[image: image1.jpg]W—I

SOUTH DOWNS
EDUCATION

TRUST
—_—





	Lettings Policy (Including Community Use)

	Accountable Trust Committee
	Finance and Audit

	Policy area
	Lettings Policy

	Policy Author
	Community and Facilities Manager

	Status
	Draft

	Category
	Premises

	Implementation Date
	Autumn Term 26

	Review cycle
	3 years

	Next review date
	Autumn Term 29

	Related policies
	· Health and Safety Policy 
· Fire Safety Policy 
· Policy for The Delegation of The Financial Powers and Duties of the Trustees.

	Related documents
	· Indoor Conditions of Hire Contract Form

· STP Conditions of Hire Form

· Annex A: key Hire Form
· Annex B: Opening Up and Closing

· Annex C: Applying for a Temporary Event Licence

· Annex D: Bouncy Castle Hire

· Annex E: Complaints Procedure for Hire of The Synthetic Turf Pitch

· Annex F: Lockdown


Document Control

	Date
	Version
	Comments

	15/09/2023
	0.1
	approved

	18/09/2026
	0.2
	Sent to Governors


Contents

21
Introduction and Aims


22
Definitions and Interpretations


33
Legal Requirements


34
Objectives


35
Access to Facilities


36
Hirer Safeguarding


47
Marketing and Promotions


48
School Responsibilities


49
Resources


510
Monitoring and Review


511
Pricing Arrangements


512
Insurance


512.1
Sports related Hirers


512.2
School Insurance


513
Booking Arrangements


513.1
Booking Systems:


513.2
Contract:


613.3
Key Deposit:


614
Discretion of the Trustees:


614.1
Cancellation of Hiring by the Trustees


615
Cancellation by Hirer


616
Hired Area


617
Care of School Premises


718
Invoicing:


719
CCTV


720
Alcohol


721
Smoking or Vaping


722
Public Entertainment and Other Licenses


823
Copyright and Performance Rights


824
Gaming


825
Use of Equipment


826
Parking Arrangements


927
Fire Evacuation


928
Lockdown Procedure


928.1
lockdown procedure during staffed hours:


929
Miscellaneous


930
Accident and Incident Reporting




1 Introduction and Aims

The purpose of this policy is to ensure that the trustees are:

· Increasing and improving the quality of sporting and physical activity opportunities for all pupils within the South Downs Education Trust (SDET), via curricular and extra-curricular sports activities. 

· To provide opportunities for local people and sports organisations to participate in sport and physical activity, to develop their skills particularly among low participant groups

Where appropriate to support community clubs which support voluntary sector groups, to help raise standards of coaching education and training administration volunteering and performance pathways locally
· provide clear guidance on lettings and the hire of school premises 

· enable safe access to the school site and premises 

· promote the use of school facilities by the wider community 

· safeguard the interests of the school
2 Definitions and Interpretations

A letting may be defined as “any use of the school buildings and grounds by parties other than the school”. A letting must not interfere with the activities of the school. Use of the premises for activities such as staff meetings, parents’ meetings, Governing Body 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 schools delegated budget and do not require a letting agreement. 

In this Policy the following words or phrases are defined as below:

· Community Use: The use of the School Facilities by the local community including organised sports clubs, organisations and for casual use.

· Casual Use: The availability for any individual(s) or groups to book the facilities up to 14 days in advance* for use on a pay-as-you-play basis, where space is available.

· Priority Groups; Groups identified by the school as being under represented for the particular activity engaged.

· Premises: Any land and buildings under the occupation of the trust.

· Hirer: Those persons who are contractually hiring the Trusts Facilities.

3 Legal Requirements

The Trustees have overall responsibility for the implementation of all SDET Policies, including the Lettings Policy. The Trustees ensure that all statutory requirements are adhered to. This policy and all our policies are continually reviewed to ensure their effectiveness.

4 Objectives

In accordance with the above aims each school within the Trust agrees to operate and manage their resources in a manner consistent with achieving the following objectives where appropriate:

To maximise use of the school during term time and the school holidays, including school core times if facilities are available for external use. 

