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A vision rooted in John 15:1-17 Jesus as the Vine.
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Compassion, Friendship, Perseverance, Forgiveness, Openness, Trust
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	Letting Policy





The Governors of Bapchild & Tonge C E (Aided) Primary School and Nursery recognise their corporate responsibility in having an agreed policy so that matters relating to the charging for activities are dealt with in the correct manner.
They will take all reasonably practicable steps within their power to fulfil this responsibility.

The Letting of school premises is also covered in this Policy document.

It is the intention of the governing body to regularly update this policy in the light of any new legislation received from Kent County Council, the Government, and other relevant parties.

The headteacher is required to ensure that this policy is distributed to both teaching and non-teaching members of staff. 


Signed: ___________________________		Chair of Resources Committee

Date:_____________________________





Introductory Statement 

As a Christian foundation, this school understands that all people are a gift from God to be valued and nurtured as individuals made in their Creator’s image and called by God to grow and flourish like the fruitful branches of the True Vine (John 15.5). Because of this principle, relationships within the school should be conducted in the light of our School Christian Values of Compassion, Friendship, Perseverance, Forgiveness, Trust and Openness in addition to The Golden Rule, ‘Always treat others as you would like them to treat you’ (Matthew 7:12).

Lettings

Provided there is no interruption to school use of the premises, part of the school buildings and grounds may be let to outside bodies after the end of the school day, at weekends and during the holidays, in order to:

 Raise income for the school 
 Better integrate the school into the local community
 Familiarise individuals with the school, who may become pupils or their parents 
 Satisfy some of the needs of local individuals, groups and organisations 
 Increase the use of facilities that are under used by the school 

This policy has been written following the guidance from KCC which is available in greater depth on the Kelsi website. 

Priority Usage

The governors have adopted the following categories of priority user:

(i) school and PTFA users
(ii) statutory users; 
(iii) designated users; 
(iv) private users. 

The governors recognise that it would be impossible for them to personally vet every applicant or organisation who wish to make use of the school premises. Accordingly they have delegated the authority to accept applications for hire to the following persons: The Headteacher. No member of staff is allowed to vary the terms and conditions under which the school premises are hired to either individuals or organisations nor to deviate from the governor’s published charging policy.

Roles and Responsibilities

The office manager is responsible for the construction and regular update of the letting’s diary. 
 The staff and PTFA secretary are responsible for informing the office manager, in advance and within a reasonable timescale, of events outside teaching hours, which will use the school premises 
 Opening and closing the school is undertaken by the site manager or by providing keys and sufficient instruction
 Supervision during the letting is the responsibility of the user. The user is also responsible for the security of the area of the school being used
 When a risk assessment is completed by the user or the school, in relation to the premises or activity or equipment involved, the user must ensure any controls are complied with
  Post-letting checks are made by the site manager and reported to the school authorised representative 
  The authorised representative will ensure that excess wear and tear on the buildings and equipment is avoided and will follow up unsatisfactory lettings to resolve issues.



Implementation

Potential lettings users should be asked to complete an application form or submit a written request detailing their requirements. On receipt we will confirm that the accommodation and equipment requested is available when required and agree the caretaking times and availability as necessary. The potential user, who must be over the age of 18 years, must be made aware of the Conditions of Use requirements and be able to meet them to the satisfaction of the school. Before calculating the charge for the letting, account should be taken of all the costs to the school of the lettings. Bookings are made through the representative of the school, as authorised by the Governing Body, and confirmed in writing. 

The school is expected to pay due regard to the Prevent Duty 2023 and as such should not hire or lease school premises or facilities to groups that have extreme ideologies, viewpoints or links. If a school becomes aware of a Prevent concern regarding a group or individual using their premises and facilities or applying to do so, they will notify the appropriate organisations as per Safeguarding procedures.

 School and PTFA activities have priority 
 No bookings are confirmed more than 4 months in advance although provisional bookings may be made at any time 
 Outline charges are set by the Headteacher and Governors and reviewed every year in line with the review of this policy
 Specific charges are set at the time of the agreement 
 The VAT liability of the letting is determined at the time of the agreement 
 Payment is in advance for single lettings 
 For long term lettings, the agreement should be updated and reviewed at least annually 
 In accordance with KCC guidance, a diary is kept covering all school, PTFA and outside use of the premises and grounds after school, in evenings, at weekends and in holidays. 

