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The Cathedral School of St Peter and St John

Growing together within God’s loving family we support, challenge and inspire each other to become the best that we can be.

Lettings Policy
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GENERAL  
 
It is the policy of the Governors that school premises and facilities shall be available for use by outside bodies at the discretion of the Head Teacher, subject to their not being required for use by any organised activity within the school.  It is a basic principle that premises and facilities are provided for use in the normal educational and extra-curricular life of the school, hence any use by external bodies, groups or individuals will always be of a lower priority than any internal use.  School use of premises where activities are solely for the benefit of the school’s pupils which take part during the site manager’s normal working hours will not be subject to charge. 
 
 
APPLICATION 
 
All bookings are to be made using the attached booking form (appendix 1), and the person signing the application shall be deemed to be the hirer.  Upon receipt of the booking form, the booking will be confirmed in writing. 
 
 
PAYMENT 
 
Following the booking, an invoice for the charges will be forwarded.  Charges shall be due and payable seven days before the date of the hire.  If the charges are not paid, the letting may be deemed as void and the premises re-let.  If there is found to be any damage after the letting, then a further charge may be made. 
 
 
PURPOSE OF USE 
 
The premises must only be used for the purpose for which they are hired, and the hirer shall not assign the whole or any part of the benefit of this agreement nor may the premises be used for a longer period than that specified at the time of hiring.  No interference is to be made with school property/equipment/premises which do not form part of the letting. 
 
 
CANCELLATION 
 
The school reserves the right to cancel a booking at any time without notice and without assigning any reason, but would endeavour to give as much notice as possible.  In such circumstances, the school can accept no liability for loss incurred as a result of the cancellation, but undertake to refund any payment made, or rearrange the booking.  In the event of the hirer wishing to cancel the booking, then a minimum of 7 days’ notice must be given.  If less than 7 days’ notice, the charges for all days booked within 7 days shall be due and payable. 
 
 
EQUIPMENT 
 
The hirer shall ensure that no additional lights or extensions from the existing electric light fittings are used without any previous consent.  No person shall use any specialist equipment without the prior permission of the school.  Electrical appliances brought on site are to be safe and carry a current safety test certificate label as required by law.  Intoxicants or hazardous chemicals are not be brought onto the premises without prior authority. 
 
 

COMPETENCE/HEALTH AND SAFETY/FIRST AID 
 
Lettings are to comply with the same health and safety requirements as those which are applicable to school activities. Any equipment installed for, or used during, a letting is to be installed/supervised by a properly qualified person. 

The school fire, emergency and evacuation procedures will be forwarded to you and it is your group’s responsibility to ensure that your whole party is aware of these. 

All organisations must complete a Risk Assessment Form for the activities that are taking place on the school site. Hirers are to provide competent instructors/supervisors suitable for the activity the letting has been made, ensure such persons are present throughout the whole lettings period as well as ensuring the highest levels of Health and Safety at the school.

Any dangerous incident, injury or damage to the school property is to be reported to the Site Officer without delay.  You must provide a qualified first-aider. 


SAFEGUARDING

The DfE’s Keeping Children Safe in Education refers to all those working in a school setting, whether or not their job or an activity brings them into direct contact with pupils, and whether or not they are on the school’s payroll.

In regard to lettings guidance states that: ‘Schools should ensure that the terms of any contract for lettings such as supplementary schools; theatre groups; sports activities; cubs and scouts etc, that will require the contractor to employ staff or use volunteers to work with, or provide services for children, regardless of whether they attend the school or not, also requires the contractor to adopt and implement the measures described in this guidance. They [schools] should also monitor the contractor’s compliance.’ 

Before agreeing to any letting, school will therefore ask to see a copy of the organisation’s Child Protection/Safeguarding Policy and satisfy themselves that the organisation has appropriate procedures in place for safe recruitment, including (but not limited to) the taking up of checks through the Disclosure and Barring Service (DBS). Where a school is making a letting to an individual (e.g. a self-employed tutor) the school will follow the same safer recruitment procedures as if the individual concerned were a member of the school staff, regardless of whether the children to whom they provide a service attend the school or not.
 
 
 
INDEMNITY & INSURANCE 
 
The hirer agrees to indemnify the school against actions, proceedings, claims, damages, awards or costs in respect of loss, damage, death or personal injury occurring during the period of hire.  The indemnity must be covered by insurance – public liability cover of £1,000,000 including fire damage to the premises and contents.  It will be necessary to produce documentary evidence of the cover affected when booking.  For small community groups, who may have no insurance then the hirer should complete the attached form on behalf of the group, and accept full responsibility for any injuries or damages that may occur during the letting. 
 
  
PERFORMANCE RIGHTS 
 
No copyright dramatic or musical work or lecture shall be performed, sung or delivered without the licence of the owner or the copyright, and all such licences shall be produced to school before the commencement of the hiring.  The hirer shall indemnify the school against any infringement of copyright which may occur during the hiring.  The school reserves the right to censor and cancel without liability for loss as a result of such censorship or cancellation, any stage play, sketch, lecture or other performance or event. 


ADVERTISING 
 
No advertising shall be permitted without prior written consent of the school. 
 
 
 
SEATING CAPACITY 
 
The school may stipulate a maximum number of persons to be admitted.  The hirer must ensure that attendees do not exceed the stipulated figure at any time during the hiring.  Where the room is laid out with gangways in the interests of public safety, the hirer shall not interfere with the gangways. 
 
 
SECURITY 
 
It shall be the responsibility of the hirer to protect and safeguard the premises during the period of hire, and if any damage or destruction occurs or is sustained during the period of hire, the hirer shall be liable and will be charged.  The hirer should provide stewards to maintain order as required.  Any incident MUST be reported to the Site Manager IMMEDIATELY, who will deal with the situation appropriately and inform the necessary agencies, i.e. Police etc. 
 
 
DAMAGE 
 
Damage to school buildings/hall floor/equipment/furniture – the hirer shall be responsible for any damage to the school building/hall floor/equipment/furniture as a result of any activities carried out during the period of hire.  The school will obtain reports/quotations where necessary and the hirer will be invoiced following repairs/replacements. 
 
 
PROPERTY  
 
The school shall not be responsible for any article brought or left in any part of the premises, or theft or loss of, or damage to vehicles parked in any car park provided.  The premises should be left in a clean and tidy condition. 
 
   
NO SMOKING 
 
The school operates a no smoking or vaping policy.  All hirers must adhere to this.  If any damage is caused due to smoking, the hirer will be liable for any defects. 
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