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In reviewing this policy the Trust Board has had regards to the Equality Act 2010 and carried out an equality impact assessment. It is satisfied that no group with a protected characteristic will be unfairly disadvantaged
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[bookmark: _Toc176515469][bookmark: _Toc240536126][bookmark: _Toc240537393]1. Aims and scope
The Oxford Diocesan Bucks Schools Trust (ODBST) is committed to making the best use of the facilities occupied by its constituent academies. When not required by the academies, the premises may be let to external organisations; a school PTA is an external organisation and is subject to all expectations of hirers including those around H&S and Safeguarding and Child Protection.  The needs of the pupils are paramount and will always take precedence over external lettings. The aims of this policy are to: 
· Make sure the school’s premises and facilities can be used, where appropriate, to support community or commercial organisations
· Allow the hiring of the premises without using the school’s delegated budget to subsidise this
· Charge for the use of the premises to cover the costs of hire and, where appropriate, raise additional funds for the school
· Not let any hiring out of the premises interfere with the school’s primary purpose of providing education to its pupils
· Hire out facilities in a way that is unsafe, following government guidelines and the school’s risk assessment(s)

The Trust reserves the right to refuse any application for hire where the proposed activity:
· Is incompatible with the ethos, values or charitable objectives of the school or Trust
· Presents an unacceptable safeguarding, health and safety, financial or reputational risk
· Is likely to interfere with the education, wellbeing or safety of pupils
· Is unlawful, discriminatory, extremist or promotes radicalisation
· Is likely to bring the school or Trust into disrepute
· The Trust is committed to supporting community use of school facilities where this can be achieved safely, lawfully and without detriment to the education of pupils.

[bookmark: _Toc176515470][bookmark: _Toc240536127][bookmark: _Toc240537394]2. Areas available for hire
2.1 Available areas
The school will permit the hire of the following of any area it deems possible to use for such purposes. These may be: 
1. Sports hall
2. Library
3. Classrooms
4. Playing fields
5. MUGA
6. 5G Sports pitch
7. Storage space

2.2 Capacity and charging rates
The maximum capacity and rates for hiring each area and by category where relevant will be shown on the school’s local procedure documents. These are for example only:

	AREA
	CAPACITY
	COST

	Sports hall
	capacity for the area, clarifying the seating/standing difference where necessary
	the cost and unit 
(e.g. per hour/per 30 minutes/per evening)

	Library
	capacity for the area here, clarifying the seating/standing difference where necessary
	the cost and unit
(e.g. per hour/per 30 minutes/per evening)

	Classrooms
	capacity for the area here, clarifying the seating/standing difference where necessary
	cost and unit here
(e.g. per hour/per 30 minutes/per evening)

	Playing fields/MUGA/5Gpitch/tennis courts
	capacity for the area here, clarifying the seating/standing difference where necessary
	cost and unit here
(e.g. per hour/per 30 minutes/per evening)




[bookmark: _Toc176515471][bookmark: _Toc240536128][bookmark: _Toc240537395]3. Charging rates and principles
3.1 Rates
The Trust expects schools to charge hirers at rates which are commercially reasonable and sufficient to recover costs incurred through the letting, including utilities, staffing, cleaning, security, administration, wear and tear and any other associated costs.

Charges may vary according to the category of hirer:
Category A: Trust and school activities
Category B: PTAs and other school-affiliated groups
Category C: Community and charitable organisations
Category D: Commercial organisations

The Headteacher and/or School Business Manager/Operation Coordinator may approve discounted rates where there is a demonstrable educational, charitable or community benefit.

The school reserves the right to require:
• Full payment in advance
• A refundable security deposit
• A refundable key deposit
• Additional cleaning charges
• Charges for damage to facilities or equipment

3.2 Cancellations
We reserve the right to cancel any agreed hiring with a minimum of 28 days notice. A full refund will be issued if we do cancel a hire. The school shall not be liable for any indirect or consequential losses, including (without limitation) any loss of profits, loss of business or the loss of any revenue arising out of the cancellation of any hire.
The hirer of the premises can cancel any hire with a minimum of 28 days notice. If less notice than this is given, the licensee shall not be entitled to a refund.
3.3 Review
The School Business Manager/ Trust Operations Coordinator/finance Manager, in conjunction with the Headteacher, will review lettings income and expenditure annually.

