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Letting of School Premises Policy
 
Rationale
The Governors, under the local Management of Schools, have a responsibility to maximise the efficient use of school premises.
In accordance with the school’s ethos & values, the Governors value the School’s links with the local community and wish to further and strengthen such links.  One way of achieving this is by allowing access to the school facilities.
Aims 
The Governors aim to achieve a balance between their financial and health and safety responsibilities towards the school and the needs of the local community.
The Governors wish to set out clear guidelines for groups and individuals within the local community for the letting of the facilities so that such groups are aware, and feel able to avail themselves, of this facility to the benefit of all parties.
Guidelines 
1. All lettings of the facilities shall be in accordance with the Regulations entitled ‘Conditions of Hire’ which are currently in force at the time of application to hire the facilities.

2. All applications to hire the facilities must be made on the form provided by the School and a copy of the Conditions of Hire will be provided to the hirer at this time.

3. The facilities shall only be available out of school hours at the discretion of the Headteacher.

4. The Governing Body have determined that the fee (excluding VAT) for the letting of the facilities shall be as per the attached schedule.  Charges are reviewed annually, any changes will be implemented with effect from 1 September annually.
5.    	The times required indicated on the booking sheet should state the time the premises  are to be accessed/exited and must include time for any setting-up or clearing-up period.  The minimum period of hire is 2 hours. The cost of the 2 hour hire includes all administrative and facilities/utilities costs as well as the relevant hourly rate.  If the hire is longer than 2 hours, then the additional cost will be added per hour or part thereof. 
6. 	At the sole discretion of the Governing Body the hire charge may be waived if it is considered that the occasion is to the benefit of the school/local community in general, e.g. for the use by Friends of Portishead School.



SECTION 2
LETTINGS REGULATIONS FOR SCHOOL FACILITIES

1. The Governing Body controls the use of the School Premises outside normal school hours and is responsible for the administration of the lettings of the premises and playing field.  Many individuals and groups will approach Governors or the school with a view to hiring premises or grounds.  They are defined in three bands – Statutory, Designated and Private users (see below for definitions).

In exercising its responsibility, the Governing Body has regard for the following:

a) Final approval for lettings will lie with the Governors (delegated to the Business Manager)
b) The charges will be determined by the Governing Body.
c) Confirmation of letting and issue of an invoice will be done by the Business Manager.
d) Payment of the letting fee will be made to the school, at least seven days in advance of the letting. 
e) Income from the letting will be credited back to the school’s budget to compensate for the cost of out-of-school use.
f) Governors cannot refuse lettings which are required for statutory use.
g) Governors are to have regard to the desirability of making school premises available for community use out of school hours.
h) For Statutory and Designated users, only actual cost should be applied.
i) Unregistered Youth and Community Groups may be charged as Private users, i.e. they must be charged at least actual cost, but Governors can decide to charge in excess of actual costs.
j) Letting for Community and Voluntary use may be cross-subsidised from other lettings, provided there is no net cost to the school’s delegated budget.

2. PROCEDURES

2.1 Hirers will complete a Lettings Application Form, obtainable from the school, and will be required to sign the form agreeing to abide by the lettings regulations and be personally responsible for the letting fee.

2.2 When hiring the ICT Suite hirers will complete and return to the school, prior to the letting, the “Responsible Use of the Internet” form (obtainable from the school office) and are responsible for acquiring appropriate permission from parents/carers within their group.

2.3 Hirers must be adequately insured with a Public Liability insurance of £5m for their use of the school premises, and will be asked to produce a suitable insurance certificate at the time of applying.

2.4 The School is committed to the safeguarding of children and young people.  We expect everyone to share this commitment.  The Business Manager will request evidence from Hirers that they have followed the safeguarding checks and procedures.

2.5 The Business Manager will decide whether to approve the letting and will ensure that the necessary caretaking arrangements have been made.

2.6 Confirmation of the letting and details of the charges will be issued to the hirer by the school.

2.7 In the event that the facilities required become unavailable a complete refund will be paid to the hirer.

2.8 Lettings fees are payable as follows; 

For casual lettings; a 10% non-returnable deposit is payable and must be submitted with the Application Form.  Full payment must be received a minimum of 14 days before the proposed date of hire to ensure the premises are made available.

For regular lettings; after any initial payment, payment should be made one month in advance of use throughout the season. If instalment payments are not made on time, the premises will not be made available.

