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Policy for rental of rooms at our school.
Rationale

This policy was devised in order to bring clarity to issues when any section of the school is rented to a party from outside the school. Our mission statement identifies interesting lessons as an expectation for children and also a well-equipped school as an expectation for teachers. Rental of rooms is one strategy adopted by the Board of Management as a way of raising much needed revenue and so delivering on these commitments to our school community. 

Roles and Responsibilities.

A member of the Board of Management will act as Liaison person with any parties wishing to rent. (S)he will meet with prospective renters and outline with them what the school is prepared to offer by way of agreement. (S)he will proceed through a form filling exercise with the renter and sign this on behalf of the Board (Appendix A). (S)he will update all relevant records and communicate any changes to the school secretary. (S)he will also demonstrate how to deactivate the school fire-alarm in the event of a false activation. 
The School secretary will print off any updated room-rental schedule and disseminate same to the school Principal, the Treasurer of the Board of Management, the supervisor of the contract cleaning company and she will also keep a copy in her own office. She will contact the school caretaker/key-holder and ensure that the relevant dates and times have been communicated to him. 

The school caretaker/key-holder will ensure that the school building is open before the starting time for any group and then securely locked up and made safe after any such group has gone. He will also make sure that the school security alarm has been set and that outer gates have been padlocked. 

The Principal will consult with both the Board of Management Liaison person and the school secretary and will report back any difficulties should they arise.

All tasks in relation to procedures are outlined in appendix B. 

This policy was considered by the Board of Management and ratified on  __________
Signed  ____________________________ 


Aisling O’Connell, Chairperson
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	Name of Group
	

	Date Commencing
	

	Date Finishing
	

	Hourly Rate
	

	No. of  hours per week
	

	Form of Payment (D.D., Cheque, dates of payment)
	

	Dates on which the room(s) will not be rented
	

	Fob Number
	


· All applications for room rental must be addressed to our Board of Management representative. Party renting must furnish certificate of insurance and a statement from their insurer stating that the Board of Management of Skerries Educate Together National School is indemnified against any litigation regarding the use of the premises by this group. 

· If activity of group includes children then party renting must furnish their own Child Protection policy.

· Renters will begin usage of our school no less than a week after any agreement is made and communicated to school secretary. This is to allow enough time for our caretaker to be informed of any changes to opening or closing times.

· All renters will be issued with a fob which allows entry into the old part of the school. 

· All renters using the Halla will use fobs to enter the building for themselves only. Clients attending the activity will be informed by leaders to enter by the entrance doors to the halla open which open onto the junior playground. 

· All renters must ensure that the front door is properly closed again after they have had to open it. (There is a problem with this door and renters are asked to be especially vigilant about ensuring that the door closes fully).

· All renters using rooms 1, 2 or 3 will admit their clients at the old front door and escort them to their venue.

· Renters will ensure that the front door is left in a firmly closed position every time they admit a client.
· Renters are asked to inform their clients that if they are late they should come to the outside of the room where the activity takes place and knock on the window. The renter can then leave the room and admit them through the front door or get another trusted adult to do this. Whoever admits a client must then ensure that the front door is firmly closed.

· Parents or guardians similarly are not to wait in any part of the building other than the venue where the activity is taking place.

· At the end of each month the school secretary will check that all rent due has been paid and will inform the Board representative if there is any problem with this.

· Renters are to stick to the agreed starting and finishing times as otherwise this causes problems with making the school secure.

· Any complaints regarding usage of the school premises are to be put in writing and addressed to the Board of Management representative.

· All renters will be informed of fire- alarm de-activation procedures in the event of the alarm going off and the renter being assured that it is a false alarm. Renters must press the ‘Reset’ button and also reset the red alarm activation box from where the alarm was activated. (This will be demonstrated to renters when they come to sign an agreement). Renters must then ring the alarm monitoring company G4S and explain that a false alarm has been activated. The number for this is written on a notice beside the alarm panel. They will ask for a pin code which is 73641. (Renters are advised to put this code into their phone). Failure to comply with this will result in the renter paying call-out charges for the fire-brigade.  Parties renting during the school day need not concern themselves with this.
· Party renting will ensure that any rooms used by them are left in a clean and organised manner.

· Party renting will inspect toilets in room at the start of each activity. They will record any problems with this if necessary and report them to the Board of Management representative by email.