Users sign an agreement that covers: 

 Terms and conditions relating to type of and length of use 
 Cancellation 
 Damage 
 Insurance 
 Charging 
 Restrictions on use 
 Licensing for the sale of alcohol, or public performances 
 Parking

At no point will any landlord and tenant relationship be created. 


Lettings Documentation 

All formal hiring of the school’s premises or school properties or equipment, including those for which no charge is made, shall be properly documented. All hirers must complete a hire agreement and are to receive a copy of the conditions of hire. The hire agreement is a contract which the governors may enforce in law. 

Scale of Charges 

In arriving at their scale of charges the governors have adopted the following principles:-

(i) that statutory users will be charged an amount commensurate with cost recovery;
(ii) that designated users will be charged no more than cost; 
(iii) that private users will be charged on a cost plus an income margin for the school; 
(iv) that there will be parity of treatment for similar users; 
(v) that overall the cost of letting school facilities will be recovered from users. 

For the purpose of charging, the Headteacher is empowered to determine to which group any particular individual or organisation belongs. The basis of charging will be determined by the purpose for which a letting is arranged. The scale of charges forms the Appendix to this policy statement. 

Discounts 

These form part of the scale of charges and are the only permitted variations to the standard charges. 

Value Added Tax 

The governors are constrained by law to apply value added tax to all transactions where this is appropriate. 

Minimum charges and deposits 

The minimum hire period will be 1 hour. The governors reserve the right to require a deposit over and above the hiring charge as a surety against damage to the premises, property or equipment or the premises being left in an unacceptable condition necessitating additional costs for cleaning, caretaking or other expenses. 

Cancellations 

Governors will seek to recover any costs incurred by the school which are unavoidable and result directly from the cancellation of a letting. Details of the charges are shown in the scale of charges in the Appendix to this policy. 

Payment methods

The governors are mindful of their responsibilities in safeguarding the school from bad debt. Therefore payment at the time of booking is the norm unless agreed otherwise. BACs transfer is the preferred method along with cheques or cash which are both acceptable. In all cases where cash or cheques are paid over then an official receipt must be issued. The Office Manager, acting on behalf of the Governing Body, will ensure timely receipt of payments. Arrangements may be made to stop the letting if payment has not been received. 

Invoices will be sequentially numbered with any insurance contribution and VAT element being clearly identified. Numbered receipts for payments will be issued as soon as possible and payments will be banked promptly. 

FMS6 Accounts Receivable module will be used for invoices and receipts. 

Extension of Credit 

The governors will allow the extension of credit to bona fide local organisations and individuals where they are satisfied that these are credit worthy. In all the cases the governors reserve the right to withdraw credit facilities where prompt payment is not received. In all cases where credit is extended, an official County Council invoice will be issued. The Governors will not normally extend credit for lettings where the invoice value is less than fifty pounds (£50). The governors have chosen to delegate the approval of credit facilities to the Headteacher and Office Manager. In all cases where credit is advanced the invoice is to be raised at the time of booking. 

Health, Safety and Security 

The requirements of the Health and Safety at Work Act 1974 and associated health and safety legislation apply to lettings and this will be drawn to the attention of users. They will be made aware of the content of the school health and safety policy as it applies to them and need to be willing to take on the safety and security requirements of the policy and the conditions of use. 

A risk assessment may need to be completed by the user, especially where the activity presents a greater risk than life in general. We will then consider the risks and proposed controls and ensure that we are satisfied that the activity does not present an unacceptable level of risk prior to the letting taking place. 

The governors will not normally insist upon continuous caretaking presence. However they reserve the right to and delegate power to the Headteacher to insist upon caretaking presence where in the Headteachers view the nature of the hiring may leave the school vulnerable to theft or damage. Users must comply with the school health and safety policy, a copy of which is available on request. 