2.9 For regular lettings at least 7 days’ notice should be given by the hirer to the school of any cancellation of a session. A nominal charge may still apply to cover any costs in relation to the cancelled session.

2.10 Where external facilities are used for non-sports activities, i.e. a car park or playground for a car-boot sale, or a field for a fete, VAT will be charged at the current rate in addition to the letting fee.

2.11 VAT will be charged at the current rate for use of the Computer Suite and use of specialist equipment such as piano, PA system.  VAT will be charged at the current rate in addition to the letting fee.

2.12 The School catering accommodation is not available for letting.

2.13 Hirers will be provided with details of the School’s Health & Safety Policy in respect of lettings, will be advised of required fire procedures.

 
2.14 The Governors reserve the right to refuse to let to unsuitable hirers.  The Governors have been advised that the National Front and British National Party are considered to be unsuitable hirers of school premises.

2.15 The Governing Body will not display political favour considering applications from political parties.

2.16 Applications will not be accepted from Minors.

2.17 Applications for regular ‘Car Boot Sales’ must be accompanied by a valid Planning Consent or a letter of exemption from North Somerset Council Planning Department.

2.18 Lettings in respect of Childcare Schemes and Holiday Play Schemes will be subject to additional procedures currently set out in the Council’s Guidelines for Childcare on School Premises.

2.19 Lettings charges will be in accordance with the scale of charges determined by the Governing Body and reviewed annually.

3. DEFINITION OF BANDS OF USERS
There are three bands: Statutory, Designated and Private.

Statutory Users
Where it is established by statute that school premises may not be used then other priorities must stand aside.  This does not preclude Governors from setting a realistic letting charge to cover their costs.  Statutory usage will be:
a) Use of premises for polling stations or political meetings when an election (local or parliamentary) has been declared;
b) Official meetings of the Parish or Parochial Councils;
c) Any other statutory purpose which may arise
Designated Users
The designated user group is likely to be the largest to use educational premises and grounds.  It follows that charges should be set at a cost-recovery point and not at levels which could deter such usage.  Within this bank the groups below are in order of priority of access to extended use of Council premises:
a) Within a school, the schools own activities:
· School meetings (Governors, PTA, Staff)
· Curriculum activities (plays, concerts etc.);
· Fund-raising activities for school funds.
(Governors should note that these activities can still incur costs for them).
b) Community Education programmed activities:
· Adult Education programmes sponsored by the Council;
· Youth Service programmes sponsored by the Council;
· Community Education staff meetings;
· Community Education staff training courses.

c) Other community activities:
· Approved playgroups and recognised play schemes;
· The Duke of Edinburgh’s Award Scheme;
· Non-profit making sports courses for school-age children.

d) Usage by the Education Department for its purposes other than those already specified above
Private Users
Those who are not Statutory or Designated Users will be Private Users.
4.	INSURANCE
4.1	It is a requirement that hirers of facilities have public liability insurance with a minimum indemnity of £5m. Hirers may already have this in place, and proof would be required. 

 

5.	FACILITIES
5.1 	It is assumed that all lettings will cease no later than 2300 hours.  

5.2	Equipment/Extra Facilities
Hire of specific equipment/facilities can be arranged at a cost in addition to the hiring charge. Customs and Excise regulations stipulate that in most cases VAT is payable on these at the standard rate.  Please note any requests on the Booking Form. 

5.3	Children’s Celebrations
Children’s parties are normally held in the Hall and the hire includes use of the stage area for any entertainer and/or access to sinks.  Access to the Sports Court and outdoor play equipment are not included. 
The school kitchen facilities are not available for hire.  Hirers are welcome to bring / make their own catering arrangements and this can usually be met by the facilities on the Stage or in the Hall extension.  

5.4	Adult celebrations

These would be expected to be held in the Hall and the hire includes use of the stage area for any entertainer and/or access to sinks.  Hirers are welcome to make their own catering arrangements, but details will be required if using commercial caterers.  If applicable, details of arrangements for the consumption of alcohol must be provided in advance.  The hirer will need to obtain a License if alcohol is being sold in any form, a copy of which should be provided.  (see CoH.11/12) 

5.5	Large Scale Private/Public Events – e.g. sports, displays, sales

The arrangements for these would need to be discussed in advance as the risk to property etc might be increased and the school would need to be satisfied that all adequate precautions have been taken to minimise risk in whatever form.

