Eastern Community Campus
Charging and Remissions Policy For 
Hire of Campus Meeting Rooms 
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Encouraging the maximum use of self-funding facilities for the community, local partners and businesses.
Objectives

· Management of the Campus meeting room / hall / studio facilities will be the responsibility of the school’s governing body 
· Any costs for hiring the Campus rooms cannot come from school budget
· Ensuring the Campus classrooms, hall, open spaces, specialist meeting rooms are available for public / business hire
Achieved by:

· Identifying times for most appropriate community / business use

· Annually identifying running costs and adjusting charges accordingly

· Following a fair and transparent booking process
· Ensuring that local community users are prioritised when booking

· Where there are still opportunities to book facilities then usage is on a ‘first come first served’ basis.

Availability:

Classrooms, specialist meeting rooms, assembly hall and open spaces are available for hire during the following times:-
Monday – Friday 4.00pm – 9.00pm*
Saturday – 9.00am – 5.00pm*
Sunday – 9.00am – 5.00pm*
*subject to School, and College
Procedure for the hire of school premises

1. The hirer must complete the Campus booking form

2. The booking form is checked and entered onto the meeting room database. If any details are missing an email / letter is sent to the hirer asking them to provide the missing details.
3. Once a booking is approved by the Headteacher and the Business Unit function /  Estates team, an email / letter is sent to the hirer confirming that the booking can proceed.
4. Estates staff must ensure they liaise with the Office staff to obtain up to date information on all hirers.
5. Estates team to complete relevant Campus risk assessments and relay important information to the hirer and provide the hire with an information pack
6. All hirers must be made aware of all fire exits and emergency procedures.
Insurance details 

External bookings

All external bookings must have Public Liability Insurance with a minimum liability of £5 million. The hirer must provide the name of the insurance company and the policy number on the booking form and attach a copy of the current insurance policy.  If the hirer doesn’t provide insurance details and a copy of the policy, a letter is issued to the hirer asking for the insurance details, advising them that the booking has been rejected and cannot be re-considered until insurance details have been provided.  No bookings can be approved without public liability insurance details and sight of the policy document.  
DBS checks

Anyone wishing to book a meeting room between 4pm-6pm with pupils on site must have a DBS certificate. However, this is dependent on the location of the meeting room (please contact the Campus for advice)
Where the purpose of hire will include use of the premises by under 18 year olds/vulnerable adults, the hirer will ensure that all* persons over 16 present in connection with the hire will have a current DBS certificate.  Sight of disclosure certificates will be required by a member of staff at the school. * This excludes parents/grandparents attending a children’s birthday party or similar event. However, where someone is employed/volunteers to ‘work/supervise’ at a party it is up to the event organiser to be satisfied that they have a valid DBS check
Licenses

If anyone wishes to hold an event on the School’s premises that involves music, dance, public entertainment, karaoke, disco, concert, theatre, sale or consumption of alcohol etc they must contact the licensing section to find out if it is necessary for them to obtain a licence and/or if their public liability insurance covers alcohol.
The school must retain a copy of any licenses agreed.

Licensing Department 

Room 161

City Hall

Cardiff CF10 3ND 

Tel 02920871123
VAT

All charges are exclusive of VAT and VAT will be charged where applicable

Invoicing 

Where a charge arises from an external booking, an invoice is raised directly from the Council (via the School). Failure to pay will result in the termination of future bookings.  

Amendments

Two weeks notice of cancellation must be given to the School in writing or by email, otherwise the hirer will be responsible for full payment.  No cancellation or any rearrangement of sessions will be accepted, except in the event of the unforeseen unavailability of the facility.  
Unpaid invoices 
Any invoices must be settled on demand and non-payment within one month of the date of issue may result in future agreements becoming void and the hiring terminated.  If an invoice remains unpaid for 3/4 weeks the Council will attempt to recover the money by issuing two reminder letters before passing the debt to the legal team to chase.
Method of payment

	Payment
	Please quote your INVOICE NUMBER ( * this starts 18........ and has 10 digits)with any payment or query on this invoice.

	
	

	Automated Telephone Payments
	Phone 029 2044 5900 Available 24 hours a day, 7 days a week. Have your INVOICE NUMBER* and your debit/credit card ready, then follow the voice instructions and use your telephone keypad. To pay your Accounts Receivable invoice,
select Option 2 on the 1st menu, and Option 3 on the 2nd menu.


