTS REQUIRED:

1 Risk Assessment A
1 First Aider Certificates A
9 Teaching / Coaching qualification certificates A
1 CRB (valid within 1 year of date of booking) A
1 Current Public Liabilty Assurance A

ADDITIONAL DOCUMENTS REQUIRED FOR SPECIFIC PURPOSES:
{I Current Products Liability Insurance (if items are to be sold on school premises) A

9 PAT test certificate for electrical equipment brought onto school premises A

10
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TERMS AND CONDITIONS FOR THE HIRE OF SCHOOL PREMISES

Bookings

Any request for the hire or use of the school premises or its facilities must be made in the first instance to the
Lettings Officer and must be confirmed in writing on an official booking form.

The Hirer shall be the person making the application for a letting and such person will be responsible for
payment of all fees or other sums due in respect of the letting to the Hirer and for the observance of
regulations appertaining to the letting.

The form must be completed in full and returned to the Lettings Officer before a firm booking can be made and
all bookings are subject to the approval of the Governors.

The Governors reserve the right to cancel any advance bookings for the use of the buildings and facilities by

giving two weeks notice to the Hirer in writing. Where this action has proved necessary, an alternative date

will, where possible, be offered. The Governors also reserve the right to refuse bookings and to cancel any

advance bookings for the sports/playing fields, should it be deemed that such use would be detrimental to their
present or future conditon. | n t he event of any such &élast minuted cal
discretion, refund all or part of any fee paid and will, w here possible, offer an alternative mutually acceptable

booking. Portchester School may terminate this Agreement forthwith by written notice to the User if the User is

in breach of any of the terms and conditions contained herein.

Charges

Hirers/users are required to pay such charges as are, from time to time, laid down by the Governors who

reserve the right to amend the list of charges by giving 28 days notice on the School notice board. Any such

charges are payable at least 48 hours before the booking commences and in the event of the Hirer cancelling
the booking before the booking takes place, a sum equal to 50 per cent of the fee shall be paid by the Hirer.

In the event of the Hirer giving no notice of cancellation, the fee may, at the discretion of the Governors, be
retained or charged.

The Hirer must be covered by current third party (Public Liability) insurance, with a minimum limit of two
million pounds for any one occurrence to cover its legal liabilities for accidents resulting in injury to pe rsons
including participants in the hiring activity.

Neither the school nor the Governors shall be responsible for any loss or damage to any property belonging to
the Hirer or any person connected with the hiring, arising out of the use of the school faci lities, nor for any
loss, damage or injury to any person or persons which may have occurred during the period of hire.

The Hirer shall repay, on demand, the cost of any damage to the school or its property, which has been
damaged, destroyed or removed during the period of the hire. The User agrees to vacate the premises
promptly at the end of the letting and to leave the premises in a clean and tidy condition. Portchester School
reserves the right to request a deposit, which will be refundable, in full, i f no extra cleaning is required and no
losses or breakages are suffered.

The Hirer shall indemnify the school against any claim which may arise out of the hiring that may be made by
any person or persons in respect of loss or damage against the Hirer or which may arise by reason of any act
or omission on the part of the Hirer or his agents.

11



Premises

The Hirer shall not exceed the seating or other capacity limits of the school or its separate rooms without prior
written notice from the Governors.

The school shall not be held responsible for any interruption, closure or cancellation, temporary or permanent,
of any hire or use caused by any breakdown of plant or machinery, failure of electricity, gas or water supplies
and systems, Government restrictions or Acts of God. On occasion there may be unavoidable cancellation due
to extraordinary school events.

The Hirer shall not, without the prior written consent of the school, attach or affix, by whatever means, any
item to the walls or fabric of the building a nd shall not interfere with, change, repair or alter in any way
whatsoever, any electrical, gas or water fitting, furniture, item or equipment at the school during the period of
hire.

Every area, as used by the Hirer, should be left at the end of each session in a usable and tenable condition
with moveable furniture arranged as found.

Alcohol must not be consumed on the school premises except with the explicit written approval of the
Governors. Any licences necessary for any approved consumption shall be he responsibility of the Hirer, and
the Governors prior to the hiring may request inspection of such licences.

Smoking is forbidden in all parts of the school premises unless the Governors grant special dispensation in
writing.

Gambling or any act likely to breach the regulations contained within the Gaming Act is strictly forbidden.

The Hirer shall not permit any drunken or disorderly person or persons to remain upon any part of the school
premises.

Animals are not permitted to enter the school or its grou nds without prior written approval from the school.

The Hirer shall not permit the premises to be used for any illegal or immoral purposes. The Hirer shall not
permit the premises to be used for any political or theological purposes or address without the explicit written
authority of the Governors.

The right of entry to any and all parts of the school buildings and grounds is reserved for the Governors and
Staff of the school and any Police or Fire Officer in the course of his duty at all times during the hiring. Hirers
must comply with all safety regulations for the school as laid down by the Fire Officer, Bournemouth Borough
Council and its officers and the Governors. All exits and Emergency Exits must be kept clear and unobstructed
at all times.

Musical instruments, which are the property of the school, shall not be used or moved without prior authority.
Any costs incurred in the re-instatement of their position or condition will be borne by the Hirer in the event of
their having moved or used the instru ment without proper consent. The Hirer prior to the performance shall
obtain any licences necessary for the legal performance of any copyright work. The Hirer shall indemnify the
school against all claims, demands or proceedings arising out of any infringement of copyright or unauthorised
use during the period of hire. Use of materials for preparing floors for dancing is prohibited.

The Hirer shall not permit the parking of motor vehicles other than in those areas designated for that purpose
and shall ensure that no obstruction is caused to exits, entrances or adjoining properties. All vehicles are
parked strictly at the ownerodés risk and the school
or their contents.

The equipment in the Gymnasium fixed or otherwise is to be used only with the written authority of the
Governors.

The Hirer shall indemnify the school against any claim, which may arise out of its unauthorised use. The Hirer
shall not assign the benefit or burden of any agreement m ade with the school for the hire or use of the school
facilities nor permit the hire or sublet of any part of the facilities under hire. The school, Head teacher and
Governors reserve the right, at their discretion, to refuse to let any part of the school or its facilities to any
person, persons or organisations without stating any reason for its refusal or to withdraw previous consent if it
is deemed to be in the best interests of the school.

THE HIRER SHALL ENSURBEHAT THE PREMISES ARE VACATED PROMPTUYTAIE END OF THE LETTING.

Headteacher: C Bradey

Harewood Avenue

Bournemouth, Dorset, BH7 6NZ

Tel: 01202 309841 Fax: 01202 399615
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