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                 Scoil Bhríde Policy Document
                         regarding

   The Use/Hire of the School Facilities
                               by

            Outside Individuals/Groups.
A. Introduction
The  Board of  Management  of Scoil Bhríde are very proud of the amenities we have on offer at our school. The extension project which was completed in August 2007 has transformed our School into a multi-functional and multi-purpose facility which provides a variety of opportunities for all our pupils. Our subsequent investment in I.T, Sports Equipment, Library Stocks, Sound System and Stage Apparatus have further enhanced our ability to deliver an exciting and varied education programme well into the future.

B. Background

Circular 16/05 (The Sharing of School Premises with the Community) states.....
“The National Play Policy, Ready, Steady, Play! recommends that school facilities should be made available to local communities for play and recreation purposes, where possible. 

The Department would urge Trustees and Boards of Management to give serious consideration to requests by groups within the community for the use of school premises.  In urging and encouraging the Trustees and Boards of Management to respond sensitively to this need, the Department fully appreciates that the decision ultimately lies with the Board or Trustees and that the first priority at all times should be the interests of the school, its teachers and pupils.”
The BOM of Scoil Bhríde aims to meet this Department recommendation and in doing so have prepared this Policy Document.

C. General Hire Times Available 

The school is available  for use/hire  after 3.30pm by  outside groups/ individuals  for classes and also for meetings. It is also used by the Parents’ Association. Only the Board of Management of Scoil Bhríde, Cluain na Slí can grant access to groups/individuals  for use/hire of  the facilities outside of school hours. The Board recognises that the Primary School is very much at the heart of local life and we feel that, under proper direction and supervision allied to full compliance with approved conditions of use, our facilities may very well be used or hired  by outside groups/individuals, both within our own community and by the wider public.

    General hire time available....

· 3.30pm to 7pm on all school days (normal arrangements apply)

· 7pm to 10pm on all school days (additional arrangements apply)

· Saturdays/Sundays/Holidays (additional arrangements apply)

(See Section F for further details in this regard)
D. General Conditions of Use/Hire

The conditions for use/hire of the school premises are set out below. The Board insists that each condition is strictly adhered to. Failure to adhere to any of these  conditions may result in termination  of use/hire by that user.

Use/hire of the school premises for whatever purpose is dependent on compliance with the following directions:.......
1. Copy of appropriate Insurance,  including Public Liability, is provided in writing to the Board of Management (unless the BOM agrees alternative arrangements.) 

2. The nature of the activities for which the school is hired/used is in keeping with the general educational aims and/or ethos of the school.

3. The standard and quality regarding organisation, discipline and instruction (where it applies) is in keeping with the professional standard of the school.
4. Child Protection

a) Where it applies, the quality of care towards and responsibility shown to children involved in specific activities is in keeping  with school policies regarding Supervision and Children First Guidelines.

b) The supervision of children attending extra curricular activities is the responsibility of the teacher/instructor present on behalf of the group/individual hiring or using the school. This includes the supervision and care of the pupils waiting beforehand and waiting to be collected afterwards. Adult supervision of children is to be carried out at all times, on entering the building, when going to the toilet and during classes. The class instructor must be in charge of supervision. Children who are attending classes should not leave designated areas unaccompanied and must only leave the designated area to go to the toilet, to leave after class has finished or in the case of  an emergency.
5. All matters regarding Health and Safety are properly addressed and the outside agency are fully compliant with the contents of the School Health and Safety Policy.

6. Responsibility rests with the group/individual/contact person who is hiring/using the school for communicating with parents about:

a) Starting/finishing dates and times.

b) Cancellations, re-scheduling etc.

c) A contact phone number should be provided to all parents of children in attendance.

7. The teacher/contact person/organiser present on behalf of the group/contact person hiring/using the school is responsible for:

· Ensuring that the school’s no smoking status is upheld.

· Turning off lights etc.

· Returning equipment and furniture to proper storage points.

· Re-arranging furniture.

· Any necessary cleaning and maintenance.

· Ensuring that the school grounds and premises are kept litter-free.

· Setting the alarm system and locking the school.(Unless otherwise arranged by the School Management )
· Breakages and repairs/replacement.

· Ensuring that the group’s movement is limited to those areas agreed with and specified by the school BOM.

8. The agreed school hire/use charges (if applicable) are paid by cheque to the Principal.......
a) Within a fortnight (if hire/use was for a single session)

                                    or

b) At the end of every calendar month (if the hire/use is on an on-going basis)

The BOM  may  not charge for the use of its facilities when the activities organised are clearly school- related.

9. The school reserves the right to use the facilities for its own purpose should the need arise. This overerides any previous arrangements made with an outside group/individual.
10. The BOM will periodically review the hire/use of its facilities. If the B.O.M. is of the opinion that the facilities are being abused in any way then further access will be suspended or even denied to that particular group/individual. We reserve the right to cancel the hire/use of school facilities  at any time and for any notable reason.

11. In some situations the School BOM may provide a key of the building to the group/individual using our facilities. In such instances, the key becomes the sole responsibility of the named contact person and is not to be duplicated or passed on to any other individual. 

E. Operational Issues. 

Before access to the school premises is provided , the BOM needs to be satisfied with the following:

.1. That the school facilities  are  suitable for the proposed activity. 

.2. That proper arrangements are in place to open up the building and the specific area required, and also to ensure that all other areas not required are locked/secured. If the activity being organised is non-School related and is taking place later in the evening time, then the Board will need to be satisfied that all opening up procedures do not compromise the safety and security of the building and its contents.

