NEW LONGTON ALL SAINTS" C. OF E. PRIMARY SCHOOL
LETTINGS POLICY

The community use of the school is most welcomed by the Governors as this continues the
original intention of those who founded the school.

A letting may be defined as ‘any use of the school premises (buildings and grounds) by either
a community group or commercial organisation’. A letting must not interfere with the
primary activity of the school, which is to provide a high standard of education for all its

pupils.

Use of the premises for activities such as staff meetings, parents’ meetings, Governing Board
meetings, and extra-curricular activities of pupils supervised by school staff, fall within the
corporate life of the school. Costs arising from these used are therefore legitimate charges
against the school’s delegated budget.

The school hall, football pitch, forest school area and classrooms are available for hire at rates
and subject to conditions set by the Governors.

In term time, uniformed organisations occupy the hall on certain evenings, but it is possible
to book the hall after they have finished their meetings. If special arrangements have to be
made affecting the uniformed organisations (for example, in preparing the room for a
subsequent meeting) then the organisation has to be given at least three weeks' notice.

School events, which involve the use of any school areas, will take priority if there is a clash of
dates.

Hiring Conditions
1. The Governing Board actively encourages community use of the school buildings.
However, it reserves the right to refuse any lettings it may choose.

2. The hirer must be willing to meet with school officials and provide details of their aims
and objectives.

3. Payment for hire of uniformed groups will be paid at the end of each term. Each
organisation will be billed for using the hall each week during the school term. This
bill to be paid in full. Any missing weeks or addition weeks need to be mentioned on
payment and the bill for the following term will be changed accordingly. The
uniformed groups must not change this amount. Other organisations and groups will
pay in advance to the school administer in the office. For the purpose of charging, the
hiring shall be deemed to have started when you enter the building and to have come
to an end when you leave the building after the event. If you cancel a booking, at
least 48 hours notice is to be given or rent will be payable.
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4. The Governing Board will ensure that the school budget does not subsidise non-
school activities and that all costs are recovered. The Governing Board will review
charges annually.

5. Each hirer using the school will be required to nominate a contact person. Such a
person is deemed to be in charge and able to investigate any difficulties which may
arise.

6. The Governing Board will determine if a nominated person from school is required on
site when premises are being used. If not, a responsible person must be on call.

7. Smoking is not allowed on the school premises in line with school policy.

8. Alcoholic Drinks — an occasional license must be obtained where appropriate. The
Licensee is responsible for conduct of bar sales, etc. No alcohol is to be stored or
retained on the premises when children are in school.

9. Nothing should be sellotaped or ‘blu-tacked’ to any part of the building, fittings or
furnishings.

10. Before locking up after the event, please ensure that all windows are closed and that
all lights, taps etc are switched off. Toilets need to be left in the condition they were
found. Check outside doors and fire doors are locked on departure. A supplementary
charge will be made if the property is not left in the condition it was rented in. The
school gates must be closed on departure.

11. In the event of an accident to people or property, involving loss or damage or
personal injury please inform the Headteacher or School Business Manager as soon as
possible who may request a written report.

12. Each group that hires the hall must make provisions for fire evacuations and carry out
regular fire drills. These must be made available to the school on request.

13. A Letting Application / Indemnity Form must be completed by ALL applicants. A
signed copy of the application form, if approved by the school, will be returned to the
hirer. For long-term lettings, application forms will be reviewed on an annual basis.

14. Any hirer that uses the school must have appropriate public liability insurance to cover
all its legal liabilities for accidents resulting in injuries to persons, (including all
participants in the activity for which the premises are being hired) and or loss of or
damage to property, including the hired premises, arising out of the letting. The
minimum limit for this insurance is £5 million. The hirer must produce the appropriate
certificate of insurance, attached to the application, before the letting can be
confirmed.

15. No lettings will be approved giving the user exclusive possession. (Note — this is a legal
requirement, not to be confused with a sole letting.)
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16. CCTV is in operation on school premises. Where appropriate, it may be used to check

usage of the site or support any claims or queries.

17. The hirer is responsible for ensuring that DBS checks have been undertaken where

appropriate.

18. All hirers must comply with health and safety legislation.

19. Any motor vehicles or pedal cycles that are parked in the school grounds are left at
the owner’s risk. The Governors will not be liable for loss or damage to them while on
the school property.

20. No PE equipment or audio equipment is allowed to be used unless prior permission
from the Headteacher is sought. Please also note that for any physical activities being
undertaken in the hall that indoor trainers or pumps are used.

21. Keys will be given to leaders of groups and must not be passed to anybody else. No
copies of keys are to be made under any circumstance.

22. Any lettings organisation is responsible for making sure all their electrical equipment is

PAT tested.

The governors value the happy working relationship with those who use the school. These
guidelines are to ensure that this is maintained.

| understand all the above conditions and will adhere to them whilst our group is using the

school premises

Area of school selected (please circle all required)

Football Pitch

Forest School

Hall

Classroom

Whole School

Other (please
specify)

Name of organisation or group

Name of person

Signature on behalf of group

Signature on behalf of school

Date
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APPENDIX A

CHARGES FOR THE USE OF SCHOOL PREMISES

From January 2026:

For organisations linked to All Saint’'s Church / school (which includes uniformed groups)
school charges £10 per hour for hire of the hall.

PTFA events and church use for jumble sales, discos, bingo, rounders etc will be free of
charge.

For any other organisations, charges for hire of the hall is £18 per hour or £60 a day.

For hiring the field, the charge is £18 per hour

For hiring the Forest School Area, the charge is £25 per hour.

For holiday clubs who wish to use more than one of these elements (such as hall and field),
please contact the headteacher or school business manager in the first instance to discuss
bespoke packages.

At the discretion of the Headteacher, local agreements with organisations which provide

direct benefit for our community may be agreed. This policy allows for discretionary rates for
those who qualify.
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