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Aims
The aim of this policy is to provide guidelines for the use of school facilities for the benefit of the school and its community.  To enable the school management to achieve this aim the governing body has drawn up the following policy.  

The governors recognise that lettings are a valuable source of income generation and contribute towards the school’s sustainability.  However at present the scope of acceptable school lettings is limited by the lack of available caretaking hours together with security issues due to the layout of the school buildings which makes it difficult to limit access to suitable areas only.

Policy Statement
· The needs of the school that is of the Headteacher, staff and pupils shall be given priority.
· The school premises will not be let to individuals or organisations if there is reason to believe that the name of the school will be brought into disrepute.
· Decisions whether to permit lettings will be made by the Headteacher.  If the Headteacher believes a letting should not be permitted, he/she will report the reasons to the governing body.
· The Governing Body is aware of its responsibilities for safeguarding children and so, when letting out the school premises, has due regard to safeguarding policies and practices and the school’s Prevent duty on anti-radicalisation.
· The school is committed to safeguarding and promoting the welfare of children and young people and expects hirers and their representatives to share this commitment. The Governors require all hirers and individuals working on school premises on behalf of the hirer to have a DBS disclosure at an appropriate level (as defined by the Disclosure and Barring Service).
· All lettings administration must comply with Section M (Community Use of Schools) of the Surrey County Council LMS Finance Manual.

Areas of the school premises which may be available for hire
· Main school hall/gymnasium
· Main school playground, upper and lower pitches including trim trail and climbing frame
· School car park
· School kitchen – see Appendix A for Use of the School Kitchen Policy
· Breech Lane playing field and facilities – see Appendix B

Lettings Policy
· Hirers must apply on an ‘Application to use school premises’ form ED110 and must sign to confirm that they have read and agreed the terms and conditions.
· A letting will only be confirmed on receipt of the completed application form.  A copy of the lettings policy will be issued with the confirmation.
· Payment for all lettings shall be made in accordance with the schedule and terms and conditions on form FIN566.  Standard rate VAT may be payable.  See Section M of the Finance Manual for details.
· All non-Education users must be covered by insurance.  The Surrey County Council requirement is that an insurance charge as a percentage of the letting fee will be made if the hirer is not in possession of his/her own insurance policy with current SCC recommended public liability cover.
· Surrey County Council operates a No Smoking policy on all its premises.
· Subject to availability, the school’s car park may be used by the hirer and other adults involved in the letting.
· 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, such as the provision of first aid training for supervising personnel, and the provision of a first aid kit, particularly in the case of sports lettings.
· No stiletto or any type of thin heel is to be worn on the school hall/gymnasium floor.  If activities involve outdoor use, participants should ensure footwear is clean before re-entering the premises.  No preparations are to be applied to the floors.
· The hire of the school hall does not imply permission to use any sporting equipment, musical instruments, sound systems or audio visual equipment.
· The governing body reserves the right of access to the premises during any letting. 
· School keys must be signed for by the hirer and returned to the school office within 24 hours or as soon as possible after the letting.
· Only named key holders may operate the security system.  Keys should not be passed to any other person.
· The hirer is responsible for supervising any children taking part in an activity until they are collected by a responsible adult.
· Hirers are responsible for familiarising themselves with emergency exits and must ensure that participants are aware of evacuation procedures.
· In the event of an emergency, occupants must leave the school by the nearest exit and assemble on the bottom playground.  
· The hirer must have immediate access to participants’ emergency contact details, and may use the telephone in the staff room in the event of an emergency (dial 9 for an outside line).
· All persons hiring the school premises will be expected to conform to the relevant Health and Safety regulations.  A copy of the user’s risk assessment must be provided and kept on file in the school. ealth & Safety H If the user does not have a risk assessment in place, the school should undertake a risk assessment for each let.
· Lettings after midnight will not generally be sanctioned.

Safeguarding 
The school is committed to safeguarding and promoting the welfare of children and young people and expects hirers to share this commitment.
All organisations that involve children under the age of 18 years must have a child protection policy in place. A copy of this policy should be attached to the agreement when submitted and will form part of the letting agreement. 
The policy must contain: 
· Confirmation that DBS checks are carried out on all staff and volunteers and that checks are repeated where necessary. 
· The process for training/informing staff of relevant safeguarding issues and updates. 
· The process/procedure for reporting suspicions and disclosures. 
· The process/procedures for allegations made against a member of staff. 
· Confirmation that the policy is reviewed regularly. 
· A list of staff/volunteers and their disclosure certificate numbers and issue dates. 
A safeguarding checklist must be completed by the hirer at the time of application. In the event of any transfer of control agreement (for example a change in personnel running provision for children and young people) a new safeguarding checklist will be required by the school. The school reserves the right to spot check any safeguarding policies and checklists, failure on the hirers part to comply will result in immediate termination of agreement.