	By Post
	Cheques/Postal orders  should be made payable to CARDIFF COUNCIL, and sent to CARDIFF COUNCIL, PO BOX 9000, CARDIFF, CF10 3ND. Please write your INVOICE NUMBER * on the reverse of your cheque/postal order.



	At a Post Office or Paypoint outlet
	Payments may be made at any Post Office or Paypoint outlet on presentation of this invoice.



	Internet Banking
	Use the Council's bank details and ensure the INVOICE NUMBER * is quoted. 

Bank:   Nat West, 96 Queen Street, Cardiff, CF10 2GR
Account No.:   20408838  Sort Code: 52-21-07


	Via the Council's Website
	Visit the Council’s Website (www.cardiff.gov.uk). Click on the link to "Make A Payment" and select the option to pay an Accounts Receivable Invoice.


	SERVICE QUERIES
	If you have any queries about the service you are being invoiced for, please contact the Service Area which provided your service.  Their number should be shown on the front of this invoice.



	PAYMENT QUERIES
	If you have any problems with making payments, please contact Accounts Receivable - Tel: : 029 2087 1991


	DATA PROTECTION AND INFORMATION SHARING
	Your information will be used in accordance with the Data Protection Act 2018 to fulfil Cardiff Council’s legal and regulatory tasks. We have a duty to protect the public funds we administer, and may use information provided for the prevention and detection of fraud. For further information see; www.cardiff.gov.uk/ENG/Home/New_DiscIaimer/Pages/default.aspx, and http://www.audit.wales/privacy-and-cookie-policy or contact the Data Protection Officer at County Hall, Cardiff, CF10 4UW, dataprotection@cardiff.gov.uk. Your information may have been shared with Xerox in order to contact you today. For further information on how Xerox manage personal data, view the Privacy Policy via the following link; www.xerox.co.uk/en-gb/abouVprivacy-policy



Hire Charges for External Hire

The current rates for the recharge are:

Units of hire 
	Room
	Unit

	Classroom
	1

	Specialist Classroom  
	3

	Hall
	5

	Staffroom
	1

	Library
	3

	Kitchen
	3

	Drama Studio
	2

	Canteen / Refectory area
	3


Pricing Structure A – Inclusive of VAT @ 20%
	Room
	Unit
	Price band B
(PER HOUR)
	Price band A

(PER HOUR)

	Classroom
	1
	£30
	£50

	Meeting Room
	1
	£30
	£50

	Departmental Staffroom
	1
	£30
	£50

	Specialist Classroom
	2
	£60
	£90

	Library
	3
	£90
	£130

	Kitchen
	3
	£90
	£130

	Canteen / Refectory area
	3
	£90
	£130

	Main Hall
	5
	£150
	£200


Price band B - local community groups, charities, local schools, Local Authorities

Price band A - Businesses, private companies, Institutions
The facilities above include - use of WIFI, Prowise presentation / projector screen, IT and printing facilities, Lighting rig, specialist equipment.
Coffee & Tea Facilities are as follows –

Band B - £1 per person net*
Band A - £1.50 per person net* 
*(teas, coffee and biscuits are quoted exclusive of VAT and VAT will be charged on the net price)
Pricing Structure A – Exempt from VAT
	Room
	Unit
	Price band B
(PER HOUR)
	Price band A

(PER HOUR)

	Classroom (Basic)
	1
	£25
	£45

	Meeting Room
	1
	£25
	£45

	Drama
	2
	£60
	£90


Price band B - local community groups, charities, local schools, Local Authorities

Price band A - Businesses, private companies, Institutions
The facilities above are room only 

Coffee & Tea Facilities are as follows –

Band B - £1 per person*
Band A - £1.50 per person*
*(teas, coffee and biscuits only as part of the same supply (basic room hire) will be exempt from VAT)
	Signed on behalf of Full Governing Body
	[image: image3.png]




	Name (Chair of Governors)
	Gordon Plant

	Acting Head teacher signature
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	Head teacher
	Kay Adams

	Date
	20th February 2025

	Date of next review
	Spring 2027