Insurance 

The Hirer must arrange their own insurance and produce documentary evidence from their insurers or brokers to the effect that a valid Public Liability policy is in place with a minimum indemnity limit of £5 million for any one event/each and every claim. Where cover is not confirmed it will not be assumed that it exists. Use of the school will not be permitted until evidence of insurance cover has been seen.

Cover can be provided under the KCC Hirers’ Liability (Lettings) Policy in the event that a noncommercial hirer has no cover, or is unable to provide cover that meets the above requirements. The school is required by KCC to charge a contribution towards the cost of the KCC Hirers’ Liability Policy (currently 3.15% of hire fee) in addition to any fee for use of the premises. This policy has an indemnity limit of £5 million for any one event. The Hirer is liable to pay a policy excess of £350 for each claim submitted in respect of damage to property. 

Commercial hirers and political organisations cannot take advantage of the KCC Hirers’ Liability Policy and must arrange their own insurance. A commercial hirer would be regarded as an individual or organisation which may make a personal financial gain or business profit out of the hiring. 

We will not request or vet details of public liability insurance for any other KCC directorate/establishment /unit or another school in the Safehands Insurance Scheme using our premises, because they are all covered by the same KCC corporate insurance arrangements.

Cleaning and caretaking arrangements 

If agreement is given for the use of the school’s food area, KCC regulations must be observed. All rubbish, empty containers, crates, etc must be removed from the premises by the user immediately after the letting has taken place and before locking up. Furniture and equipment is to be left as found unless other arrangements have been agreed with the school’s authorized representative.

The premises shall not be used for any purpose other than that for which agreement has been granted nor shall any areas of, or furniture/equipment in, the school but not included in the letting agreement be used without express permission; in such cases an extra fee may be payable. 



Licenses 

The user must have written permission from the school before arranging for alcoholic drinks to be consumed on the premises. Under The Licensing Act 2003 the users are responsible for Temporary Event Notices (TENs) to the district/borough council and local police. Alcoholic drink may not be brought onto the premises while students are present and are to be cleared from the premises when the event ends. 

No public performance of a play, cinematography exhibition, public dancing, singing, music or other public entertainment of the like shall be performed in or close to the premises unless any necessary license for the same shall first have been obtained from the appropriate authority and all necessary measures taken to fulfil the conditions of the license. It may be that KCC blanket PRS (Performing rights Society) or PPL (Phonographic Performance Ltd) Licenses will cover some situations but this aspect must be cleared in advance with the school. Temporary Event Notices (TENs) are required not only for any sale/supply of alcohol, but also for regulated entertainment (eg. live and recorded music and performance of dance) and late night refreshments. 

Parking 

Vehicles are allowed on the playground with prior agreement but not the field. Vehicles must be positioned such that the Emergency Services have clear access to the rear of the school via the side gate. Control of parking is the responsibility of the user. No responsibility can be taken by the school for any damage to vehicles sustained whilst in the school grounds.

Monitoring & Evaluation
 
Lettings should be evaluated to assess the additional income raised for the school, less the cost of any reasonable wear and tear to the furniture and fabric of the school made during lets, and costs of additional heating and caretaker’s payments. 

Review of Policy 

This policy and scale of hire charges is effective from March 2025 and the Governing Body will ensure that the policy and scale of hire charges are reviewed no later than March 2026.

At every review the policy will be reviewed by the Headteacher and the Resources Committee and ratified by the Full Governing Body.

The governors will review the policy every year and the scale of hire charges for the forthcoming year period will also be reviewed and updated. This policy will be reviewed by the Resources Committee.




















Appendix 

Scale of Hire – March 2025 for 12 months

Local Village Function

Use of School Hall or Classroom			£10.00 per hour
Outside Village Function

Use of School Hall or Classroom			£11.00 per hour 
Church Function

Use of School Hall or Classroom			£3.00 per hour 
Friends of St Laurence Church

Use of School Hall or Classroom			£9.00 per hour 
Regular Users

Use of School Hall or Classroom			£8.50 per hour 
Children’s Organisations

Brownies/Cubs

[bookmark: _GoBack]Use of School Hall or Classroom			£12.00 per session
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