5.6	Facilities for the Disabled

Access for the disabled is straight forward, with no steps to manoeuvre.  Extensive disabled toilet facilities are available adjacent to the main hall.



6. 	CHARGES

Scale of Charges from 1 September 2019
  
	Location
	Hourly rate 
	
	Minimum Hire – 2 Hours or part thereof

	Notes

	
	Monday –Friday
£
	Weekends & School Holidays
£
	Monday – Friday
£
	Weekends & School Holidays
£
	

	Main Hall
	19.00 
	21.50

	38
	43
	Includes stage & sink

	Hall Extension
	7.50

	8.50

	15
	17
	Sink and microwave available, only available with main hall, not on its own

	ICT Suite
	36.00

	37.00

	72
	74
	Only accredited organisations

	KS2 Classroom
	12

	13

	24
	26
	Sink available

	Sports Court
	46.00

	56.00

	n/a
	n/a
	No access to indoor facilities

	Outside space – playing fields and play equipment
	To be agreed on application
	
	
	
	Toilet facilities available

	OTHER AVAILABLE FACILITIES
	
	
Costings will only be provided having received hirer’s requirements




6.1 	Whole day/weekend events will attract a discount on the hourly rate, typically between 10% & 15% depending on the event.
6.2	Hire times of less than two hours may be considered if other parts of the school are being used at the same time.
6.3	Events requiring the use of field &/or playground will still attract an Administration Charge, with charges decided according to need and other facilities required.
6.4	Hire of the Hall for a children’s party does not include use of the sports court and the outdoor play equipment.
6.5	The Kitchen may be available for larger catering requirements at a one off cost of £30.  Liaison/training is essential with the catering company/individuals.
6.6	It is possible that the Key holder could remain on site throughout the period of the letting by prior arrangement and at an extra cost of £10 per hour or part thereof.
6.7	Hire of sound equipment – requirements to be listed on Booking Form with charges made according to need.  A £250 deposit will be required for use of the Amplification/Sound Mixer system.
6.8	The times that the facilities are required should include setting up and clearing away, a late exit penalty for all hirers will be charged at £10 per ¼ hour.

	

Signed
	

	
………………………………………………………………….
Chair of RC                                          
	
 ………………………………………………………………….
Headteacher

	………………………………………………………………
Dated
	





APPENDIX 1
LETTINGS APPLICATION FORM
Including Conditions of Hire (Published on reverse of Lettings Application Form)
	Lettings Ref:                 
	NOTE TO APPLICANT:  BEFORE COMPLETING THIS FORM, PLEASE READ CAREFULLY THE LETTINGS POLICY AND REGULATIONS FOR THE LETTING OF PREMISES AT THE SCHOOL OVERLEAF

	TO BE COMPLETED BY THE APPLICANT
(PLEASE TYPE OR USE BLACK INK - THIS WILL ASSIST US WHEN PHOTOCOPYING)



	SECTION 1         
PURPOSE OF HIRE
	



	SECTION 2

	NAME OF ORGANISATION
	

	NAME OF APPLICANT
	

	APPLICANT’S ADDRESS
	

	POST CODE
	

	TELEPHONE NUMBER
	HOME:                                           WORK:

	Is the organisation on the register of Approved Youth Organisations held by the Director of Community Leisure *YES/NO.  If yes please state registration number:



	SECTION 3   Please refer to the School lettings Policy for scale of charges.  

	ACCOMMODATION/FACILITIES REQUIRED
	PURPOSE OF HIRE
	DAYS(S) OF WEEK
	DATES REQUIRED
	TIMES REQUIRED*

	
	
	
	
	FROM
	TO

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	DO YOU WISH THE LETTING TO CONTINUE THROUGH THE SCHOOL HOLIDAYS?     YES / NO 
*TO INCLUDE PRELIMINARY PREPARATION AND CLEARING AWAY


         
SECTION 4 INSURANCE
Public Liability Insurance of £5m is a requirement of the Lighthouse School Partnership and the named School for all users of our facilities, and a copy as evidence of such insurance needs to be provided.
          We have our own Public Liability Insurance of £5m and attach herewith a copy of our current policy.




