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LETTINGS POLICY
Aims and purpose

It is the policy of the governors to encourage the use of the school premises, i.e. building, playing field, playground, astro turf, by the pupils, parents and community organisations.
The income received from the lettings of the school premises will be used to assist the governors to enhance and enrich the education and working environment at Meadowlane Primary School.

The governors feel that the letting of school premises should not detract from the primary objective of the school as an education establishment.  Lettings, whilst providing a vital link with the community, should be organised so that there is no disruption to the delivery of the curriculum and no educational time lost to the pupils.

Equal Opportunities

The governors feel that the school site is a vital resource and important part of the community, and that individuals or groups who wish to make appropriate use of the school premises are enabled to do so whenever this is practicable.

The governors would allow individuals or groups to use the school premises regardless of their race, gender, disability, sexuality, religious or political beliefs.

Regulations for the Letting of School Premises

The governors have adopted in full the regulations as recommended by the Local Education Authority entitled “Conditions of Hire” (attached as appendix A).

These regulations will be stated on the reverse side of the lettings application form which will be sent out to all enquirers.

Copies will also be available from the School Office on request.
Administration of the Regulations
Whilst full responsibility for all lettings will rest with the governors, the day to day management and administration will be delegated to the Estate Manager and the Office Manager.
The governors reserve the right to withhold permission to let any part of the school and they will make a final decision in the case of a dispute between the Headteacher and prospective hirer.

The rates of hire for regular users will be reviewed by the Finance Committee of the governing body during each autumn term for the forthcoming calendar year.

In the event of a new application for hire, the chair of the committee and the Headteacher will have delegated power to set the rate of hire.

All hirers must have Public Liability Insurance of £5m. 

Rates are fixed depending upon type of organization.  Non-profit making community groups are charged at a lower rate than private businesses are charged.  Volunteers running after school clubs for our pupils use our facilities free of charge.  One off lettings are charged in line with the above. See Appendix B for rates.
A copy of this policy will be issued to all hirers.

Meadowlane Primary School has been granted Healthy Schools status.  All hirers are reminded that all the school buildings and the outside areas are designated no smoking areas.  All hirers must exercise control of the users in this matter and insist that any smoking is done off site. 

Lettings Policy Agreed:
Signed..................................... 
Chair of Governors




Date ………….
Signed...................................... 
Chair of Finance Sub-Committee


Date ………….

Signed...................................... 
Head teacher





Date …………. 
APPENDIX A
CONDITIONS OF HIRE

PLEASE READ CAREFULLY

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.

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 license for the sale of drinks at the performance of plays and similar productions.

12.
The hirer must ensure that there sufficient stewards located in areas which will prevent unauthorised persons from entering the premises and to ensure that guests are restricted to the area hired for the function.

13.
It may be necessary for the School to cancel or postpone the event. If this occurs, the hirer can make no claim against the School or Governing Body or any loss he/she may sustain.

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 Caretaker, the hirer will be responsible for any payment necessary to have them cleaned.

16.
The Caretaker 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 circumstances.

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.
APPENDIX B
	 
	First Hour
	Additional Hours
	Comments

	Hall
	£23.30
	£4:05
	Where lettings are outside of Estate Manager’s hours, an opening and closing fee is charged:

£15 standard; £17.50 for unsociable hours; £22.50 weekends; £30 bank holidays

 

	Class
	£20.06
	£0.81
	

	Field/MUGA
	£23.30
	£0.81
	

	Canteen
	£20.87
	£1.62
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