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1. Policy
We acknowledge Section 42 of the Education Act 1986 that the use of the school premises at all times other than during the school day is under the control of the Governing Body of this school.
We recognise the school premises are a valuable resource within the community and therefore we are very keen that they are used for the benefit of the local community.
2. Purpose
· To ensure the school premises are used for the benefit of the local community
· To further integrate the school into the local community in order to pursue the extended schools’ agenda
· To raise money in order to develop school projects and activities.
3. Scope
This policy applies to teaching, non‐teaching staff, volunteers and Governors working within Blakehill Primary School.
4. Principles
We will let the school premises to groups or individuals in the community for:
· educational use that will benefit the school
· social or community use
· commercial or private use.
We will not let any group that promotes or supports racism, sexism, ageism, homophobia or any other type of discriminatory behaviour or whose presence would otherwise be incompatible with the school’s ethos and policies.
Also, before letting the school premises we will have regard to the likelihood of any damage being caused to the premises or any nuisance that may arise as a result of accepting the booking.
We wish to work closely with the School Council and to hear their views and opinions as we acknowledge and support Article 12 of the United Nations Convention on the Rights of the Child that children should be encouraged to form and to express their views.
5. Responsibilities
Role of the Governing Body
· Decide policy
· Give strategic guidance
· Monitor and review Lettings issues through the Buildings, Finance & Staffing Committee, reporting back through the Chair of this Committee to the Full Governing Body
· Delegate responsibility of letting the school premises to the Buildings, Finance & Staffing Committee and the Executive Headteacher / Head of School
· the responsibility of operating this policy within the framework of:
· the Community Cohesion and Equality Policy of the Council
· the Sex Discrimination Act 1985
· the Race Relations Act 1976
· delegated powers and responsibilities to the Headteacher to ensure all school personnel and visitors to the school are aware of and comply with this policy
· responsibility for ensuring policies is made available to parents
· responsibility for the effective implementation, monitoring and evaluation of this policy.
Role of the Headteacher 
The Headteacher will:
· consult with the Buildings, Finance & Staffing Committee for approval of all applications for lettings & licences
· consult with the Buildings, Finance & Staffing Committee regarding the hire charge for each category of letting
· consult the Site Manager on applications for lettings
· ensure all school personnel, pupils and parents are aware of and comply with this policy
· monitor the effectiveness of this policy
· annually report to the Governing Body on the success and development of this policy.
Role of the Senior Management Team
Assume the role of the Headteacher in their absence in overseeing this policy.
Role of the School Business Manager
The School Business Manager will:
· Monitor and administer the lettings agreement
· Keep a copy of the agreement on file
· a letter of confirmation;
· an invoice to cover the cost of the let.
6. Procedures
All licences should have a signed licence agreement.
Refer to Appendix A - Premises Application form
[bookmark: _heading=h.gjdgxs]Refer to Appendix B - General Letting Agreement - Licence to Use school Premises
[bookmark: _heading=h.2foqlr30gh3h]Applications for longer term licences of more than a week (7 days) must be submitted in advance to the Buildings, Finance & Staffing Committee for agreement.
The lettings agreement will be reviewed by the Buildings, Finance & Staffing Committee annually.
7. Monitoring & Review
This policy and its effectiveness will be reviewed at least every three years, but also when the need arises by the
 8. Distribution
This policy will be available on the school website and from the School Business Manager.
9. Contacts
Please contact a member of the Governing body or the Headteacher if you require support or guidance on this policy.
10. Cross Referencing
This policy refers to the following other school policies:
· Safeguarding Policy
· Health & Safety Policy

11. Appendices – please see SBM for information
Premises Application Form
Appendix 2 - General Letting Agreement - Licence to Use school Premises
















Premises Application Form
The school will process the data collected in this form in accordance with the UK GDPR and Data Protection Act 2018. For further information about how the school will process your data, please see our Privacy Notice for Third Parties, which can be accessed on the school website.

	Details

	Named individual
	 

	Company name
	 

	Address
 (for invoicing purposes)
	 

	Contact number
	 

	Email address
	 

	Deposit amount
	 

	Payment method
	 

	Requirements

	Date of hiring
	 

	Time of hiring
	 

	Room(s)
	 

	Equipment needed
	 

	Details of any equipment you will be using on the premises
	 

	Purpose

	Details of the event
	 

	Will you be working with children and/or young people?

 If yes, have you attached a copy of your safeguarding policy?
	 

	Start time
	 

	End time
	 

	Expected attendance
	 

	By signing this document, I acknowledge that I have read, understood and agree to the terms of this Lettings Policy.

 I acknowledge that my signature confirms all the details in this application form are correct. 

	Signed
	 

	Date
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