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Ethos 

The school strives to achieve the highest level of academic, social and spiritual development in a safe, caring and inclusive environment. We encourage respect and tolerance for each other, supported by our Christian values.
Objectives
The school is available for hire for educational and community use only.  The Finance and Resources Committee of the Governing Body of Tutshill C of E School establish the terms and conditions of letting and set the rates for hire within Gloucestershire County Council guidelines.

The Governing Body encourages community use of the school buildings.  However, it reserves the right to refuse any lettings it may choose.

The hirers must be willing to meet with The School Business Manager (SBM) and provide details of their aims and objectives.

The Governing Body will ensure that the school budget does not subsidise non-school activities and that all costs are covered.  

1. Introduction 
The Governing Body controls the use of the school premises both during and outside school hours except where there is a trust deed that allows a person other than the Governing Body to control the use of the premises, or where a transfer of control agreement has been made.  

The Governing Body regards the school buildings and grounds as a community asset and will make every effort to enable them to be available for the delivery of extended services including community use. 

The Governing Body welcomes the opportunity to work with partner organisations in extending the range of opportunities to help children and young people achieve their full potential by engaging with services meeting the wider needs of children, young people, families and the local community. The Governing Body acknowledges that extended services, including community services, support and compliment the main teaching and learning activity within the school and contribute towards raising standards. However, we would ask that partners note that schools, by their very nature, may be more constrained than many other organisations in responding to lettings requests. 

A charge will normally be levied to meet the additional costs incurred by the school in respect of any lettings of the premises. As a minimum, the actual cost to the school of any use of the premises must be reimbursed to the school’s budget where those activities are not directly aimed at raising pupil attainment and achievement. 

2. Definition of a Letting 
A letting may be defined as “any use of the school premises (buildings and grounds) by either a community group (such as a local music group or football team), or a commercial organisation (such as the local branch of ‘Weight Watchers’)”. 
A letting must not interfere with the primary activity of the school, which is to provide a high standard teaching and learning environment for all its pupils. 

Use of the premises for activities such as staff meetings, parents’ meetings, Governing Body meetings, out of school hours learning / study support activities or any other extended services which support the raising of attainment and achievement, fall within the corporate life of the school. Costs arising from these uses are therefore a legitimate charge against the school’s delegated budget. 
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3. Charges for a Letting
The Governing Body is responsible for setting charges for the letting of the school premises. A charge may be levied in order to cover the following:

· Cost of services (heating and lighting); 

· Cost of staffing (additional security, caretaking and cleaning) - including “on-costs”; 

· Cost of administration; 

· Cost of “wear and tear”; 

· Cost of insurance 
· Cost of use of school equipment (if applicable); 

· Profit element (if appropriate). 

Where there are multiple lettings taking place at the same time, the costs for services and staffing will normally be shared between the organisations/partners involved. 

The specific charge levied for each letting will be reviewed annually by the Governing Body. Current charges will be provided in advance of any letting being agreed. A Charging Tariff may be established to ensure that access is affordable for particular individuals and groups. 

5. Management and Administration of Lettings 
The Headteacher is responsible for the management of lettings, in accordance with the Governing Body’s policy. The Headteacher may delegate all or part of this responsibility to other members of staff, whilst still retaining overall responsibility for the lettings process. 

If the Headteacher has any concern about whether a particular request for a letting is appropriate or not, s/he will consult with the Chair of the Governing Body. 

6. The Administrative Process 

Organisations seeking to hire the school premises should approach the Headteacher/SBM who will identify their requirements and clarify the facilities available. An Initial Request Form should be completed at this stage. The Governing Body has the right to refuse an application, and interested parties should be advised that no letting should be regarded as “booked” until approval has been given in writing. No public announcement of any activity or function taking place should be made by the organisation concerned until the booking has been formally confirmed. 

