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Community use of schools

Frequently Asked Questions, model policies and pro-formas
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1.0 Introduction

Encouraging the community use of school premises is a key part of the Government's Extended Schools initiative, and one to which Salford City Council are fully committed. Some schools in the city have a long history of making their facilities available to others, and we hope that this guidance will support others to do so too.

Making school premises more available to the wider community can support school improvement and the wider outcomes for children and young people identified in Every Child Matters:

· Community use can encourage broader engagement from the local community, and engender a greater commitment to the school and to education
· Schools that provide a base for parent and adult learning are encouraging the idea that learning is something that is valued throughout life
· Providing access to health and family support services can support vulnerable families, and help them to help their children to thrive
· Out of school activities run by voluntary and community organisations can be significant to children's enjoyment and achievements
And of course more commercial lettings can provide schools with a useful source of additional funding.

As our school buildings continue to be improved and upgraded it becomes even more important to ensure that they can be well utilised beyond the school day. Our capital programmes, both large and small, are now informed by the Extended Schools concept. The aim is to make sure our schools can remain where they belong - at the heart of the community.
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Nick Page




Councillor Warmisham

Deputy Director for Children’s Services
Lead Member for Children’s Services

2.0 How to use this guide

It is recommended that schools read through the guidance to get an overview of the main issues, then use the guide and the appendices to:

1. Assess the suitability of their premises for wider community use, and look at what other facilities are on offer locally.
2. Calculate the actual costs of lettings, and establish a schedule of charges.

3. Adapt the model Lettings Policy and supporting documentation, and establish appropriate administrative procedures.
4. Actively promote the availability of the school facilities.
Model policy documents and proformas for schools to adapt are attached as appendices. An electronic version of this guidance and the appendices is available to download from: http://www.salford.gov.uk/extended-schools.htm
Queries and updates

If you come across anything that needs changing or updating, or if you have suggestions for how the guide can be improved, please contact:

The Extended Schools Team
0800 195 5565
         extended.schools@salford.gov.uk
3.0 Frequently Asked Questions
Q. Who owns school premises, and who can make lettings?

Salford City Council owns Community Schools. Voluntary Aided schools are owned by their Trustees. School governing bodies have day-to-day control over what happens in school buildings and grounds, and have responsibility for deciding the use of school facilities both during and out of school hours. Governing bodies usually delegate this responsibility to the Head Teacher.

Either type of school can grant occasional or sessional use of school premises by means of a licence or permit. This is usually called a letting and agreements are set out in a document called a Lettings Contract.

Care needs to be exercised where a letting intensifies to the point that the user has virtually exclusive use of part of the school as this could lead to issues around tenancy rights.

Further information and advice:

Ken Whittick


Asset Management & Facilities Support
0161 793 3180

ken.whittick@salford.gov.uk
Q. Can we grant exclusive use of part of the school?

An organisation or individual can be granted exclusive use of part of the school premises through a lease or tenancy. This is a fairly rare occurrence. Schools are not able to grant exclusive use themselves.

Community schools need to ask the Council, as landowners, to grant a lease or tenancy. This will also need the agreement of the school’s governing body.

Trustees of Voluntary Aided schools can grant exclusive use, but this right is subject to significant restrictions and in most cases the prior agreement of the Secretary of State for Education and Skills is required.

Salford City Councils Planning and Asset Management section should be consulted before any agreement for exclusive use is made.

Granting exclusive use may affect the school’s net capacity and therefore the school’s funding.

The capacity must be updated whenever physical changes are made to the usable space. It is essential for a school to consult the Local Authority as soon as any proposals are identified that will affect the size, configuration, type or use of space.

Further information and advice:

Ken Whittick


Asset Management & Facilities Support
0161 793 3180

ken.whittick@salford.gov.uk
Q. What kinds of activities and uses are allowed?