The review will consider:
• Financial sustainability
• Cost recovery
• Community benefit
• Safeguarding incidents
• Health and safety incidents
• Complaints received
• Condition of facilities and equipment
Charges will be reviewed annually and adjusted as necessary.

[bookmark: _Toc524947270][bookmark: _Toc528329040][bookmark: _Toc176515472][bookmark: _Toc240536129][bookmark: _Toc240537396]4. Application process
4.1 Approval of Lettings
The nominated Lettings Co-ordinator shall manage routine lettings applications.
The Headteacher retains the right to approve or reject any application.

Where the nature, scale or risk profile of an event warrants additional controls, the school may require the hirer to provide an Event Management Plan, Traffic Management Plan, Crowd Management Plan and/or enhanced risk assessment prior to approval.

The Trust reserves the right to refuse any application for hire without providing a reason where this is necessary to protect pupils, staff, premises or the reputation of the school or Trust.

[bookmark: _Toc528329041][bookmark: _Toc524947271]The process for making a lettings booking is as follows: 
1. All booking requests are made through the school office:and passed to the designated ‘Lettings Co-Ordinator’ in the school, who checks availability, confirms the charges and issues the appropriate forms. 

2. Or SchoolHire if the school is using it. This is an online platform the link is on the school website. Facility hire in the UK - SchoolHire

3. Booking Forms and Terms and Conditions of Hire Forms must be fully completed by the Hirer in advance.
4. On receipt of the completed forms, the Lettings Co-ordinator checks the details. Successful bookings are then confirmed in writing to the Hirer.
5. The Lettings Diary is updated, and the forms are filed.
6. The Hirer will be invoiced in accordance with the Trust’s financial procedures. Schools may wish to seek a deposit or full payment in advance of the letting.
7. If the Hirer is dissatisfied with any aspect of the letting, the Trust’s Complaints Procedures will be followed.

[bookmark: _Toc176515473][bookmark: _Toc240536130][bookmark: _Toc240537397]5. Terms and conditions of hire 
[bookmark: _Toc240536131][bookmark: _Toc240537398]5a. Prohibited activities
The following activities will not normally be permitted on school premises:
• Activities which are unlawful
• Activities promoting extremism, radicalisation or hatred
• Political campaigning or party-political events
• Activities inconsistent with the values and ethos of the school
• Activities that present unacceptable safeguarding risks
• Gambling activities without appropriate licences
• Events likely to create unreasonable nuisance, disturbance or community concern
• Activities involving illegal substances or prohibited weapons
• Consumption, sale or supply of alcohol without prior written approval from the school and any necessary licences
• Smoking or vaping on school premises or grounds
• Use of naked flames, fireworks, pyrotechnics or similar hazardous activities without prior written approval

The Trust reserves the right to refuse any booking where concerns arise in relation to safeguarding, health and safety, equality or reputation.

[bookmark: _Toc240536132][bookmark: _Toc240537399]5.b. Terms and conditions

[bookmark: _Toc524947272]The following terms and conditions must be adhered to in the hiring of the school premises. Any breach of these terms will result in cancellation of future hires without refund. “Hirer” means the person or entity identified in the relevant hire request form.