Once a letting has been approved by (or on behalf of) the Governing Body, a letter of confirmation will be sent to the hirer, setting out full details of the letting and enclosing a copy of the terms and conditions and the hire agreement. The letting should not take place until the signed agreement has been returned to the school. The person applying to hire the premises will be invoiced for the cost of the letting as appropriate in accordance with the Governing Body’s current scale of charges.
The hirer should be a named individual and the agreement should be in their name, giving their permanent private address. This avoids any slight risk that the letting might be held to be a business tenancy, which would give the hirer security of tenure. 

7. Public Liability and Accidental Damage Insurance 

As an alternative to asking each organisation to separately arrange public liability and accidental damage insurance (see terms and conditions), it is possible for the Governing Body to take out a single policy covering all lettings, and recoup the cost of the insurance premium via the lettings fee which is charged to individual hirers. 

8. Child Protection and the Prevent Duty 

Any organisation submitting a lettings request involving working with children and/or young people must submit to the school a signed copy of their current Child Protection Policy. 

All hirers must state the purpose of the hire. Each application will be vetted and any concerns will be reported to the Headteacher prior to approval. 

When determining whether to approve an application, the Headteacher will consider the following factors:
· The type of activity

· Possible interference with school activities

· The availability of facilities

· The availability of staff

· Health and safety considerations

· The school’s duties with regard to the prevention of terrorism and radicalisation

· Whether the letting is deemed compatible with the ethos of the school

An application will not be approved if it:

· Is aimed at promoting extremist views.

· Involves the dissemination of inappropriate materials.

· Contravenes the statutory Prevent duty.

· Is likely to cause offence to public taste and decency (except where this is, in the opinion of the Headteacher, balanced or outweighed by freedom of expression or artistic merit). 

The School Business Manager will file an incident report form if they have reason to believe that the letting has been used for political purposes not previously authorised, the dissemination of inappropriate material or any other purpose that contravenes the Prevent duty. 

Where an individual or group is found to be promoting views in contravention of the school’s Prevent duty, the person or group is guilty of an offence, under the Education Act 1996, and liable on summary conviction to a fine. In addition, the school will contact the police who will remove the person or group from school premises.
Equality / Inclusion
The school recognises that it has to make special efforts to ensure that all groups prosper regardless of their sex or gender, age, sexual orientation, marital or parental status or other family circumstance, race, ethnic or national origin, colour, creed, disability, it includes those with special educational needs; those who have difficulties accessing the school or services; those who speak English as an additional language; those who have frequent moves and lack stability leading to time out of school (e.g. children in care);those who as children are caring for others; who come from homes with low income and/or inadequate home study space; those who experience bullying, harassment or social exclusion; those with low parental support or different parent expectations; those with emotional, mental and physical well being needs; those who exhibit challenging behaviour and those who come from ethnic minority groups including travellers, refugees and asylum seekers.

Document reviewed F & R Committee 

Name:  Robin Riordan (Governor)

Signature: …………………………..
Appendix 1 

SCHOOL LETTING - INITIAL REQUEST FORM

Name of Applicant: ……………………………………………………………………….. 

Address: …………………………………………………………………………………… 

Telephone Number: ………………………………………… 

Name of Organisation: ………………………………………………………………… 

Activity of Organisation: ………………………………………………………………… 

Details of Premises Requested (Hall, Playground, Football Pitch etc): ………………… 

……………………………………………..………………………………………………….. 

Day of Week Requested: ……………………………………………………………….. 

First choice: ………………..
Second choice: ……………. 

Third choice: ………………… 
Start Time: …………………… 

Finish Time: …………………… 

(please allow time for your preparation and clearing up) 
Dates Required: …………………………………………

Use of School Equipment (please specify your request): 
……………………………………………………………………………………………………
Details of any equipment to be brought (including electrical Equipment): 

…………………………………………………………………………………………………… 

Maximum Number of Participants: ………………… 

Age Range of Participants: …………………………………. 

Number of Supervising Adults: ……………………………. 

Relevant Qualifications of Supervising Adults: ………………………………………… 

Where applicable have DBS checks been carried out? When? By Whom? 

Please provide evidence in the form of original documentation (not photocopies) 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

Does the Hirer have appropriate policies / procedures to ensure the safeguarding and child protection? Please provide copies of all relevant information. 