The Education Act 2002 gives governing bodies of all maintained schools the enabling power to provide, or enter into contracts to provide, facilities and services that ‘further any charitable purpose for the benefit of pupils at the school or their families or people who live or work in the locality in which the school is located.’

Possible activities include:
· Childcare

· Cultural and sporting activities

· Adult and lifelong learning

· Youth services/ Connexions

· Health care and social services

· Community groups

· Supplementary schools

· Faith groups

· Other services for children, young people and their families

Further information and advice:

The Extended Schools Team
0800 195 5565
         extended.schools@salford.gov.uk
Q. How do we assess the suitability of our school for use by others?

Schools will already have a good idea which parts of the building will be available and practical for use by others. An assessment should include the views of the people who use and maintain the facilities. It should also take into account the schools general risk assessments and fire procedures.

A simple assessment tool is attached (Appendix A) to help schools make a written assessment. This task may be carried out by the Head Teacher or delegated to another appropriate member of staff. It would be best completed during a tour of the school involving all relevant parties. A written assessment can be useful in reporting to Governors and referred to when drawing up publicity material.

It is unlikely that an entire school would be assessed as unsuitable or impractical for community use. However, if certain areas of the school are not suitable or practical for others to use then there is no need to make them available.

Further information and advice:

Ken Whittick


Asset Management & Facilities Support
0161 793 3180

ken.whittick@salford.gov.uk
Q. Can we let the school kitchens?

Schools will be aware of the complexities regarding health and safety in the use of school kitchens, and the need to be certain that the facilities are ready for use for preparing school meals. Schools may therefore only want to allow outside organisations to use the kitchen under the supervision of school kitchen staff. School staff could be contracted to provide food for outside organisations, or a member of the school staff might oversee the use of the kitchen by others. Anyone working in a school kitchen should have basic food hygiene training.

Where schools are part of the Council’s school meal contract the use of school kitchens and kitchen equipment by others would need to be negotiated with the contractor.

The cost of the use of the kitchen, and any additional staffing, should be included in the cost of the letting, if appropriate.

Further information and advice:

Stuart Moss

 
Catering Manager

0161 737 6277

stuart.moss@salford.gov.uk
Q. How do we calculate the actual costs to the school?

Several elements should be taken into account in calculating the actual costs of a letting.

Apportioning costs may be difficult and it may be necessary to simply estimate these. The actual costs to the school will vary at different times and this should be reflected in the charges. These should include:

	Premises

management


	The Head will need to agree the hours and service required from the

Premises Management staff for each letting. These may vary from simply unlocking the premises at the start and locking up at the end to attendance throughout the function.



	Cleaning
	The funding and published charges for schools in City Wide cleaning contract does not allow for any additional cleaning that is required as a result of external letting. The cleaning contractor could provide an estimate for any extra work required. Schools employing their own cleaners will need to check contracts, and negotiate availability.



	Equipment Hire
	Basic equipment will be included in the premises cost. Specialist equipment may be hired separately; VAT must be paid on any equipment hire (see section on VAT below).



	Heating and light, and wear & tear


	These can be calculated from the known annual energy budget, and an estimate of the percentage of the school used for the letting. The charge could be higher in winter months to reflect the additional heating required.



	Management, administration


	It would be appropriate to include an element for other costs incurred by the school in managing lettings (management and administration, insurance, etc) in calculating the overall cost of a letting.




Examples

Cost of letting school hall for 2 hrs during school hours (e.g. 4.00 6.00pm)

	Premises management costs (nil)
	£0



	Cleaning - no additional cost as will be cleaned as per normal, after letting


	£0



	Heating/lighting & wear/tear (nominal charge at £2.00/hr; estimate)
	£4



	Administration cost
	£10



	Total actual cost
	£14




Cost of letting school hall for 2 hrs out of school hours (e.g. 6.00 - 8.00pm), including hire of specialist equipment

	Premises management costs @ £19.00 per hour (at time and half, including on-costs) This will be less if there is more than one letting at the same time


	£38



	Cleaning - additional cost as needs cleaning before and after activity;

additional 1/2 hr @ standard rate; £9.43/hr inc on costs


	£4.72



	Hire of gym equipment - £10 to cover wear and tear


	£10



	Heating/lighting & wear/tear [£4.00/hr during evenings when heating & lighting not otherwise on; estimate]


	£8



	Administration cost
	£10



	Total actual cost
	£70.72


.