To encourage a lettings programme which supports: 

· Opportunities for beginners, for people wishing to improve their skills via programmes of coaching and competition and training for player’s coaches and officials 

· To provide a balanced programme of use which provides for a wide range of community uses which includes:

· Development Initiatives;

· Casual use 

· League and tournament competition from junior to senior levels

· Organised club sessions;

· Coaching and officiating courses.

5 Access to Facilities

The Trust agrees to make provisions to allow each school within the Trust to make their facilities available for Community Use outside of School Core Times including holiday periods. 
Facilities may also be available during school core times by prior arrangement and subject to availability
6 Hirer Safeguarding

The hirer must be over 18 years of age and/or a Company, Charity or Recognised Organisation and shall be the person by whom the application form for the hiring is signed. Such person shall be responsible for the payment of the fees payable in respect of the hiring and for the observance and performance in all respects of the conditions and stipulations contained in the hire agreement.

Persons may have to undergo, at the discretion of the Governing Body, a criminal record check via the Disclosure and Barring Service (DBS). If a particular letting involves contact with the school’s pupils, all personnel involved must be checked in accordance with guidance in the school safeguarding policy and Keeping Children Safe in Education. 
All staff in schools must be cleared at Enhanced level and therefore this should be replicated across to third party users. These checks must be made by prior arrangement with the Headteacher, with at least half a term's notice in advance to ensure that the checks can be carried out in time. Any adults working with the school’s pupils (for example, at an after-school sports club) must be appropriately qualified. Sports coaches must follow the guidelines for working in schools. Please note: The Hirer shall not sub-let the premises to another person. 

The Hirer shall be responsible for the prevention of overcrowding (such as would endanger public safety), and for keeping clear all gangways, passages and exits. Where partnership activities take place (e.g. between school, other local authority services and other 3rd parties), a responsible identified lead (if not the school) is to be established who takes full responsibility for leadership, lettings application, finance, safeguarding and all aspects of risk management between all parties.

The school must ensure that the Hirer has ensured that the number of persons using the premises does not exceed that for which the application was made and approval given, and that all terms and conditions are being adhered to.
7 Marketing and Promotions

Each school within the Trust will be responsible for marketing and promoting their schools’ facilities in accordance with the agreed aims.  

8 School Responsibilities 

Each school within the Trust will be responsible for managing and maintaining the facilities and shall:-

· Resource, control and ensure the maintenance of the facilities in a manner that will allow achievement of the agreed aims.
· Make the facilities available outside school core times in accordance with planning permissions/licensing arrangements.
· Ensure provision of heat, light and water and such other amenities as are required for the facilities and their intended use.
· Ensure that the facilities comply with all legislation and guidance relating to access for all users.

9 Resources

Each School within the Trust endeavours to ensure that the costs of operating Community Use at the facilities, will be fully covered by income from such use, and any surplus will be utilised as follows:

· Contribute to a contingency or sinking fund for major maintenance, repairs and ultimately renewal of fixed life elements of the facilities;

· Increase the use of the facilities by any local priority groups by staging special promotions or by offering discounted rates of hire; 

· Improve and increase the stock of sports equipment for use in connection with the Sports Facilities.

10 Monitoring and Review

Those school(s) within the SDET that hire out their school facilities must compile an annual report which will be submitted to Governors each spring. This will detail all usage, bookings, pricing review, marketing and financial matters relating to the Community use of the facilities to assist with the development and improvement of community access.

11 Pricing Arrangements

A schedule of prices for use of all facilities will be maintained, reviewed and agreed annually with the Trustees. The pricing schedule for each school who has hireable facilities will be published on the school website.

12 Insurance

12.1 Sports related Hirers 

All sport related Hirers shall affect adequate insurance to cover public liability with a minimum limit of £10 million. Proof of such cover should be submitted at the time of booking. Bookings may not proceed without evidence of appropriate insurance being in place. 
The Hirer shall be responsible for the renewal of their insurance. If there is any lapse in cover then all hire will be suspended until the insurance policy is renewed and documentation submitted to the Lettings Manager.
The school’s insurer does not offer cover for £10 million public liability. 
12.2 School Insurance 
All other hirers must have a minimum cover amount of £2 million public liability. If the Hirer does not hold adequate insurance to cover this liability, non-sporting clubs may use the school’s insurance for an additional fee on top of the hourly hire rate. This Public liability cover amount is £2 million only. 
13 Booking Arrangements