…………………………………………………………………………………………………… 
Dates during the year when the Hall will be unavailable due to school use or closure will be issued at the beginning of the school year in September. These dates may be subject to change, but prior notice will always be given if the premises become unavailable due to unforeseen circumstances. 
The Hirer confirms that adequate and appropriate insurance cover is in place for the activity to be carried out by producing the schedule of insurance cover (see Terms and Conditions for further details). 
The Hirer confirms that arrangements are in place with reference to First Aid and they have understood the fire and emergency evacuation procedures (see Terms and Conditions for further details). 
The Hirer undertakes to comply with the regulations regarding the use of own electrical equipment (see Terms and Conditions for further details). 
Any other relevant information: ……………………………………………………………….. 

………………………………………………………………………………………………….. 

I confirm that I am over 18 years of age, and that the information provided on this form is correct. 
Signed: …………………………………………………………………. Date: ……………… 

Appendix 2
Hiring Agreement 

Please ensure that any proof required is attached to this form.

It is your responsibility to also ensure that the school is provided with up-to-date copies (when out-of-date we are provided with the new copy) 

Insurance copy (in date) 


(
Policies




(
Completed Risk Assessment form

(
DBS Check




(
Signed __________________________________________ 

Date ____________________________________________

Hiring Agreement

Application Form For Hire Of:
Gym/Room/Hall/Pitch/Field/Play Area/Changing Room/Shower Facility/Other (please specify). 

………….…………………………………………………………………………………………

At   ………………………………………………………………………………….….…school 

Dates : ……………………………………………………………………………..………….… 
Hours:  ………………………………………………………………….……………………….
For The Purpose Of: 
………………………….……….………………………………………………………………
…………………………………………………………………………………………………..

By:  ……………………………………………(Applicant’s, name address & post code)

……………………………………………………………………………………………………
……………………………………………………………..…………………………………….
……………………………………………………………………………………………………
……………………………………………………………………………………………………
Tel: ……………………………………………………………..……………………………….

Hiring Fee – see attached terms & conditions
Hirer’s insurance @ 10 % of hiring fee £……………………....
To be paid on receipt of invoice 

Other facilities required ……………………………….……………………………………
Smoking Is Not Permitted Anywhere On The Premises
Appendix 3
Terms & Conditions for Hire of School Premises

Please read in conjunction with the Hiring Agreement attached.  We would like to draw your attention to the section on insurance and hirer’s liability.  Please supply a copy of your insurance certificate to the Headteacher.  The hiring agreement, fees and hiring availability will be reviewed on an annual basis.  This agreement runs annually and there will be no other contract.

Application

· All communication for the hire of the premises must be returned to the School Business Manager of Tutshill C of E School;
· The Hirer shall not sub-let or part with possession of the school or any part thereof
· The school may require further information concerning any application for the hire of the premises
Applicant

· The Applicant who signs this form must be over 18 years of age and shall be responsible for all payments and terms of hire.

Fees and Deposit

· The hiring fee shall be paid to Tutshill C of E School on receipt of invoice.

· Special arrangements may be made for payment for multiple bookings at the discretion of the Head Teacher.

· Paying a deposit does not limit liability of the Applicant.

· Charges may be liable to be increased at the school’s discretion at any time.  
Cancellation

· If the Hirer cancels or postpones an engagement of the School by not less than 28 DAYS notice in writing, half-fees will be forfeited, and if less than 28 DAYS notice is given, full fees will be forfeited. 
· If sufficient notice is given the fees may be refunded but a fee may be retained to cover administration costs.  
· The Head teacher must receive a letter of cancellation before a booking can be cancelled.
· The Head Teacher reserves the right to cancel this hiring (or some part of it) without notice in the event of the premises being rendered unfit or unavailable for use.  In that event the Applicant shall be entitled only to a refund of the hiring fee and the refund shall be the limit of liability for such a cancellation.

· The School will not be responsible for any loss or damage suffered by the Hirer or any other person in the event of the accommodation not being available by reason of war, civil commotion, force manoeuvre, strike or any other industrial action, accident, natural disaster or other like cause.

