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GOTHAM

PRIMARY SCHOOL



 LETTINGS POLICY

Introduction

Lettings can be defined as the use of school premises outside of the normal school day, or the use of parts of the premises not otherwise required by the school during the school day.  At Gotham Primary School the Hall, together with its associated room and the field may be available for hire by outside bodies at times when not normally required by the school.  The classrooms and the kitchen facilities will only be available for hire by special arrangement.

Legal Framework

Education (No.2) Act 1986, Education Reform Act 1988.

Implementation

These arrangements came into force from 1st September 2008.  
The implementation of the Policy is the responsibility of the Head Teacher.

Review

The Governing Body will review this policy annually during the Spring Term.  
Updated at F&GP Meeting - 30.09.09, 21.09.10, 08.03.12, 04.03.13, 18.09.13, 17/09/2014 (retrospectively for the Spring Term 2014), 12.03.2015, 16.03.2016, 29.03.17, 15.03.2018, 26.03.19, 17.03.20
Scope

This document covers the following issues:

· conditions of hire

· school use of premises

· free and subsidised lettings

· lettings fees

Conditions of Hire
Bookings are taken subject to the following conditions and to the premises not being required for school use at any of the following times:

Monday – Friday 
6.00 p.m. – 9.00 pm (school holidays 10.00a.m – 2.00pm)

Any entertainments must cease 15 minutes before the end time.

In the event of there being more than one request to hire the facilities at a particular time, it will be the responsibility of the Head Teacher and Governors to determine priority.

The hirer must ensure that activities are conducted under adult supervision in a manner unlikely to cause inconvenience to neighbouring property or to the public.

For lettings where the general public are admitted it is the responsibility of the organisers to appoint responsible persons to maintain order throughout the letting.

The hirer shall meet the cost of making good all damage caused to premises or other property and shall indemnify both the school, the Governing Body and the County Council from and against all costs, charges, claims and demands for injury, loss or damage to persons or property.  It is advisable therefore that hirers should take out insurance cover for the period of the letting.

The hirers must not remove or stand on school furniture and equipment or remove other fixtures and fittings.  The school piano must not be moved unless written permission of the Head Teacher has been obtained beforehand.

Notices may not be displayed on school premises or outside the school without notifying the Head Teacher.  No articles may be affixed to the fabric of the school.

Cars may be parked only in recognised car parking spaces, and in the locality in such a way as to cause no nuisance to local residents.  The Governing Body and the County Council do not accept liability in respect of parked vehicles at the school site which are in any way connected with the letting.

It is the responsibility of the hirer to obtain and pay for all the necessary licences and insurances required in connection with the letting.  This will include, as applicable, licenses for the sale and consumption of alcohol, compliance with copyright legislation and gaming and lotteries licenses.

There shall be no smoking permitted in or around the school, no large animals brought onto the premises (other than Guide dogs), and nothing which is inconsistent with the primary purpose of the school.

If your equipment has not been PAT tested then all electrical equipment being used in any of our premises must be connected to the mains electricity supply via an adaptor fitted with a residual current device.  These units are designed to prevent electrocution if equipment is faulty or incorrectly wired.  The unit must be tested before the mains supply is switched on in accordance with the manufacturer’s instructions.
It is the responsibility of the hirer to ensure that if it is applicable s/he is registered in accordance with the provisions of the Children Act 1989.

The hirer may not sublet the letting of the school premises, and may only use them

· for the purpose specified on the application form

· for the number of persons permitted

No special preparation may be applied to floors; footwear likely to cause damage to floors is not permitted.

At the end of the letting period, the hirer must ensure that the accommodation is left in a clean and tidy condition, with all furniture returned to its designated storage areas.

The letting of playing fields may be refused on grounds of over use or adverse ground conditions at the discretion of the Head Teacher.

The order of priority for the use of school premises outside normal school hours is:

(a)
The school has first call on the premises for specific school purposes. A regular booking by an outside user may be cancelled if the school has need of the accommodation for its own purposes.  Two weeks notice will normally be given.

