[image: image1.jpg]



BIRCHANGER C OF E (VC) PRIMARY SCHOOL

 Lettings Policy

March 2024
	Review

Date
	Reviewed

By
	Date:
	Next Review Date

	March 2024
	FP&P
	March 2024
	March 2027

	
	
	
	

	
	
	
	

	
	
	
	


Birchanger C of E Primary School
Lettings Policy

Introduction

The Governing Body recognises the focal position of the school in the local community and encourages use of the school premises by outside organisations.  
However, it reserves the right to refuse any lettings e.g. to those whose organising bodies’ aims conflict with the ethos of the school, without giving a reason.  The hirers must be willing to meet with the school officials if asked and provide details of their aims and objectives.
Responsibilities

The letting of the school is the responsibility of the Governing Body and the administration of the letting is the responsibility of the School Business Manager.  Day to day approval of requests for hire will be the responsibility of the Headteacher.  All requests for hire will be logged by the School Business Manager.

Availability

The hall, school kitchen and field are available for hire unless required by the school.  Special equipment (e.g. cookers) is not available for use unless agreement has been obtained from the school beforehand.

Hiring Period

The hiring period is from the time the school is opened (at the hirer’s request) to the time the school can be locked.

Right of Access

The Governing Body and staff have right of access to the school during the period of hire.
Application

Applications for the hire of the school premises should normally be made at least four weeks in advance.  All hirers will complete the lettings application form (appendix 1).  References may be requested by the school.  A copy of the lettings application form signed by the headteacher will be returned to the hirer if the hire is approved.  Long term hirers must complete a letting application form at least annually.

Payment

Payment will be required in advance for all one-off lettings or if the hirer if not known to the school.  In other instances it may be appropriate to require a deposit.  All deposits will be banked.  Should a refund of the deposit be subsequently required, then this will be processed through a BACS payment.  Where payment is not made in advance, the School Secretary is responsible for raising and issuing invoices (appendix 2).
Conditions of Hire
The fabric and fittings (including electrical installations) and contents of the premises shall not be interfered with in any way.  No treatment shall be given to prepare a floor for dancing, and the wearing of stiletto heels is prohibited.  The hirer shall, at the end of the hire period, leave the accommodation in a reasonable tidy condition, all equipment being returned to the correct place of storage.
The governors reserve the right, on proper notification, to invoice the hirer for any charges arising from excessive cleaning time incurred as a result of the hirer failing to leave the accommodation in a reasonable condition, or for repair of the premises or equipment damaged by the hirer, or resulting from the hirer failing to vacate the premises by the time stipulated in the hire form.

Conditions of hire specific to rooms/areas (appendix 3) must be adhered to at all times.  A copy of these will be attached to the approved letting application when it is returned to the hirer.
Statutory Requirements
All statutory requirements, including those relating to health and safety and public entertainments, must be strictly fulfilled by the hirer.  Film, musical (including disco) and stage events must be considered to be public entertainments unless entrance is restricted to those who are bona fide members of the organisation hiring the accommodation.  For all public entertainments, it is the hirer’s responsibility to inform the local Council’s Licensing Officer and obtain the appropriate licence.  This applies if tickets are to be sold at the door or advertised to the public, but also if tickets are offered to friends and neighbours or even if admission is free and open to all.
Hirer’s Property

Furniture and apparatus may be brought on to the premises at the hirer’s own risk.  Hirers shall not bring on to the premises, any article of an inflammable or explosive nature, nor any article producing an offensive smell, nor any other substance, apparatus, or article of a dangerous nature.
Smoking

Smoking is not allowed anywhere on the school site, either indoors or outdoors.
Alcohol

In no circumstances shall alcoholic drinks be available at any function without prior written consent of the governors.  Permission will be granted only in exceptional circumstances.  Applications must be made in writing at the time the hirer applies for the use of the premises.  If permission is granted for alcoholic drinks to be sold it will be the responsibility of the hirer to ensure that an appropriate licence is obtained from the local magistrates’ court or appropriate authority.
Gambling

The premises may not be used for games of chance, other than bingo, unless specific permission has been granted by the governors and appropriate licenses and permissions are obtained.
Fire Precautions

Hirers shall familiarise themselves with the fire precautions in force on the premises, and with the means of escape in the event of a fire.  Fire and other exits must be kept clear at all times.  The hirer is responsible for ensuring that their party are all out of the building and accounted for, and report to the School Caretaker or other responsible person appointed by the school (see below for contact details).
First Aid

First Aid is the responsibility of the hirer and the hirer is responsible for supplying a small First Aid kit at all times.
For security reasons there is no access to the school’s land line during the period of hire.  Hirers should ensure a mobile can be used in case of emergency.

Emergency Contact

In case of emergency, please contact the Headteacher (her number will be provided to the Hirer).  
Indemnity and Insurance
The hirer will accept responsibility for:-

· Damage to premises and equipment being used

· Third party claims involving injury to persons (including staff) and/or damage to property except when caused solely by the negligence of (the School and/or Essex County Council) their servant’s and/or agents.