Each school within the Trust must use a booking system to manage all hirers of their facilities.
13.1 Booking Systems:
Worthing High School has established an easy and accessible advanced booking arrangement for both casual use and block bookings.
13.2 Contract: 
Worthing High School, requires that all those using the school for community use must ensure they do so in accordance with the Conditions of Hire contract. 
Those individuals/organisations who hire the school facilities will be required to complete and sign a copy of this contract prior to any hire being agreed. 
13.3 Key Deposit:
A £50.00 key deposit is required for every set of keys issued to the Hirer. The Hirer is responsible for keeping the keys safe and secure at all times. 
The deposit is refundable once all keys are returned. 
The Governors reserve the right to recover from the Hirer any expenses for the replacement of keys and or locks, as a result of non-compliance with this condition.
14 Discretion of the Trustees:
The Trustees reserve the right to refuse any application without stating reasons for so doing. 

14.1 Cancellation of Hiring by the Trustees

The right is reserved to cancel any hiring, without notice, where the Trustees consider it necessary for any cause outside their control. The fees will be refunded if the Trustees cancels the hiring in these circumstances.
The right is reserved to cancel any hiring, without notice, where the hirer has previously failed to comply with the conditions of hire or where the Trustees deem it necessary for reasons of [security; child protection; etc]. Hirers will not normally be refunded for cancelled bookings in these circumstances.

15 Cancellation by Hirer

In the event that the Hirer cancels the hiring, the following fees shall be repayable to the Hirer, less any expenses incurred, at the Governors’ discretion:

Less than 28 days’ notice of cancellation: no refund
16 Hired Area

Access is strictly restricted to the hired area and any toilet facilities, entrances, exits and corridors as directed by the Trustees.
The Trustees reserve to themselves, and their officials, the right to enter the hired area at all times on producing evidence of their identity.
17 Care of School Premises

The hirer is responsible for everyone who is on the School's premises for the activities they are organising and, generally, for everyone who comes on to the parts of the School's premises which are under the hirers control at the stated times (including medical cover/care). The hirer is responsible for ensuring that they comply with all the terms of the hire agreement.
· No notices or placards shall be affixed to, lean upon or be suspended from any part of the school premises.
· No bolts nails, tacks, screws, pins or other similar objects shall be driven into any of the walls, floors, ceilings, furniture or fittings. The hirer shall ensure that no persons using the permitted area use shoes with stiletto heels or other footwear which may in the opinion of the Governing Body be damaging to the floor surfaces of the hired area.

· No shoes or trainers with studs to be worn in school or on the outside pitches (except on grass pitches).
· Strictly no chewing gum.
18 Invoicing:
All Hirers are invoiced on the 1st of every month, with the exception of one-off Hirers who are invoiced before their hire date. 
All invoices must be paid within 14 days of the Invoice date.

Failure to do so will mean that no further use of the premises can be made until such costs are paid in full. Legal proceedings will commence in cases where such payments are not forthcoming.
19 CCTV

The School will use CCTV images to determine any abuse to the sports and other facilities. Any team/person found to be causing damage will be banned from using the facilities and charged for any costs of repair/renewal.

20 Alcohol

Intoxicating liquor/alcohol shall not be brought into nor consumed on school premises under any circumstances by hirers unless consent is obtained prior to hire in the form of a Temporary Event Notice, see Annex C: In addition to this approval may be required by the Trustees.
All evidence of intoxicating liquor must be removed from the premises at the end of the hiring.

21 Smoking or Vaping
In line with the Smoking Ban Regulations (Health Act 2006) there shall be no smoking on the School premises or grounds. It is school policy that this restriction also applies to e-cigarettes and vaping. 
22 Public Entertainment and Other Licenses

