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Westlea Primary School
Lettings Policy
Rationale

The governors have agreed to the letting of the school premises where possible, provided that any letting must not be detrimental to the school or its pupils. The aim is to promote community cohesion and provide an invaluable service to the community. 

Code of Conduct

All potential hirers have to be aligned to the wider school principles as laid down by Westlea Primary School. Proposed use or actual use that is outside of these principles that might bring the school in to disrepute shall not be permitted. 

Guidelines: 

· Where demand for booking is high, priority shall be given to established community groups, then new community groups, private bookings, commercial bookings. This priority is for guidance and exceptional circumstances are permitted to be taken into consideration. 

· Lettings after 11pm will not be permitted. All hirers must comply with the agreements set out in the application form. 

· All hirers must be aged over eighteen. 

· All hirers must secure insurance cover for the letting for public liability.  For birthday parties if public liability insurance is required then 6% will be added to the fee. 

· All school buildings, associated premises and grounds are non-smoking areas. 

· The school is not responsible for any loss or damage to vehicles parked on its premises or their contents. 

· The Headteacher’s decision in respect of any particular letting is final. 

Charges: 

· All charges will be subject to annual review by the Finance Committee. The minimum increase will be in line with inflation. 

· Calculation of charges will include consideration of the real costs of heat, light, sewerage and water, and the cost of caretaking the event. 

Charges for 2018/19 academic year are as follows:

	Room
	Hire Charges Before 7pm
	Hire Charges After 7pm

	School Hall – 
Monday to Friday
	£25 for first hour and £15 for additional hours
	£25 for first hour and £20 for additional hours.

	School Hall –

Saturday and Sunday
	£25 per hour, two hours minimum charge applies.

	The Sunshine Room 

Short Term Birthday Parties
	£15 for each hour, minimum two hours. Deposit of £30 required for damage, refundable after event.

	All Rooms
	If you overrun your booked time an additional charge will be made in half hour increments.


The application process: 

· A Booking Form and Lettings Policy is emailed or sent to the Organiser for completion prior to the booking being confirmed. 

· Hirers must abide by the capacity regulations and not exceed the maximum permitted numbers per facility booked (these are as listed below). 

· The application is considered by the Bursar and/or Headteacher on behalf of Westlea Primary School, and a decision is made whether to permit the hire to take place. (All relevant documentation and agreements must be met). 

· The Keyholder is informed. If the Keyholder is not available to service the hiring, a key holder will be identified, who will receive appropriate payment. 

· The phone number of the keyholder is given to the Hirer incase of any problems accessing the school/rooms.

· For one-off bookings an invoice is sent to the hirer 2/3 weeks before the hire date and full payment must be made in advance of the hire date. 
· For block bookings and/or long term bookings, agreement is reached on payment schedule and invoices sent accordingly.  

· A receipt of payment is available upon request. 

Capacity: 

The number of people permitted to attend an event will depend on the nature of the activity. This guidance reflects that given by Fire Prevention Officers for halls/meeting rooms used for assembly functions. 

School hall – 100
Sunshine Room - 50
TERMS AND CONDITIONS OF LETINGS – APPENDIX 1

The hirer shall not use the premises for any other purpose than the purpose stated in the application and shall ensure that all activities are conducted in an orderly and lawful manner.
Health and Safety

The hirer is responsible at all times for full provision of health and safety measures under the Health and Safety at Work 1974 Act and the Management of Health and Safety at Work Regulations 1992, and all other relevant health and safety statutory law.  All hirers must have appropriate arrangements for monitoring who is on the premises during hire periods.

It is the hirer’s responsibility to set up and put down any equipment they require within the hire period.  Any hirer takes it upon themselves to move school equipment/furniture and should do so at their own risk, taking due care and attention for themselves and others.  Tables, chairs and any other school property must be stored and stacked in the manner supplied.

Current UK Food Safety Regulations, with particular reference to nut allergies, must be followed at all times.  Please note that Westlea Primary School is a nut free school.

The Hirer must provide their own crockery, utensils and drinking vessels and supply cleaning materials as necessary.  Additionally, all surfaces must be thoroughly cleaned using Antibacterial Cleaner/Sanitiser and cloth.  The facilities must be left as found, tables wiped and floors swept, if necessary. There will be a refundable £10 charge, payable in advance. This is to cover the cleaning costs incase you either; do not wish to clean the room after use or we are not satisfied the room has been left as you found it.
The parking and movement of cars must be carried out in a safe and orderly manner.  