         
	SECTION 5 SIGNATURE (PLEASE SEE OVER)
BY SIGNING THIS APPLICATION FOR YOU ARE AGREEING TO take FULL responsibility for ensuring the school remains secure during the letting.  On behalf of the organisation I personally agree to be responsible for the fees charged in respect of this letting and I agree to abide by the regulations stated in the school lettings policy, the contents of which I have read and understood.  
For casual lettings, a 10% non-returnable deposit is payable and must be submitted with this Application Form – please contact the school office to confirm cost of booking and agreed value of non-returnable deposit.  Full payment must be received a minimum of 14 days before the proposed date of hire to ensure the premises are made available.
For regular lettings, after any initial payment you agree to payment one month in advance of use throughout the season.  Terms to be agreed, but in any event on or before the first letting.  At least 7 days’ notice should be given by the hirer to the school of any cancellation of a session. A nominal charge may still apply to cover any costs in relation to the cancelled session.




Conditions of Hire
Letting of School Premises Policy & Regulations for the Letting of Premises at Portishead Primary School will be supplied as a separate document.
1. The person signing the application form shall be considered the hirer and must be over 18 years of age.
2. The premises will only be used for the event described in the booking form.
3. The Headteacher or his/her representative may refuse admission to any person without giving any reason for doing so and may similarly require any person to leave the premises.
4. The hirer will be responsible for ensuring that all activities take place in a safe manner.
5. The behaviour and safety of persons on the premises for this booking are the responsibility of the hirer.
6. The Governing Body shall not be responsible for any loss or damage to any property arising out of the hire.
7. The hirer shall be responsible for all damage or loss to any fixtures, fittings, sports or other equipment or property occurring during the period of the hire.  The hirer must decide whether or not to take out insurance against this contingency.
8. The hirer must familiarise himself/herself with the emergency procedures for fire, first aid, accidents and defects, reporting and carrying them out to the best of his/her ability.
9. A qualified person must be present during all sessions that are considered to be of a hazardous nature, e.g. karate, gymnastics, judo etc. or where the Club/Organisation is a youth group.  It is the responsibility of the hirer to check the qualifications of those supervising such activities.
10. The hirer is responsible for the adequacy, suitability and safety of all equipment brought onto the premises.
11. It is the responsibility of the hirer to obtain any licence for the sale of drinks and the performance of plays and similar productions.
12. The hirer must ensure that there are sufficient stewards located in areas that will prevent unauthorised persons from entering the premises and to ensure that guests are restricted to the area hired for the function.
13. On the rare occasion it may be necessary for the school to cancel or postpone the event; the hirer can make no claim against the School or Governing Body for any loss he/she may sustain.  No charges will be liable. Reimbursement or credit of/for fees received will be made.
14. Authority to accept or cancel a booking shall rest with the Headteacher.
15. The premises must be left in a clean and tidy state and all equipment must be put back after use.  If the premises are not cleaned to the satisfaction of the Site Supervisor, the hirer will be responsible for any payment necessary to have them cleaned.
16. The Site Supervisor (or nominated representative) will be present to unlock the premises at the beginning of the hiring and lock up again at the end.  He/she will not be available during the period of the hire, except in extreme emergencies.  Should this be required, the request must be made in advance of making a booking.
17. Smoking is not permitted in any part of the school or its grounds.
18. Car parking is only allowed in the allocated car parking spaces.  All roadways must be kept clear.  ‘No Parking’ signs must be respected.
19. The Council require hirers to have and maintain for the duration of the hire insurance cover arranged with a reputable company, to provide a minimum third party indemnity of £5 million each and every accident.  It is the responsibility of the hirer to effect this cover and whatever other insurance he/she requires to cover his/her liabilities.  This can be arranged at the time of hire.
20. Outdoor facilities are not available for non-educational use.  Consideration for educational sporting activities hire will be at Governor’s discretion.
21. A Letting where the hirer is supervising children on a regular basis must have appropriate Health & Safety and Safeguarding policies available for inspection by the Headteacher and/or Governors on request. 
22. Portishead Primary School is committed to the safeguarding of children and young people.  We expect everyone to share this commitment.  We would expect that evidence would be available that you have followed the safeguarding checks and procedures.

	Signature of Applicant:
	
	Date:
	



Thank you for completing this booking form. Please return it to: 
The School Office, Portishead Primary School, Station Road, Portishead, North Somerset, BS20 7DB
Tel: 01275 843360     email (Business Manager): debbie.stephens@portisheadprimary.co.uk
	SECTION 6 (FOR SCHOOL USE ONLY)
This application for lettings is approved              not approved             If not approved state reason:



	Signed:                                                    Business Manager
	Date:
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