Further information and advice:
Please contact your Finance Officer.

Q. How do we set charges?

Once the actual costs of a letting have been calculated a school will want to establish its charging policy. A school will want to have at least two levels of charges, ‘Commercial’ and ‘Community’ and to be able to offer some lettings for free.

	Commercial Lettings
	Intended to raise funds for the school (e.g. allowing the school playground to be used for car-parking or a regular car-boot sale/market, or letting the school hall for weddings). In setting charges for commercial lettings schools may wish to investigate costs set by other local premises (e.g. church halls, tenant community halls) to gauge the competitiveness of the proposed charge.



	Community Lettings
	Lettings charged at cost or slightly above cost.



	School Subsided

Lettings


	Schools may wish to subsidise certain activities (e.g. supplementary schools) that benefit pupils, their families and the wider community. These services can be subsidised from external sources (e.g. grants), or profits from any other lettings (e.g. commercial lettings). They may also be funded from the School's delegated budget, if it can be shown that it is providing educational value. Schools may also like to offer free use to an organisation in return for another service being provided to the school e.g. a football club coaching school children for free is allowed a free rental of the sports hall in return. A flow chart to help determine which services may be funded by the school's delegated budget, and which need to be funded through other sources is below. In deciding how to allocate funds schools will want to take into consideration their overall financial situation.




Further information and advice: Please contact your Finance Officer
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Q. When do we need to charge VAT?

The letting of rooms for non-sporting activities is exempt of VAT and sports lettings are subject to VAT. The exceptions to this are shown on the table below.

Where an extra and separate charge is made for the hire of equipment, e.g. pianos, furniture, staging, lighting, VAT is due on that charge at the standard rate.

Schools should record the VAT element of any income in their financial records.
	Example
	VAT



	Hire of facility for sporting activity
	Standard



	Hire of equipment (pianos, furniture, staging, lighting etc)
	Standard



	Hire of facility for non-sporting activity e.g. children’s party, disco
	Exempt



	Hire of facility for sporting activity that takes place for 24 hours of continuous use
	Exempt



	Hire of facility for a sporting activity for more than 10 sessions within a 14-day period and paid for in advance.
	Exempt




Further information and advice:

Please contact your Finance Officer

Q. How do we safeguard and protect children? 

Schools will want to ensure that they do not allow unsupervised access to pupils by adults who have not been subject to the necessary enhanced Criminal Record Bureau Check (enhanced CRB).
Schools should refer to Salford City Council Guidance on Safe Recruitment, or the DfES publication Safeguarding Children and Safer Recruitment in Education which must be applied 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.

With regard to contractors the DFES Guidance states (Para 4.81) that:

‘Where a third party is responsible for running the services there should be clear lines of accountability and written agreements setting out responsibility for carrying out the recruitment and vetting checks on staff and volunteers.’

In regard to lettings the Salford City Council Guidance states (Model Lettings Policy Point 10 paragraph 3) 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 schools should therefore ask to see a copy of the organisation’s 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 Criminal Records Bureau and Independent Safeguarding Authority

Where a school is making a letting to an individual (e.g. a self-employed tutor) the school should follow the same safe 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.
Further information and advice:

On safe recruitment:

Roisin Rafferty  
 
Local Authority designated Officer (LADO)  
0161 603 4350

roisin.rafferty@salford.gov.uk
On child protection:
Duty & Investigation Team


0161 603 4500

If it is an Out of School Club (childcare) then contact:
Gail McNally


Inclusion and Safeguarding Coordinator
 
07713 998442


gail.mcnally@salford.gov.uk
Q. Are these activities covered by our insurance?