· The School may in such event, at its discretion return any fees paid, but will not pay any other compensation in respect, of such loss or damage.  The decision of the School as to whether or not the accommodation is available within the meaning of this Clause shall be final and binding on the Hirer.

Permission to Use the Premises

· The Applicant may use the premises for the purposes stated above and no other purposes on payment of the hiring fee, insurance supplement fee (if applicable) and acceptance of the terms of this permission.
· The School reserves the right at any time to postpone a letting if it requires the use of the school for its own purposes or for circumstances beyond its control.

· The School closes at 6pm and if the premises are not vacated by this time, an additional lettings fee of £13.15 will be incurred.  In the event of the premises not being vacated within 15 minutes of the agreed finishing time, a charge of £20 per hour will be implemented.
· It should not be assumed that a booking ensures exclusivity in any area although every reasonable step will be taken by the School to ensure any private function is not disturbed. 
Applicants Undertakings

The Applicant shall:

· Be responsible for the premises and the behaviour of all persons connected with the hiring and their car parking arrangements so as to avoid any obstruction.

· Take all precautions for the safety of all persons entering/using the Premises during the period of hire.

· Prevent the premises being used in such a way which does or may cause a nuisance or annoyance to others in the vicinity.

· Prevent damage to any part of the premises which includes but is not limited to any decorations furniture fixtures and fittings building fabric and be liable for any damage to the premises connected with the hiring.

· In the event of any damage to the premises connected with the hiring to pay to the Head Teacher on demand the costs of any such repair and any loss of income resulting from the premises not being used which is attributable to the damage.

· Not move or alter or add to any furniture or equipment or electrical or heating or lighting systems at the premises without the prior agreement of the Head Teacher.

· Not bring any equipment (e.g computers, sports, music PA) whatever nature on to the property except with the prior written consent of the Head Teacher.  Agreement to be made at the time of booking. 

· Prevent the consumption of alcohol and gambling and gaming on the premises unless the prior written approval of the Head Teacher has been obtained and all legal requirements are met in full.

· Obtain any necessary consent and comply with all regulations connected with the permitted use of the premises (for example, copyright, performing rights licensing and gaming laws fire and health and safety requirements).

· Indemnify the Council/School/Head Teacher of premises from and against all actions proceedings costs claims and demands or other liability which may arise in any way whatsoever in connection with any breach of the terms of this permission provided that such indemnity shall not apply to the extent that such actions proceedings costs claims and demands or other liability are directly caused by the acts or omissions of the Head Teacher or their employees servants or agents (but not contractors). 

· The Applicant confirms that s/he is insured in the minimum sum of £5 million in support of this indemnity and produce to the Head Teacher evidence of such insurance.  (but see Hirer’s liability below)

· Failure to produce satisfactory evidence of such insurance may result in cancellation at any time of the hiring by the Head Teacher in which case any unused deposit will be returned but the hiring fee may not be returned.  In this event the return of any unused deposit shall be the limit of the Head Teacher’s liability.

· Prevent smoking on any part of the premises.

· Observe any security requirements for the use of the premises as the Head Teacher may specify.

· In order to comply with Safety Regulations NO form of GAS CYLINDERS will be permitted in the building.  It shall be lawful for the school’s representatives to remove or to have removed from the premises any said items not complying with the Regulations

· It is the Hirers responsibility to ensure that all the facilities used are returned to the condition they were found in (this includes the collection and disposal of litter and stacking of chairs).  The premises are to be left in a clean and tidy condition and securely locked (if appropriate)

· The Hirer shall take every care to ensure that no undesirable person is permitted to enter or remain in the premises or otherwise make use of the accommodation, and shall be responsible for good order and conduct during the term of the engagement.

· The Hirer shall not permit the Exit Doors or Corridors to be interfered with or otherwise obstructed in any way. 

· Except with the prior written consent of the School: -

· No alterations or additions shall be made to the lighting, heating, seating, fittings, fixtures or other arrangements on the premises.

