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Introduction
The Governing Body regards the school buildings and grounds as a community asset and will make every reasonable effort to enable them to be used as much as possible.
However, the overriding aim of the Governing Body is to support the school in providing the best possible education for its pupils, the promotion of equality of opportunity and the community cohesion of the local area. Any lettings of the premises to outside organisations will be considered with this in mind.
A letting may be defined as:
“Any use of the school buildings and ground by parties other than the school and its partners. This may be a community group (such as a local music group or football team), or a commercial organisation (such as the local branch of ‘Weight Watchers’)”.
The following activities fall within the corporate life of the school. These activities are not considered to be lettings and costs arising from these uses are therefore a legitimate charge against the school’s delegated budget.
•	Governing body meetings
•	Extra-curricular activities for pupils and staff organised by the school
•	School performances
•	Family learning
•	Parents’ meetings
•	Meetings of the PTA
•	PTA organised events
Types of lettings
The Governing Body has agreed to define lettings under the following categories:
•	Community lettings for other community activities. 
•	Commercial lettings will be charged on a cost plus an income margin for the school.
The charges will be reviewed annually by the Governing body for implementation from [the beginning of the next financial year, with effect from 1st April of that year].
For the purpose of charging, the head teacher is empowered to determine to which group any particular individual or organisation belongs. They are also able to offer any discounts or agree a subsidy for any lettings, as they deem appropriate.  The basis of charging will be determined by the purpose for which a letting is arranged.

Community lettings
1.	Where the hirer is responsible for the security of school a fee of £15 per hour will be charged.
2.	Where the hirer is not responsible for the security of school, bookings can only be accepted when a trained member of staff is prepared to undertake the additional duty. In these cases a fee of £15 per hour plus a set fee will be charged per session. 
Commercial lettings
1.	Where the hirer is responsible for the security of school a fee of £20 per hour will be charged. 
2.	Where the hirer is not responsible for the security of school, bookings can only be accepted when a trained member of staff is prepared to undertake the additional duty. In these cases a fee of £20 per hour plus a set fee will be charged per session. 
Management of lettings
The Governing Body has delegated day-to-day responsibility for lettings to the Head teacher in accordance with the Governing Body’s policy. Where appropriate, the Head teacher may delegate all or part of this responsibility, such as security, to other members of staff, whilst still retaining overall responsibility for the lettings process.
Considering applications for lettings
Organisations seeking to hire the school premises should complete the ‘Hire of School Facilities Application Form’ which can be found in Appendix 1 below or separately from the office, this should be sent to the School Business Manager at sbm@feniscowles.blackburn.sch.uk . Details of charges and conditions of use should be given or referred to.
The head teacher will decide on the application with consideration to:
•	the availability of the facilities and staff
•	the impact upon the facilities and environment
•	the schools equal opportunities, health and safety, child protection policies
•	the health and safety considerations such as numbers of users, type of activity, qualifications of instructors etc.
The final decision on compliance lies with the Governing Body.
The Administrative Process
Once a letting has been approved, an email of confirmation will be sent to the hirer, enclosing a copy of the terms and conditions & the Lettings Agreement. 
There may be occasions whereby the school’s needs would need to take priority. In this instance, the school would give as much notice as possible.
The person applying to hire the premises will be invoiced for the cost of the letting, in accordance with the Governing Body’s current scale of charges.
All lettings fees received will be paid into the school’s bank account, which is the Local Authorities Collection Account. The income and expenditure relating to lettings should be clearly recorded by the school and reported under the guidelines for Consistent Financial Reporting.
The Head teacher on behalf of the Governing Body has the right to refuse an application or cancel a booking, and no letting should be regarded as “booked” until approval has been given. The reason for refusals should be recorded on the bottom of the application for lettings form and fully explained to the enquirer.
Cancellation
We reserve the right to cancel any agreed hiring with a minimum of 72 hours’ notice. If we have to give less than this period due to circumstances out of our control, this will only occur as an absolute last resort.
A full refund will be issued if we do cancel a hire. The school shall not be liable for any indirect or consequential losses, including (without limitation) any loss of business or the loss of any revenue arising out of the cancellation of any hire.
The hirer of the premises can cancel a hire with a minimum of 72 hours’ notice. If less notice than this is given, the hirer shall not be entitled to a refund.
Safeguarding
The school is dedicated to ensuring the safeguarding of it’s pupils at all times. It is a requirement of hire that hirers abide by the schools’ requirements in respect of safeguarding. Any failure from the hirer in this respect will result in the hire being terminated.
It is the responsibility of the hirers to ensure that safeguarding measures are in place while hiring out the space. If the hirer’s customers/service users are under 18 years old the hirer must provide the school with a copy of their Safeguarding Policy & information about current Safeguarding Training undertaken.
The hirer confirms that, should any safeguarding concerns present themselves during the hire of the school premises, they shall contact Rob Andrew the Designated Safeguarding Lead (head@feniscowles.blackburn.sch.uk or 01254 201054) as soon as reasonably practicable.
The hirer understands that if our school receives an allegation relating to an incident where an individual or organisation is using our school premises for running an activity for children, we will follow our usual safeguarding procedures and inform our local authority designated officer (LADO).