.3. That proper arrangements are in place to lock up and secure the premises after use. On normal school-days our Caretaker is on site until 6:00pm each evening. For any gathering organised later in the evening, the Board need to be satisfied that the premises is properly locked and secured after use. An important consideration in this instance would be the re-setting of the alarm etc. 

.4. If the Caretaker is unavailable to open/close the school then BOM approved alternative  arrangements may have to be put in place for a Substitute Caretaker to grant access to, and leave of, the building. However, in exceptional circumstances it may not be possible to grant access to the school and use of the building may have to be cancelled. Alternative arrangements for classes will be the sole responsibility of the contact person. On occasion, the School BOM may provide a key of the building to the group/individual using our facilities. In such instances, the key becomes the sole responsibility of the named contact person and is not to be duplicated or passed on to any other individual. 
.5. The group hiring/using the facilities  must leave the area that they hire/use exactly as the find it, so that everything is fully prepared and ready for school/pupil use the next day. As stated  earlier,-the first priority at all times should be the interests of the school, its teachers and pupils.
.6. That all hours of hire/use are correctly and fully adhered to and that the outside agency vacate the premises/hall at the agreed time. The BOM will not grant the use/hire of the premises for any activity beyond 10pm. 
.7. Consideration and respect must be shown to school staff at all times, ie the Caretaker, Secretary, Teachers and Principal. If you have a difficulty with a staff-member, please put it in writing to the Principal and the Board of Management. Do not challenge a staff-member yourself. Verbal or physical abuse of staff-members will result in instant cancellation of hire/use of the School facilities. 

.8. That  minimal disturbance  to local residents is ensured. 

F. Application for use/hire by Outside Groups.

.1. A letter of application should be submitted to the Board of Management for consideration at its next meeting. The letter should state:

a) The name, address and telephone no. of the  contact person making the application.

b) Name, address and telephone no. of  group/individual  applying for use of  the premises.

c) An up- to- date  copy of the original Certificate of Insurance.

d) The purpose for  which the group/individual  intends to use/hire the premises.

e) The dates of commencement and cessation of use/hire.

f) The day/date and time of use/hire.

g) The number of weeks/days for which our facilities are  intended to be used/hired.

h) Applications must be re-submitted after date of cessation and the same procedure applies for re-hire/re-use as outlined above.

The Board will consider the application and contact the person/group named to inform of its decision.

If the application is successful, the group / individual / contact person  must  then fill in a form and sign a declaration agreeing to the Board’s conditions for  use of the premises. (See Appendix .1.)

.2. All applicants are advised to take note of the following:...

· Official Charges

· €30 per hour (or part there of)  up to 7pm on all school days

· €35 per hour (or part there of)  between 7pm and 10pm on all school days.

· €35 per hour (or part there of)  on Saturdays/Sundays/Holidays.

Fees are to be settled by cheque made payable to the Board of Management of Scoil Bhríde, Cluain na Slí. (The BOM will treat each application individually and will re-examine pricing in special cases) 
a) All conditions contained in this Policy will apply to Summer Camps/Summer Courses. The BOM will determine an appropriate fee for same based on....

(i.) The number of participants / pupils involved.

(ii.)  Age- profile of the participants/pupils.

(iii.) Duration

(iv.) Facilities requested etc.

.3. Only those over the age of 18 years and with suitable qualifications may teach classes on our premises.  
.4. A copy of the organisation’s original Insurance Certificate must be submitted with application to the B.O.M. The person making the application on behalf of the organisation he/she represents must supply a copy of a current Certificate
 of Insurance. If a certificate expires during the term of use/hire of our premises/hall, then the applicant is responsible for the prompt provision of a copy of the renewed certificate. If such is not presented to the BOM within a reasonable time-frame ,(of one week from the expiry of the old certificate) then cancellation of use/hire will be swiftly effected.
G. Conclusion

This Policy was discussed and ratified at  a meeting of the School BOM held on 3/4/’17. The provisions contained herein will come into effect as and from this date. The contents of this Policy Document will be reviewed at any  point in time where the need arises, but certainly no later than April 2020.
________________________________ (Chairperson) ______________ (Date)
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 Appendix .1.

Declaration on the part of the Applicant

This form is to be filled out by the contact person associated with  the group currently applying for the use/hire of the School facilities. 

· Name of Contact Person: ________________________________________ 

· Address of Contact Person: ______________________________________

· Telephone: ______________________ (H) __________________ (M)

· Name of Supervising Adult(s): ______________________________________

· Facilities requested: _____________________________________________________________________________________________________________________________________________________________________________________________ 
· Where the School BOM decides to entrust a key of the building to a group/individual using our facilities, please give the name of the person who shall be taking responsibility for same: 

_______________________________________________________________
· Purpose for which our facilities are intended: ____________________________________________________________________________________________________________________________________________________________________________________

· Day/Dates of proposed use/hire: ________________________________________________________________________________________________________________________

· Times Requested: _____________________________________________

· Date of Commencement: _______________________________________

· Date of Cessation: ____________________________________________ 

· Number of Weeks: ___________________________________________

· Copy of Original and Up-to Date Certificate of Insurance supplied: 
                                           Yes        No

· Expiry Date of Insurance Certificate: ___/___/’___


· Appropriate Fee Agreed:  Yes          No
· Amount per Use: __________________________________________

· Dates of Payment: ________________________________________________________________________________________________________________________

Declaration
“I have been provided with a copy of Scoil Bhríde’s Official Policy regarding the Use/Hire of the School facilities by outside Agencies. I have read this document very carefully and fully understand the conditions contained therein. I will abide by these conditions and understand that the School BOM reserves the right to amend this Policy as it sees fit.”

Signed: ____________________________ 

Date: ___/____/’___
*Please note that a copy of this Declaration should be retained by both parties. 