· Party renting will inspect toilets again at the end of any session and ensure that toilets are left in a clean condition.

· All rubbish generated by any renting group will be taken off the premises by the group.

· Party renting will pay for any loss or damage caused to school property if this occurs as a result of their usage of the premises.

· Party renting will familiarise themselves with emergency evacuation systems and will attend to any necessary fire drills in accordance with their own insurance.

· This arrangement can be terminated by either party with one month’s notice.

· All renters will be allowed retain a fob which will facilitate their gaining access into the  building via the old entrance door. Their room will have been unlocked. Our caretaker/key-holder will open the premises ten minutes before the starting time of any organised activity and will secure the premises 10 minutes after the finishing time of such an activity.
· Any rental agreement is for use of the premises only. No school equipment is available for rental by outside groups. There is no storage available and ICT equipment is not for outside use.

· All renters using the premises during the school day must issue themselves and their clients with lan-yard tags identifying themselves as members of their group.

Aisling O Connell, Chairperson BOM.

Contact Person  _______________________________     Tel__________________

Address:___________________________________________________________

Email: _________________________________________________    

Signed on behalf of Renting Group_______________________________

Signed on behalf of Board of Management_________________________________


Procedures with agreeing rentals and facilitating groups.

1. All requests are referred to Board of Management Room Rental Representative.
2. Board Rep meets with potential renters to discuss possible renting and go through rules and agreement.

3. Renters must produce Insurance certificate and Child Protection policy if their activity involves children.

4. Method of payment and timing of same needs to be recorded in agreement.

5. Method of payment (Table 2) and timing (Table 1) needs to be inserted into tables above. (BOM Rep)

6. BOM Rep will email updated version of this document to the school secretary and also to the Principal.

7. Renters will begin usage of our school no less than a week after any agreement is made and communicated to school secretary. This is to allow enough time for our caretaker to be informed of any changes to opening or closing times.

8. The school secretary will print off 4 copies of the updated timetable and post one in her own office, give one to the Principal, leave one for the caretaker and one for the cleaner. The secretary will also inform the caretaker by phone of any changes to the room rental timetable.

9. Original rental agreements will be stored in the secretary’s office. The BOM Rep will also keep a copy for him/herself and furnish another copy for the treasurer.

10. BOM Rep will issue all renters with a fob which works on the old front door.

11. BOM Rep  will inform all renters who are using the halla that the fob is to facilitate their entry into the building only.

12. Halla users will inform their clients that they are to enter the building by the doors leading into the halla from the junior yard at the back of the school. They will also exit by this way and renters will ensure that all clients proceed off the school grounds.

13. All renters using rooms 1, 2 or 3 will admit their clients at the old front door and escort them to their venue.

14. Renters will ensure that the front door is left in a firmly closed position every time they admit a client.
15. Renters are asked to inform their clients that if they are late they should come to the outside of the room where the activity takes place and knock on the window. The renter can then leave the room and admit them through the front door or get another trusted adult to do this. Whoever admits a client must then ensure that the front door is firmly closed.

16. No clients are to wait in corridors or any other part of the school besides the actual venue agreed for the activity. No parents or guardians similarly are to wait in any part of the building other than the venue where the activity is taking place.

17. At the end of each month the school secretary will check that all rent due has been paid and will inform the BOM Rep if there is any problem with this.

18. Renters are to stick to the agreed starting and finishing times as otherwise this causes problems with making the school secure.

19. Any complaints regarding usage of the school premises are to be put in writing and addressed to the BOM Room Rental Representative.
20. The Room Rental committee will consider requests to rent rooms during the school day on a case by case basis in consultation with the Board of Management.

21. All renters who avail of school accommodation during the school day are responsible for the supervision of their clients entering and exiting the school building. This may be done through the old school entrance door. 

22.  Parking in school grounds is not allowed during the school day.

23. Cleaning of rooms and taking home rubbish as well as compliance with no smoking anywhere on the school grounds are the responsibility of all renters.
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Our Current Board of Management Room Rental person is Gina Jordan 


(email: � HYPERLINK "mailto:ginaj@iol.ie" ��ginaj@iol.ie�)


Our current caretaker/keyholder is Marius Buta email: � HYPERLINK "mailto:buta12marius@yahoo.ie" ��buta12marius@yahoo.ie� 


Tel 087  1315107
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