· No decorations, flags or emblems will be permitted, unless by prior consent of the School and they are made of the approved standard flame retardant fabrics.
· Posters or placards will be permitted only at the approved places and the name of the Hirer shall be placed in a prominent position on all bills and advertisements announcing meetings or entertainment’s in the School.  A copy of all posters and advertising information should be forwarded to the Head Teacher prior to circulation.

· No nails, tacks, screws or similar objects shall be driven into the stage, walls, floors or any other parts of the School building.
· In the event of an emergency, all occupants must leave the school by the nearest exit and assemble at the venue area as advised to them by the hirer as shown in the Evacuation Plan (Appendix 6).  The Hirer is responsible for familiarising themselves with emergency exits and must ensure that participants are aware of emergency evacuation procedures and assembly points.

· The school office will be locked and therefore there is no access to a landline telephone.  The hirer MUST have access to a mobile phone for emergencies.

· It is the hirer’s responsibility to ensure that all those attending are made aware of the fact that they do so in all respects at their own risk.  
In an emergency the following person may be contacted:

Caretaker
Roger Dadd – 01291 621912 or 07412 740707

Damage or Loss Arising From Hire

· The Hirer shall meet the cost of making good any damage to the building, goods or other property either of the School or of any other person caused during the period of, or arising in connection with, the hiring, (except such damage caused or arising from the act of the School or its servants or agents).

· In the event of any damage arising from the hiring, the Hirer will be notified at the first opportunity and if reasonable and possible, given the opportunity to inspect the damage.
· The School will not accept for safe-keeping from any person any article or property which may be left on the premises during or after a function has finished and the responsibility for such safe-keeping will devolve upon the Hirer.

· The School will not be responsible for any loss or damage to person or property arising during or in connection with the hire other than such loss or damage for which the School may be legally liable.
Toilet Facilities
· Access to the school’s toilet facilities is included as part of the hire arrangements
First Aid Facilities 

· There is no legal requirement for the school to provide first aid facilities for the Hirer. It is the Hirer's responsibility to make their own arrangements, which may include the provision of first aid training for supervising personnel, and the provision of a first aid kit, particularly in the case of sports lettings. It is recommended that the hirer has access to a mobile phone at all times throughout the letting to cover any emergency event. 

Food and Drink 

· No food or drink may be prepared or consumed on the property without the direct permission of the Governing Body, in line with current food hygiene regulations. All litter must be placed in the bins provided – with due regard being given to school recycling facilities. 

Drugs 

· No drugs shall be brought on to or consumed on the premises. Any person thought to be under the influence of alcohol or drugs will be refused admittance. 

Smoking 

· The whole of the school premises is a non-smoking area, and smoking is not permitted within school buildings or on school grounds at any time. 

Suitable footwear 

· Suitable footwear should be used. If activities involve outdoor use, participants should ensure footwear is cleaned before re-entering the premises. 

Copyright or Performing Rights 

· The Hirer shall not, during the occupancy of the premises, infringe any subsisting copyright or performing right, and shall indemnify the Local Authority against all sums of money which the Local Authority may have to pay by reason of an infringement of copyright or performing right occurring during the period of hire covered by this agreement. 

Sub-letting 

· The Hirer shall not sub-let the premises to another person.
Cars & Other Vehicles
· The Hirer shall ensure that no car or vehicle used in connection with or in attendance at the hire is parked in an unauthorised or dangerous position, and that any instructions given by the School in regard to parking are strictly observed. 
· Those attending the hire are responsible for the safety of their vehicles and the contents thereof, and the School will not in the absence of liability accept responsibility for any loss or damage caused to vehicles or their contents during or in connection with the hirer

· NO VEHICLE shall under any circumstances block access to the entrance of the school as this is the only Emergency Service access

Hirer’s Liability
· Organisations and individuals who do not have suitable insurance can, as an extra to the hire charge, take out temporary cover for duration of booking. (see application form)

· This liability cover is not available to business or political hirers or schools who do not obtain insurance c/o GCC. 