Charges
· The school’s delegated budget will not be used to subsidise any lettings by community or commercial organisations.  
· Use of the premises for activities such as staff meetings, parents’ consultation meetings, governing body meetings, parent/teacher association committee meetings and extra-curricular activities of pupils supervised by school staff, fall within the corporate life of the school.  Costs arising from these uses are therefore a legitimate charge against the school’s delegated budget.
· A charge will be levied to meet the additional costs incurred by the school in respect of any lettings of the premises e.g. heating and lighting, staffing, administration, ‘wear and tear’, cost of use of school equipment (if applicable), and  a profit element (if appropriate).  
· As a minimum, the actual cost to the school of any use of the premises by an outside organisation must be reimbursed to the school’s budget in accordance with the current Schedule of Charges, Section M of the Finance Manual.
· Charges for lettings will be reviewed annually by the Governing Body in the summer term.
· A refundable deposit may be requested for certain lettings.
· Governors, or any employee of the County Council so authorised, are empowered to withdraw, without notice, permission to use school playing fields when such playing fields are unfit for use.

Ongoing lettings arrangements
· Walton Warriors Junior Football Club is run by parents of this school for pupils and children from the local community.  The Club is affiliated to the Football Association and is fully insured.  Training and matches take place on Saturday mornings on the Breech Lane Playing Field.  The Club also has use of a lock-up garage and a sports pavilion sited on the field.  The Walton Warriors chairman and parents are in possession of keys to the playing field gate padlock, the sports pavilion and the garage for this purpose.






APPENDIX A

USE OF THE SCHOOL KITCHEN

Schools kitchen premises may be available for use by members of the community.  It is the responsibility of the school to manage the letting of the premises.  To ensure insurance cover it is essential that an ED110 ‘Application for the use of school premises’ form is completed and sent to Surrey Commercial Services Regional Office even if Surrey Commercial Services staff are not required. This is necessary even when it is a school event otherwise schools will not be insured.

Surrey Commercial Services are cognisant of the need to maintain the highest standards of food hygiene and safety and have clear guidelines for the use of the kitchen facilities by organisations.  Part of these guidelines requires Surrey Commercial Services to provide a member of staff to be on duty when the let includes the use of prime cooking equipment, chilled and frozen storage.  The agreed “additional service” rate will be charged for lets.



POLICY FOR SCHOOLS USING THE KITCHEN FACILITIES

The School PTA or members of the community often use school kitchen premises.   Surrey Commercial Services have developed the following procedure:

· Staff who are handling food and working in the kitchen must have or be working towards a current “Food Hygiene Certificate”.
· Only food products are to be prepared in the kitchen.
· Use of equipment must be authorised by Surrey Commercial Services and staff using the equipment must be trained and a training record card completed.
· Authorised user groups are responsible for providing their own food and cleaning materials.
· Any equipment breakdown that occurs as a result of a school personal usage becomes a school cost if the fault is directly attributable to that use.
· The kitchen area must be left in a clean and tidy condition as defined in SCS procedures manual.  All waste must be removed from the site and placed in polythene bags for collection.
· The area is vacated in time for the catering team to begin their working day.
· Staff must wear appropriate protective clothing while operating in the kitchen.
· Only authorised personnel are allowed into the kitchen.

The use of the school kitchen by the school for any activity must be agreed with Surrey Commercial Services and an ED110 ‘Application for the use of school premises’ form must be completed by the authorised user who will be responsible for ensuring the policy is adhered to.

Health and safety will be the responsibility of the school during their use of the kitchen.

Surrey Commercial Services are very happy to endorse the use of their facilities and can advise schools how to access the relevant training required for individual sites.  If Surrey Commercial Services staff is involved in any activity outside their core business hours there will be a charge.










APPENDIX B

USE OF THE BREECH LANE PLAYING FIELD & FACILITIES


The Breech Lane playing field and facilities are available for use by parents of pupils at the school and primary school age children.  

All lettings are subject to the following:

· Respect and consideration for neighbours is paramount.
· No on-site parking available but drop-off is possible close to the gates.
· No parking in access lane which needs to be kept free for emergency vehicles.
· Hirers are responsible for cleaning the pavilion after use (cleaning materials are available).
· Crockery and cutlery are available for use but please bring your own tea towels.
· Hirers are responsible for the removal and disposal of all rubbish.
· Time limitations to be agreed with the school.
· No bookings will be accepted after dusk.
· No amplified music may be played outside of the pavilion.

Please enquire at the time of booking about sports equipment hire.
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