1. The hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off any amount owing to the school against any liability, whether past or future, of the school to the licensee.
2. The hirer shall occupy the part(s) of the premises agreed upon as a non-exclusive licensee and no relationship of landlord and tenant is created between the hirer and the school by this licence.
3. The hirer shall not sub-licence any of the premises under the licence.
4. The hirer shall not use the premises for any purpose other than that agreed upon in the licence, as set out in the hire request form.
5. Any additional uses of the premises not agreed in writing by the school will result in the immediate termination of the licence.
6. The school shall retain control, possession and management of the premises and the hirer has no right to exclude the school from the premises.
7. The hirer shall be responsible for all matters relating to health and safety and shall be responsible for those in attendance during the specified time.
8. The hirer shall nominate a competent Responsible Person who will remain present throughout the period of hire and who will act as the primary contact for emergency situations, safeguarding concerns, accidents and evacuations.
9. The hirer shall maintain public liability insurance with a minimum indemnity limit of £10 million for any one claim, unless otherwise agreed by the school in writing. Evidence of insurance must be provided before use of the premises and upon renewal of any policy during a continuing hire arrangement.
10. The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or immoral act on the premises, nor any act that may invalidate any insurance policy taken out by the school in relation to the premises. 
11. The hirer shall indemnify and keep indemnified the school from and against:
a. Any damage to the premises or school equipment;
b. Any claim by any third party against the school; and
c. All losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities, arising directly or indirectly out of any breach by the hirer of the licence or any act or omission of the hirer or any person allowed by the hirer to enter the premises
12. The Trust accepts no responsibility for the loss, theft or damage of property, equipment or personal belongings brought onto site by hirers, participants or spectators.
13. Save that nothing in the licence shall exclude or limit either party’s liability for personal injury or death arising from the negligence of either party or any other liability that cannot be excluded by law, the school shall not be responsible for any losses of a direct or indirect nature, and its maximum liability to the hirer shall not exceed the total fees paid or to be paid to the school by the hirer under the licence.
14. Any cancellations by the school will be refunded. 
15. Any cancellations by the hirer received with less than 30 days’ notice will not be refunded. 
16. The hirer will read the emergency evacuation procedures and be ready to follow them in the event of a fire or other similar emergency. 
17. The hirer shall ensure that all staff, volunteers and participants are aware of the emergency evacuation arrangements, assembly points, emergency exits and procedures for contacting emergency services where required. Consideration must be given to disabled participants and visitors.
18. The hirer will leave the premises in the condition it was found in, leaving the area clean and tidy and not leaving any of their own equipment behind.
19. The hirer shall not display any advertisement, signage, banners, posters or other such notices on the premises without prior written agreement from the school.
20. If the hirer breaches any of the terms and conditions, the school reserves the right to terminate the licence and retain any fees already paid to the school, without affecting any other right or remedy available to the school under the licence or otherwise.
21. The hirer shall observe the maximum capacity rules of the part(s) of the premises being hired and not allow this to be breached.
22. The hirer will acquire all appropriate additional licences for any activities they are running, including those required for use of any third party intellectual property.
23. The hirer is responsible for carrying out any risk assessments of the premises relating to the activities it is running.
24. The hirer shall provide copies of all relevant risk assessments, licences, qualifications, safeguarding documentation, method statements and insurance certificates when requested.
25. The hirer shall ensure that any contractors, caterers, instructors or third-party providers engaged by them are competent, appropriately insured and compliant with all relevant safeguarding, health and safety, food hygiene and legal requirements. Evidence of appropriate insurance shall be provided to the school upon request.
26. The hirer shall ensure that all activities are conducted in accordance with the Equality Act 2010 and shall not unlawfully discriminate against any person.
27. The hirer shall comply with all applicable data protection legislation including the UK GDPR and Data Protection Act 2018.
28. The hirer shall not access, attempt to access or interfere with any school data, systems, records or confidential information.
29. Photography, filming, livestreaming or recording of children or vulnerable adults must be conducted only where appropriate permissions have been obtained and in accordance with safeguarding and data protection requirements.
30. The hirer shall ensure that all staff, contractors and volunteers engaged in activities involving children have undergone appropriate safeguarding checks and safer recruitment procedures.
31. The hirer shall ensure suitable first aid provision is available throughout the period of hire.
32. The hirer shall immediately report any accident, serious incident, safeguarding concern or damage to school property to the designated school contact.
33. The school reserves the right to terminate any letting immediately where there is evidence of:
a. Safeguarding concerns;
b. Health and safety breaches;
c. Criminal activity;
d. Non-compliance with this policy.


6. [bookmark: _Toc240536133][bookmark: _Toc240537400]Safeguarding
The Trust is committed to safeguarding and promoting the welfare of children and expects all hirers to share this commitment.
 
All hirers must comply with current safeguarding legislation and statutory guidance, including Keeping Children Safe in Education (KCSIE) and Working Together to Safeguard Children.

Hirers must also comply with the Prevent Duty and must not promote extremist views, radicalisation or unlawful discrimination. Concerns regarding radicalisation will be referred in accordance with the school's safeguarding procedures.
 
Where activities involve children or vulnerable adults, hirers must:
• Have appropriate safeguarding and child protection arrangements in place
Where activities involve coaching, instruction, sport, physical activity or specialist training, hirers must ensure that appropriately qualified, competent and, where applicable, accredited personnel are used.

