THE SOUTHERN EDUCATION AND LIBRARY BOARD


SCHEME FOR THE USE OF FACILITIES OTHER THAN SCHOOLS AND LIBRARIES WITH EFFECT FROM 1 JULY 2009
1.  
GENERAL

1.1
This Scheme does not apply to schools where the Board of Governors or Governing Body has control over the use of the premises outside school hours subject to any directions given by the Board.  The Scheme does not apply to libraries.

1.2
The Board will consider applications for use of its school meals facilities, youth centres, teachers' centres, multi-purpose centres and music centres subject to conditions as laid down in this Scheme and on the signed application form and Letting Agreement.

1.3
Application forms for use of facilities may be obtained from the Chief Executive of the Board or person in charge of the facilities.  Communication is essential and users are advised to discuss fully their requirements with the person in charge before completing an application.

1.4
The Board must be satisfied that the nature and frequency of use requested by any user is reasonable, taking into account the facilities and resources available, the overall needs of the community and supervision and caretaking arrangements.

1.5 The Board shall not be responsible for any loss, damage or injury to any property or person(s) including the user’s invitees suffered by reason of any act, neglect or default of the Board, its agents, servants or workmen or any defect (whether latent or potent) in the premises, playing fields or services ancillary thereto.

1.6 The Board shall not be responsible for any loss, damage or injury to any property or person(s) including the user’s invitees suffered by reason of any act, default or neglect on the part of the user or the user’s invitees.

1.7 Users are advised in their own interest to ensure that they have suitable insurance cover.

2.
CONDITIONS OF USE

2.1
Facilities will not in any circumstances be granted for political or commercial purposes.

2.2
Application for the use of school meals facilities MUST be made on Form SMS/UF/1 and application for the use of other facilities must be made on Form UF/l.  The application must be submitted to the person in charge, normally not less than twenty-eight days before the date of the proposed use.

2.3
Facilities may not be used unless approval is received in writing from an authorised officer of the Board.

2.4
The person(s) named as responsible in the application will be held entirely responsible for the conduct and supervision of all persons involved, for the termination of use at the hour specified, and for any damage or loss caused to the premises or property arising out of such use.  The Board reserves the right to recover the cost of making good such damage or loss from the user.
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2.5
All use of facilities must take place on the day and between the times stipulated in the approval.  Premises must be completely vacated fifteen minutes after the agreed time.  Failure to comply with this condition may result in future use being refused.

2.6
The Board's approval to the use of facilities, if granted on a seasonal basis (ie where there are at least five usages), will lapse automatically on 30 June.  A new application will be required for use of facilities during the following year.

2.7
Items of Board-owned equipment are not available to users unless specially authorised beforehand.

2.8
The Board must be satisfied that users of specialist accommodation or equipment are suitably qualified and experienced in its use.

2.9
Intoxicating liquor may not be sold or consumed on the premises.

2.10
All irregularities, damage and loss relating to the facilities and Board-owned property must be reported to the person in charge within twenty-four hours of occurrence.

2.11
Cancellation of a booking must be notified to the Board AND to the person in charge as soon as possible and in any case not later than three days before the date of use.

2.12
Where a user has been granted use of facilities free of charge and fails to attend without giving proper notice of cancellation a charge may be made by the Board.

2.13
All charges become payable immediately on receipt of an account.

2.14
No facilities other than those authorised may be used, disturbed or entered.

2.15
All approvals are subject to cancellation by the Board without notice. (This right will not be exercised unless absolutely necessary.)

2.16
The Board shall not be responsible for loss or damage in relation to items of personal property of the user or the user's invitees.

2.17
The Board shall not be responsible for any injury to any person or persons including the user's invitees suffered by reason of any act, default or neglect on the part of the user or the user's invitees.

2.18
The particular conditions relating to the use of school meals accommodation are shown on the back of Form SMS/UF/l.

3.
CLASSES OF USER

3.1
USERS TO BE GRANTED FREE USE OF FACILITIES OTHER THAN SCHOOL MEALS FACILITIES


The Department of Education and groups established by and organised under the control of the Board.
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3.2
USERS TO BE CHARGED 25% OF THE RATES IN SECTIONS 4.1 AND 4.2 WITH NO CHARGE UNDER 4.3


Youth Groups registered with the Board.