Noise must be controlled at all times to avoid a nuisance for the occupants of the neighbouring premises.

The hirer must have a mobile phone to call emergency services in an emergency and be aware of escape routes, fire-fighting equipment, and the arrangements for emergency assembly areas.  Organisers of any activity must also keep a register in case of fire.

Firefighting equipment is available for immediate use to attach the fire or to keep it localised.  Care should be taken to ensure that the type of fire extinguisher is appropriate for the fire involved.  Extinguishers should only be used by those trained to do so.  However, firefighting is always secondary to safety of life.

Smoking is not permitted in any part of the premises or grounds including the car park.

Booking Conditions

The school has priority over facilities booked by the hirer.  In the event that the school require use of the hall at a time which has been previously booked by the hirer, then the hirer’s booking will be required to give way to the School booking and any amount paid will be returned in full to the hirer, or carried over as a credit to the following term, as agreed.

Westlea Primary School reserves the right to cancel any confirmed hiring (whether regular or occasional) at any time prior to the commencement of the hiring by written notice given to the hirer.  As much notice of cancellation as possible will be given to the hirer but no minimum period is stipulated and Westlea Primary School shall be entitled to give notice to cancel any hiring as aforesaid without incurring any liability whatsoever to the hirer.
Bookings will not normally be accepted for public holidays, however if a request is made then special rates will be at the discretion of Westlea Primary School to cover the costs of key holder remuneration during these periods, ie Christmas, Bank Holidays.  

Bookings should be made by written application using the official booking form and made at least 5 days in advance of the booking.   

If the hirer has not arrived within 30 minutes of the arranged time, the booking will be cancelled and full costs incurred.  Premises must be vacated at the agreed time. 

Premises are let as they normally stand, and no alterations or additions shall be made to lighting, heating or any furniture and fittings without the consent of the Governors or the person to whom the control of lettings has been designated.

The hirer shall be responsible for the maintenance of good order and behaviour during the letting.  No intoxicating liquid shall be sold, supplied or consumed on the premises without the previous consent of the Governors or the person to whom the control of lettings has been delegated, and, if appropriate the Licensing Authority.

Insurance Requirements
Hirers should indemnify the school from and against any damages, costs or expenses which may be made against the school in respect of personal injury, death or loss of or damage to property sustained by any persons and occurring during or in consequence of the hiring and which shall arise from any act or omission by the Hirer or persons using any of the facilities as a result of the hiring.  

The hirer is responsible for insuring their property and equipment against all usual risks and hirers must take out Public Liability Insurance to cover themselves should a member of the public suffer any loss or injury due to your negligence.  It is not a policy for Personal Accident.  

Damage to Property

Any damage to be reported immediately to the governors via the Admin office.

The Hirer shall repay to the Governors any additional costs, whether for staff or premises, resulting from the misuse and/or damage of the premises  and/or grounds resulting from their use by the hirer before, during or after the period of hire if in relation to or because of the hiring.

The costs of reinstating grounds or reinstating or replacing any part of the premises or any property in or on the premises and grounds which shall be damaged, destroyed, stolen or removed will be certified by a member of the Royal Institute of chartered Surveyors whose certificate shall be conclusive.

Statutory Requirements

Public music, singing and dancing can only take place in premises that have a Music, Singing and Dancing Licence.  Public performances are defined as those to which members of the general public have free access, normally on payment of an entrance fee.  Hirers must ensure they obtain such a licence if necessary and that they observe the conditions therein.  Amongst other things there will be conditions limiting the hours during which such performances can take place and on the maximum number of persons who can be present in the licensed accommodation.

Public performances of stage plays etc, can only take place in premises that have a Stage Play Licence.  Hirers should ascertain whether the premises concerned have such a licence and what is conditions are, particularly in respect of maximum size of audience and seating arrangements.
Intoxicating liquor cannot be sold on the premises unless the hirer or person providing the bar facilities has obtained a licence from the Justices of the Peace.  Such a licence must be shown to the Governors representative – normally the Site Manager or other responsible persons – before the letting starts.  The bar must be placed where young persons under the age of 18 cannot normally gain access.  Should such access occur, all liability for any consequences of whatever sort shall be with the hirers.
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