The promoters of entertainment and functions to which the public are admitted on payment shall be responsible for completing to the satisfaction of the Trustees all formalities in connection with the use of the premises for that purpose. Where the Chief Fire Officer or Licensing Authority require additional facilities for the purpose of a letting (such as "Exit" signs and emergency lighting) which are not already installed, it shall be the responsibility of the Hirer to provide such facilities of an approved type and method of installation.
Payment for admission shall be deemed to include admission by tickets or programmes or by any other method by which the making of a payment entitles a person to admission.
No entertainment or function to which the public are admitted shall be allowed unless the premises are licensed for the purpose under the bye-laws of the Local Authority and all necessary regulations against fire are complied with.
The hirer shall be responsible during the function or entertainment for which the premises are hired for ensuring:
a. all safety requirements and recommendations of any licensing authority are complied with;

b. any limitation on the number of persons admitted imposed by any licensing authority or the Governors are complied with;

c. suitably qualified persons are employed to be responsible for the supervision of the premises and the conduct of those attending so as to avoid personal danger, and damage to the premises.
23 Copyright and Performance Rights

No copyright work shall be performed without the licence of the owner of the copyright and the payment of any appropriate fees.
The hirer shall comply with all the provisions of the Copyright, Designs and Patents Act 1988. If the hirer shall fail to do so any permission previously granted by the Trustees to use the School premises shall be immediately cancelled and the Trustees shall have the right to recover fees, charges or any other payments referred to in these Regulations.
The hirer shall indemnify the Trustees from and against all actions, proceedings, costs, claims or demands whatsoever, arising out of the performance of Copyright Works on School premises.
The hirer shall, immediately after any performance or function at which music has been performed or songs sung, complete, sign and return the appropriate reporting form to the PPL PRS Ltd. 
If it is proposed to play a copyright record or tape in public, application for a licence so to do must be made to PPL PRS Ltd if necessary.
Evidence that the necessary licences have been obtained must be supplied to the School at one week before the letting.

24 Gaming

No gaming is allowed except in accordance with the conditions of the Gambling Act 2005, Section 41 when gaming is carried on at an entertainment promoted for raising money to be applied for purposes other than private gain. A copy of these conditions is open for inspection in the Local Magistrates Court during the normal hours of business and the hirer shall be deemed to have knowledge of the contents thereof whether or not he has availed himself of the opportunity of inspection.

25 Use of Equipment

The hire area does not include the use of any equipment except where specifically agreed and subject to any fees deemed appropriate by the Trustees. School furniture (other than chairs for use in halls) shall not be moved except by arrangement. The hirer must do everything reasonable to avoid loss, damage or breakage to the School's property during the hirer. Any loss, damage or breakage must be reported as soon as practicable to the Lettings Manager. The Trustees will be entitled to charge the hirer for any such loss, damage or breakage on terms to be approved by the School.

26 Parking Arrangements
Where possible those schools within the SDET may provide parking facilities for those persons hiring their facilities.

Worthing High School allows all those organisations using their school facilities to have access to the main school car park subject to availability. Street parking will be discouraged to minimise the impact on local residents.
27 Fire Evacuation

All Hirers must submit a copy for their own fire evacuation plan. This must clearly detail evacuation routes and muster point for the School/building they are using. They must also state who will be responsible for taking roll call once evacuated and assembled. A copy of this will be held on file with their hire pack documents.
28 Lockdown Procedure
Each school within the Trust will have their own provision for a lockdown procedure.
28.1 lockdown procedure during staffed hours:
Worthing High Schools procedure for a Lockdown:

Should the signal be given for a lockdown (3 x long rings of the class change bell) you are to:

· Lock room, switch of lights and hide.

· Switch off or place on silent all mobile phones.

· Keep quiet and still.

At the all clear, the bell will be sound 3 x Long Rings.

28.2 lockdown procedure during non-staffed hours:

During non-staffed hours if you encounter an intruder you are to take appropriate action to protect yourself and those persons in your care. 

You are to call the Police and alert other hirers on site of the potential risk if safe to do so.
29 Miscellaneous

The hiring body shall comply with such additional conditions as the Headteacher or Board of Trustees may require in writing to be observed for a particular letting.

30 Accident and Incident Reporting 
All Hirers must record and document all accidents, incidents or near misses by completing the schools incident/accident form, this can be obtained upon request. 
Accidents, Incident and near misses are to be reported to the Community and Facilities Manager or the Chief Finance & Operating Officer and the schools accident/Incident form must be completed.
If an incident/accident requires a RIDDOR report and follow up investigation, it is essential that this is carried out by the contractor in accordance to relevant HSE Legislation. This needs to be forwarded to the Community and Facilities Manager or the Chief Operating Officer for reference.
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