• Ensure staff and volunteers have received appropriate safeguarding training
• Ensure all required safer recruitment, DBS, barred list and other statutory pre-employment checks have been completed in accordance with KCSIE.
• Provide safeguarding documentation to the school on request

The school will seek appropriate assurance that organisations providing activities for children have suitable safeguarding arrangements in place. This may include reviewing safeguarding policies, safer recruitment procedures, DBS checking arrangements, staff training records and risk assessments.
The level of scrutiny will be proportionate to the nature, frequency and risk of the activity.

Any safeguarding concern, allegation or incident arising during a letting must be reported immediately to the Designated Safeguarding Lead (DSL), Headteacher or nominated representative. 

The school will follow its safeguarding procedures, including referral to the Local Authority Designated Officer (LADO) or other agencies where appropriate.
Failure to meet safeguarding requirements may result in the immediate suspension or termination of the letting.

The safety and welfare of children will always take precedence over any hire agreement.


7. [bookmark: _Toc240536134][bookmark: _Toc240537401]Health and Safety

All hirers are responsible for ensuring compliance with health and safety legislation throughout the period of hire.

The Hirer, or a responsible person nominated by him in writing, shall be in charge of and be  on the hired part of the premises during the whole time the premises are open to the public. There shall be sufficient staff or competent attendants on duty on the premises during that time. The person in charge shall not be engaged in any duties which will prevent  them from exercising general supervision of the premises.

Capacity maximums should not be exceeded as agreed with the Headteacher as part of  Health and Safety guidance for the school.

All doors, gangways, corridors, staircases and external passageways intended for exit shall be kept free from obstruction and shall not be used as cloakrooms.
Mats or other floor coverings shall be secured to prevent rucking.

Hazardous, flammable or potentially dangerous substances may only be brought onto site with prior written approval from the school and must be supported by appropriate COSHH assessments and control measures.

Flammable materials shall not be used for the decoration of the premises unless such materials have been rendered flame retardant and are maintained in that condition.

Temporary electrical installations, which are necessary for any particular function, must comply with the following conditions and only be installed by a qualified electrician:  The Institution of Engineering and Technology 18th Editions BS 7671 for the  electrical equipment in buildings and The Electricity Supply Regulations 1988.

Any electrical equipment brought onto site by the hirer must be safe, suitable for its intended use and, where appropriate, subject to current Portable Appliance Testing (PAT) and inspection requirements. Evidence of testing shall be provided upon request.

Hirers are responsible for ensuring that any equipment they bring onto school premises is properly maintained, inspected, fit for purpose and compliant with relevant health and safety legislation and industry standards.

Any special requirements or installations that are to be approved, or any item that      requires clarification, shall be brought to the notice of the Headteacher and Chief Operating Officer at the time of booking and at least 21 days prior to the proposed date of the required installation.

The Hirer shall ascertain the position of telephones, escape routes, fire alarm systems and firefighting equipment which shall be in the charge of some suitable person specially nominated for the purpose, who shall ensure that the appliances and equipment are always available for use.

Hirers must also familiarise themselves with the location of any Automated External Defibrillator (AED) available on site and the arrangements for summoning emergency medical assistance.

Thorough checks should be made by the Hirer at the end of the hiring to ensure that all doors and windows are properly secured. Please note the schools operate a no smoking policy which includes all grounds.

If there is any doubt about the application of any of the above conditions, the advice of the  Headteacher should be sought.


8. [bookmark: _Toc240536135][bookmark: _Toc240537402]First Aid

Hirers are responsible for providing adequate first aid arrangements appropriate to the nature of the activity being undertaken.

The school does not provide qualified first aid personnel during lettings.

The hirer must ensure an appropriately trained first aider is available where required and must maintain suitable first aid equipment.

[bookmark: _Toc176515475]Serious incidents requiring emergency services assistance must be reported to the school as soon as reasonably practicable.


9. [bookmark: _Toc240536136][bookmark: _Toc240537403]Use of ICT and Wi-Fi
 
Access to school ICT systems or Wi-Fi networks may only be provided with prior permission using a guest network on a separate VLAN , if the school has one. 
 
Hirers must comply with the school's acceptable use requirements and cybersecurity controls.
 
The installation of software, connection of unauthorised devices, access to restricted systems or attempts to bypass security measures are strictly prohibited. Use of memory sticks in school equipment is strictly prohibited.

Any breach may result in immediate termination of the letting and possible legal action
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