Commercial/profit making hirers must ensure that suitable cover is in place.  Evidence of suitable cover must be provided with the application.

It is the responsibility of non-commercial/non-profit making hirers to ensure that entertainers/bands/groups possess appropriate Public Liability insurance. 
Cancellation
The School reserves the right to cancel any hire without notice.  Every effort shall be made to give reasonable notice to a hirer, and, whenever possible, alternative facilities offered.  In the event of the school needing to cancel an agreed letting, the school/Governing Body will not be responsible for any claim for compensation (financial or otherwise) other than the return of any deposit money received.
The hirer should give at least 4 weeks’ notice of cancellation in writing. If any shorter period of notice is given, the governors reserve the right to pass on to the hirer any costs unavoidably incurred.

Charges

There is a charging policy (outlined below) which is based on categories of hirers.  These categories are for general guidance.  The Governing Body may, at their discretion, add further users within the appropriate categories.

Group A Use

The following qualify for free letting:

a) All school events.

b) Friends/Parent Teacher Association meetings and functions.

c) Affiliated children’s organisations.

Group B Use

a) Community organisations which are non-profit making.

b) Private users
c) Commercial users
	Room/Area
	Charges Group B

	Hall
	Comparable market rates – prices upon application.

	Kitchen
	

	Field
	


A £50 weekend supplement will be levied to cover the extra cost of caretaking/cleaning by the school outside the standard school week.  The Governing Body reserves the right to alter charges depending on circumstances.
APPENDIX 1:   APPLICATION FORM FOR THE USE OF SCHOOL PREMISES
This form is to be completed by the person responsible, on behalf of the hirers.  It is understood that this person will be responsible for the payment of all charges relating to this booking and will ensure that all aspects of our lettings policy are adhered to at all times.
	ACCOMMODATION REQUIRED
	TIME
	DATES
	TOTAL HOURS
	COST PER HOUR
	TOTAL COST

	
	FROM
	TO
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL COST
	
	
	
	
	
	

	Name of organisation

	Nature and object of meeting

	Estimated number of people to be present

	Estimated number of children under 8 to be present

	Will all persons be members of the organisation?

	Will charges be made and, if so, how much and what for?

	To what purpose will any proceeds be donated?

	How many chairs will be required?      Adult:                      Child:

How many tables will be required?      Adult:                      Child:

	Any other equipment required (eg OHP)?

	Name and address  of Responsible Person (The Hirer)

	Signature of Responsible Person (The Hirer)
	Date

	FOR OFFICE USE ONLY

	Name of School Representative
	Role in School

	Signature of School Representative
	Date

	INVOICE SENT
	PAYMENT RECEIVED


APPENDIX 2:   LETTINGS INVOICE

Date: _____________________________

Dear

With reference to your application to hire school premises we are pleased to inform you that permission has been granted to use the accommodation/facilities you requested.  The permission is dependent on:

· All regulations and conditions stated in our school lettings policy being met

· The receipt of payment of any deposit required within _________

days of the date of this invoice, and

· The cost of your let (as stated below) being paid within ________

days of the date of this invoice.

	ACCOMMODATION REQUIRED
	TIME
	DATES
	TOTAL HOURS
	COST PER HOUR
	TOTAL COST

	
	FROM
	TO
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL COST
	
	
	
	
	
	


Please make cheque(s) payable to “Birchanger Primary School” and return to the school at the above address.

Yours sincerely,

Mrs Sharon Vessey
Headteacher

APPENDIX 3:   CONDITIONS OF HIRE

ANY AND ALL PARTS OF THE PREMISES USED FOR THE HIRE MUST BE LEFT CLEAN AND TIDY AFTER HIRING

You are advised that you must adhere to the times agreed as stated in your hire agreement.

Please ensure adequate time is left after your event to clean and tidy the kitchen, hall and/or grounds.
GENERAL

· Smoking is not allowed anywhere on the school site, either indoors or outdoors.

· In no circumstances shall alcoholic drinks be available at any function without prior written consent of the governors.

· Animals, other than Assistance Dogs, are not permitted anywhere on the school site for hygiene reasons.

· No combustible materials are to be used within the school, except with the express approvalof the Governing Body.

HALL
· All tables must be wiped down if used

· All chairs must be wiped down if necessary

· Floor must be swept clean and mopped if necessary

· All furniture should be returned to its original position.
KITCHEN
· Ovens and cooker tops must be cleaned

· Sinks must be cleaned out and wiped dry

· All worktops must be wiped down

· Floor must be swept clean and mopped if necessary

· All utensils used must be cleaned, dried and returned to their original place

· Only adults preparing food are permitted access to the kitchen area

· NO CHILDREN are allowed in the kitchen at any time.

GROUNDS
· No fires to be lit in school grounds
· No glass to be used on the school field.