This policy will be reviewed annually.
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Hire of School Facilities Application Form
	Name:	
	

	Company Name (if applicable):
	

	Position in organisation 
(if applicable):
	

	Address:
	

	Postcode:
	

	Telephone / Mobile Number:
	

	Email Address:
	



	Category:
	Purpose of hire:

	Community (non-profit)
	£15 per hour
	

	Community without responsibility of the security of the school	
	£25 per hour

	

	Commercial (profit)
	£20 per hour
	

	Commercial without responsibility of the security of the school
	£30 per hour
	

	If you are hiring the facilities and have no responsibility for the security of the school we will require the £10 per hour extra to cover any staffing costs as reflected in the above costs.


	
	Agreed days/dates:
	Agreed times:

	
	

	
	

	Total weekly hours:
	

	Total weeks per year:
	



	Facilities required (please circle):

	School Hall
	Library
	Other (please state):

	Meeting Room
	Classroom(s)
	



	Equipment required (additional requirements please discuss with the School Business Manager):

	

	



Agreement
1. I will supply public liability insurance.
2. I have read and accept the regulations relating to hire, and agree to abide by the general conditions and any special conditions communicated to me.
Continued overleaf
3. I accept that an additional charge may be made in respect of damage caused to the building or school property through negligence or wilful intent.
4. I agree to the payment conditions.
5. I am over 18.
	Name:
	

	Signed:
	

	Date:
	



Disclosure & Barring Service Check
The hirer is responsible for ensuring that DBS checks have been undertaken where appropriate. If the hirer’s customers/service users are under 18 years old the hirer must provide the school with a copy of their Safeguarding Policy & information about current Safeguarding Training undertaken.
Risk Assessment
The school takes reasonable steps to risk assess its equipment and rooms that are hired in line with activities appropriate to a primary school and primary school aged students. It is your responsibility to risk assess the activities that you choose to run on the equipment we might supply and the rooms we might provide.
PAT Testing
Any electrical equipment brought onto the site will need to have been PAT tested within the last year. This includes CD players, kettles etc.
First Aid
There is a defibrillator stored on the wall in the school entrance. However, we cannot guarantee to have a qualified first aider on site during your booking.
Sale of Alcohol
The school’s premises licence does not include the sale of alcohol. If you wish to sell alcohol at your event, please speak to the School Business Manager about the steps you need to take. 
Key Holding
If the hirer is taking responsibility for the building security they must complete a Key Collection & Return Declaration (Appendix 2).
For school use:
	School Business Manager (Name and Signature):
	
	Date:
	

	Head Teacher (Name and Signature):
	
	Date:

	

	Letting Approved:
	

	Letting Not Approved:
	

	Please be aware of the following:
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Feniscowles Primary School
Livesey Branch Road, Blackburn, BB2 5EG

Key Collection & Return Declaration
	Name:
	

	Company:
	

	Email:
	

	Telephone:
	

	Details of keys given:
	

	Date Keys given:
	



Declaration
· I will ensure the keys are securely stored at all times.
· I will ensure that any security details about the premises remain confidential.
· The keys will remain in my possession at all times, they will not be given to any other person.
· If the keys are mislaid I will report this to the school immediately, to ensure deactivation of fobs can happen at the earliest opportunity.
· At the end of the agreed duration, I return to keys to school within one week of the last time of use.
	Signature:
	

	Date:

	



School Use:
	Date Keys Returned:
	

	Name of Receiver:
	

	Signed:
	



	Notes:
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