3.3
USERS TO BE CHARGED THE RATES IN SECTION 4


All other users for approved purposes (apart from registered youth groups of school meals facilities).

4. 
SCALE OF CHARGES

4.1
ACCOMMODATION


A session is defined as a morning, afternoon or evening.  Where more than one application is received for the use of a facility within the same session and where the users are in agreement the facility may be used on a shared basis and the charges apportioned.


The following charges will be made in accordance with the categories listed.  They are subject to a ten per cent reduction for seasonal bookings of at least five usages.  They do not include VAT, the amount of which (if any) will be shown on the Board's letter of approval.  The charges are also exclusive of heating charges which are shown separately in paragraph 4.2.

A
HALLS UP TO 160 M2 IN AREA, LECTURE THEATRES, CLASSROOMS AND OTHER ROOMS


£2.65 per hour 

B
HALLS LARGER THAN 160M2 


£7.23 per hour 

C
DINING HALLS AND OTHER FACILITIES TO BE USED IN CONJUNCTION WITH SCHOOL MEALS KITCHENS 


£7.23 per hour 

D
SCHOOL MEALS ACCOMMODATION (DAY USE)

(i)
Tea making and/or washing up £7.82 hour

(ii)
Provision of buffet meals (Equipment only used for heating food already cooked) £16.48 plus 15p per meal 

(iii)
Cooking of meals £24.66 plus 15p per meal

E
SCHOOL MEALS ACCOMMODATION (RESIDENTIAL USE)

(i)
Use of Kitchen £21.35 per day

(ii)
Use of Dining Hall £19.80 per day
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(iii)
School Meals staff will be paid for each hour they are on duty, including time spent cleaning up following the use of the accommodation.  The charge to the user will be based on the actual cost to the Board.   In large kitchens this will be substantial and users are advised to obtain an estimate at the time of booking.  Fuel used and telephone calls made will be charged at the actual rate paid by the Board, based on meter readings at the beginning and end of the use.

NOTE:
School meals accommodation will be made available only after consultation with the supervisor of the kitchen or her deputy.

4.2
HEATING

Oil fired central heating will not be provided for single rooms.  Where another form of heating is available, the additional charge will be £0.99 per hour.

Where heat is provided for halls the additional charge will be £5.49 per hour.

NOTE: 
No charge will be made for heating where a hall is already heated for a Further Education class or grant-aided Youth provision.

4.3
CARETAKING

4.3.1
Caretaking charges will be reimbursed to the Board on the basis of a charge of £10.17 per hour for use between Monday and Friday subject to a minimum of £20.28 per session (shared by all users where appropriate). 


Where the caretaker is entitled to be paid at time and a half or double time rates the caretaking charge will be increased accordingly.

4.3.2
No charge will be made in any case where the attendance of a Caretaker is not necessary because either:-

a.
a Caretaker is already on duty for a Further Education class or grant-aided Youth provision; or

b.
the Board is satisfied that the facilities will be left in the same condition as prior to use.

A fraction of an hour will in all cases be charged as a full hour.

5.
RESIDENTIAL USE OF BUILDINGS OTHER THAN RESIDENTIAL CENTRES

The inclusive charge is £2.58 per person per day.

6.
VAT
With the exception of SELB schools (controlled and maintained) and services VAT should be charged to all other users of facilities including any related good and services such as refreshments.
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FORM US1

THE SOUTHERN EDUCATION AND LIBRARY BOARD
USE OF SCHOOLS AND COLLEGES : APPLICATION

Name of Premises:

Applicant/Group/Org:

Contact Name and Address:

PhoneNo: Home ________ Business ___»

Invoice Name and Address: ______

Facility Required:

Purpose of Use:

Equipment Required:

Period of Use: From _____ oo (inclusive)

Noof Days: ______ Day:

Signature of Applicant _ — . Date

SCHOOL USE ONLY

Charges

Use of Facility £
Caretaking £
Heating f
Use of Equipment (if required) £

Total

Signature of Principal ________________ Date

| agree to the above arrangements and accept the conditions of use.

Signature of Applicant _ ———— _Date _______

SELB GROUPS ONLY J
Payment by Journal Transfer Yes/No* *Delete as appropriate