The public liability insurance provided by the Council already insures schools against claims for injury or damage to members of the public that may arise due to negligence.

All organisations wishing to use school premises should have their own public liability insurance to cover them for any services and activities they provide, and must have their own employers’ liability insurance if employing staff or volunteers. The original insurance document should be seen and a copy taken by the school and kept on file.

Further information and advice:

Insurance Team
0161 793 3258

 insurance.team@salford.gov.uk
Q. What are our duties under Health and Safety?

Under the Health & Safety at Work etc Act 1974 (and associated regulations) the employer is responsible for the health and safety of employees and others who are on the premises. In schools, day-to-day responsibility for health and safety is normally delegated to the Head Teacher.

A new user coming into the school may give rise to new risks that will need to be addressed through alterations to premises, or the way in which they are managed. Risk assessments need to be completed by the School for all school activities taking place on the site. Organisations or individuals should also be asked to complete risk assessments and schools should keep a copy of the risk assessment on file.

Guidance in preparing risk assessments has been provided to schools in Salford City Council’s Risk Assessment Toolkit.

Salford City Council’s model Health and Safety Policy and the Fire Assessment template for schools is being regularly adjusted and updated to cover extended use of schools.

In addition to more common risks the following areas of risk may also need to be considered:

Mixed adult and child use

Risk assessments need to take into account the nature of the proposed use, and the background of the people (including any “customers” or visitors) associated with it. That assessment may identify that, in order to safeguard staff and pupil safety, it is necessary to physically segregate uses, or to establish new systems regarding supervision of areas of mixed use. Mixed usage may result in the need to have adults registered under ISA. 
Fire safety

The school’s fire risk assessment should be reviewed in light of the impact of proposed new uses, and fire-safety procedures should be followed by organisers when setting up new activities. Locking off parts of the school may affect fire evacuation routes and they should be checked to ensure they are suitable to evacuate the number of people likely to be in the premises. Changes or enhancement to fire signage may be required and arrangements for assembling in a safe place considered and addressed. Procedures should be in place for users for discovering a fire, raising the alarm and evacuating the premises and calling the emergency services. The role of school staff on site in controlling a fire emergency should be considered and documented. This could include checking that the premises are fully evacuated, reporting to the fire brigade and authorising the reoccupation of the premises when it is safe.
Accidents or Incidents 
Responsibility for reporting accidents to the HSE (under RIDDOR requirements) will depend on the cause of the accident. If the cause of an accident is failure by school equipment or the schools employees the school will be responsible for reporting it. Accidents resulting from activities organised by a third party using school premises should be reported by the user. An accident where a visitor is taken directly to hospital from the school is reportable by the school under RIDDOR. The prompt reporting of accidents and serious incidents to the school should be a requirement on third parties in the terms and conditions of use (as in the template document in Appendix F).

Arrangements and facilities for first aid such as access to first aid kits and calling the emergency services should be in place.

Traffic management

Lettings and wider use may affect control of vehicular and pedestrian access to and around the school site. The school should carry out a risk assessment for additional risks from the use of community group’s vehicles on the school site.

Further information and advice:

Richard Cuthbertson 


Senior Safety Officer (Children’s Services)
0161 778 0336


 Richard.cuthbertson@salford.gov.uk
07971 294703
Q. Do we need to make alterations for disabled access?

Governing bodies will be aware of the law relating to schools and the delivery of the curriculum, but should note that there are slightly different requirements to be met where other services are provided. Part III of the Disability Discrimination Act 1995 requires everyone who provides services to the public to ‘address those physical features which make it impossible or unreasonably difficult for disabled people to use their services’. Service providers have to make ‘reasonable adjustments’ either to their premises or the way they provide services. Governing bodies should therefore review their access audit of any accommodation to be made available for use, to ensure that any changes needed are identified and taken into account.