(b)
Meetings convened by the LA where reasonable notice is given.

(c)
Lettings for educational or cultural purposes.
(d)
Other social gatherings, but excluding private parties.

All applications must be made on form CC110 (with the exception of Long Term Lettings).  The form will be signed by the Head Teacher, who will certify that the accommodation is available and the nominated key holder has been notified.
The hire of our school premises is on the strict understanding that any individuals or organisation using them will not carry out any activity which undermines British values. 

A written undertaking to assure us of the hirer’s good intentions will be issued for signing when an application for a letting is made. 

Should we subsequently become aware that any of our facilities are being used for any extremist activity we will:-

A) reject/terminate the letting application 
B) alert the appropriate agency should we become aware of any extremist activity
The school will handle all lettings forms including raising invoices to hirers and arranging payment for the nominated key holder.

In the event of cancellation, the Head Teacher must be informed at least 24 hours before the commencement of the approved letting.

School Use of Premises

School use of premises includes any activity initiated by the school.  Such activities are those which relate to statutory educational provision and other school-originated activities such as concerts, fundraising events, Governors meetings, parents meetings, staff meetings and pupil meetings.

No lettings fee will be charged for school use activities.  All costs will be met from the school budget.

Free and Subsidised Lettings

The school will not subsidise non-school activities out of its budget and school lettings must be self-financing.
Use of School Premises by the Education Authority

If the Education Authority seeks to make use of school premises as venues for INSET events, Head Teacher briefings, Support Service meetings, Governor Training events and such like, the Governors have the power to charge an appropriate lettings fee for the use of their premises.  This will be at the community rate.
LONG TERM LETTINGS
Long term lettings are subject to approval by the Headteacher and Governing Body in the first instance.  Upon approval a licence must be drawn up by, and entered into, with Nottinghamshire County Council.  This is a legally binding document (legal fees to be paid for by the hirer) and terms and conditions of the letting will be specified.  An operational Management Agreement will also be drawn up between the hirer and Gotham Primary School.
Lettings Fees

The school cannot subsidise lettings from its budget.  Income from lettings will accrue to the school as an addition to its Budget share.

Fees will be charged at five levels:
1. Council Lettings – (Inc Gov Services & Parish Council)
2. Community use – for events organized by members of the local community for members of the local community where there is no intention to make a profit for any private individual or company, e.g. Scout Troop, Women’s Institute, Parish Meeting.  

3. Use of the school field – for example by a training club which charges pupils. 

4. Pre-school Playgroup who are long-term lets and have lease agreements. 
Appendix

Letting charges for the use of one of the following

· the Main Hall and associated room (known as the community room and community kitchen) , 
· or the Staff Room area,  
· or a single classroom 

plus the toilet facilities. 
	Charges per 4 hour period unless otherwise stated
	Room hire
	ICT equipment
	Refreshments

	Council Lettings –
(Inc Gov Services &

Parish Council)
	£40
	£15
	£18 
(per 12 persons)

	Community lettings
	£50
	Not available 

(due to VAT restrictions)
	Not available

(due to VAT restrictions)

	Use of the School Field
	£20 per hour
(including VAT)
	n/a
	n/a

	Preschool Playgroup 
	£3.62 per hour (leasing charge)

£1.02 management fee (per 4 hour session)
(up to 4 hours)
	n/a
	n/a

	Fundraising by 

Registered Charities 

e.g McMillan Coffee Morning 

(at HT’s discretion)  
	No charge 
	n/a
	n/a

	Use of premises for educational purposes which benefit our children but are charged; eg piano tuition, Mad Science club.  
	£1.00 per child per session 
	n/a
	n/a


If additional rooms are available and used there will be an extra charge of 25% of the basic fee for each additional room per four hour period. 

VAT is not applicable to room hire. It is chargeable to sports training clubs if they do not meet the exemption requirements for the use of a sporting facility (i.e.they are not a football club participating in a league).   
A deposit may be charged at the discretion of the Head Teacher.
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