· Where no hiring fee is charged the 10 % premium must be based on fee that would normally be charged for such a booking. 

General

· The Head Teacher gives no warranty that the premises are legally or physically fit or suitable for the Applicant’s purposes and the Applicant must satisfy him/herself as to its suitability.

· The Head Teacher and all persons authorised by the Head Teacher has the right to enter the premises at all times.

· The hiring does not grant any interest or estate in the premises.

· The Hirer shall have the use of the accommodation for the period and purposes stated on the booking form only, and he or she will be responsible for ensuring that the premises are vacated by the finishing time stated on the Form at the time of booking, or as subsequently amended. 

· All amendments must be agreed in writing with the Head Teacher.
Extra for certain areas

Hall - Maximum persons allowed in Hall is 250

General - NO muddy footwear to be worn inside the school premises at any time

Classrooms  - Maximum persons allowed in room is 35

Outside Play and Grassed areas to keep to the agreed area of play
I have read and fully understood the conditions of hire, copies of which are retained by me, and I agree to abide by and conform to the same.

I further understand that I must return this form to the above address by for this booking to be retained.   

An invoice will follow on the return of the completed form.  

All cheques to be made payable to Gloucestershire County Council.  Full payment must be made before hiring can take place,
I ………………………………………………... (Print name) accept the above terms of hire

Signed……………………………………….……(Applicant) 

…………………………………………………….Date

Tutshill school holds the right to amend this policy without prior agreement with the hirer.   Any changes will be passed onto the hirer within one month of the amendment. 

Appendix 4
SCHOOL HIRER’S CHECK LIST
Please avoid the use of:
· Smoke machines

· Helium balloons

· Silly string
Before leaving please check each item on this list.  Then tick and sign this document to show you have complied with the requirements detailed below.

All breakages or damage to be recorded and notified.

All rubbish to be taken off site by the hirer.

The areas hired to be left clean (as found).

Toilets checked for cleanliness and blockages, WCs flushed and toilet doors closed to extinguish automatic lights.

Windows to be closed, lights extinguished and premises locked and alarmed.  This will normally be the responsibility of the Caretaker.

The double doors with crash barrier in the school hall should be closed from inside before leaving the building.

Please ensure that the plug to the Cool Club fridge is left switched on.  Should the fridge be turned off, the hirer will be liable for the replacement cost of any spoilt food.

I can confirm that I will comply with the above:-

Signed:  …………………………………………         Date:  …………………………

Name: …………………………………………

Appendix 5

School Hire Rates with effect from 01/09/2018
	Organisation
	Hire Fee
	Facilities Included
	Letting Fee

	Breakfast Club &

Cool Club


	£10.00 per hour
	School Hall, Kitchen, Adventure Playground & Yard
In the event of premises not vacated by 6.15pm.
	None
£13.15

	All Users


	£10.00 per hour
	Classrooms
In the event of premises not vacated by 6.15pm.
	None 
£13.15/£24.92

(see below)



	Regular Users


	£15.00 per hour
	School Hall and Kitchen
	£13.15/£24.92
(see below)



	Non-Regular Users


	£20.00 per hour
	School Hall, Kitchen, Adventure Playground & Yard

	£13.15/£24.92

(see below)

	Non-Term Time Use for All Users


	£50.00 per day
(8am – 6pm)
	School Hall, Kitchen, School Yard and Adventure Playground & Sports Field

	£13.15/£24.92

(see below)

	Non-Term Time Use for All Users


	£5.00 per day
	Sports Field only
	£13.15/£24.92 if used in isolation



	If the Church uses the Hall for profit making events, then the charge is £1.55 per hour.




All payments to be made one month in advance to secure booking.

School hire charges will be reviewed annually.
Letting Fees with effect from 1st April 2018.  Letting fees are reviewed annually.

	Number of rooms
	Mon-Fri (before 11pm)
	Mon-Fri (after 11pm), Weekends,Public & Extra Stat.

	*1-2
	£13.15
	£24.92

	*3-5
	£15.58
	£31.16

	*6-9
	£18.69
	£37.38


Appendix 6 
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