It is also important to remember that accessibility is not just about people with mobility difficulties. Consideration needs to be given to the needs of people with visual or hearing impairment. Is the signage suitable? Are hearing loops or sound field systems provided?

Where the proposals and/or these checks identify a need for modifications to school premises and facilities, details should be shared with Salford City Council’s Planning and Asset Management Section so that a “landlord’s appraisal” can be carried out to ensure that the proposals are technically feasible and reasonable.

Planning permission and building regulations approvals are normally needed for any adaptation or modification works.

Further information and advice:
Ken Whittick


Asset Management & Facilities Support
0161 793 3180

ken.whittick@salford.gov.uk
Q. How should we deal with complaints?

The school will often be the first point of contact for any complaint about any service delivered on the school premises. It is therefore important that the school knows who is using the school premises, the type of activities they are providing and who to contact about any concerns. It would be considered good practice to allocate one person to be the contact point with each organisation using the school, as complaints will be easier to deal with if there is an established relationship. Schools may wish to advise third parties using school premises to have their own procedure for dealing with complaints or develop a joint policy with the school.

A complaint about the school from someone letting the school premises should be dealt with by following the school’s complaints procedure.

Complaints by a third party about a letting should be forwarded onto the person who has made the agreement. Organisations need to have their own procedure for dealing with complaints about their services. If they do not it is recommended that the school investigate the complaint using its own procedures.

Further information and advice:

Please contact your School Improvement Partner
Q. How can we maintain the security of the school?

Schools need to think carefully about how the building is managed to ensure security and child protection.

One approach is to have different layers of security. For example, the first stage can be a staffed controlled entrance/ exit points. Some schools have developed separate entrances for accessing different services. From there, access to the school can often be controlled through a mixture of escorting people, having clearly demarcated areas or locking off restricted areas.

Some schools have separate or zoned alarm systems so that one area can be used in isolation whilst maintaining security of the main school building.

It may be necessary to provide staffing during out of school hours for extended school uses.

The school has a right to insist upon continuous caretaking presence where the nature of the letting may leave the school vulnerable to theft or damage. The cost of extra Caretaking cover should be reflected in the charges made to users.

Further information and advice:

Deborah Keelan 

School Security Coordinator

0161 778 0131
 
deborah.keelan@salford.gov.uk
Q. Should we allow people to use our equipment?

Most lettings are likely to include the use of basic equipment such as tables and chairs. Schools should be clear about what equipment is included in the letting.

Users may also want to use specialist equipment e.g. for ICT, sports, art, stages, piano or other music equipment. If this is acceptable schools may want to make an additional charge for the hire of such equipment. Please note that any charges that relate specifically to hiring equipment will be subject to VAT (see section on VAT).

Any equipment that is included with a letting should be listed on the booking form and lettings contract.

All equipment should be included in the risk assessment for the activity. 

Arrangements should be in place for regular safety checks of equipment and records of the checks kept.

Further information and advice:

Richard Cuthbertson 


Senior Safety Officer (Children’s Services)

0161 778 0336


 Richard.cuthbertson@salford.gov.uk
07971 294703
Q. Can alcohol be sold or served?

Alcohol can be served as long as a charge is not being made, without the need for a liquor licence. Associated risks of alcohol being served should be included in the risk assessment for the event/ activity.

A licence must be obtained if alcohol is to be sold at any event; selling alcohol without a licence to do so is a criminal offence. An individual from either the School or the organisation making the letting can apply. This needs to be the person who will be the responsible for and present at the event as licences are made to individuals not organisations. 
A licence application will cost £21.00. Applications must be received at least 10 working days before the event takes place.  Any applications received less than 10 working days cannot be granted. 2 copies of the application need to taken or sent to the Licensing Section at Salford City Council, Licensing Section, Turnpike House, 631 Eccles New Road, M50 1SW.
Further information and advice:
Licensing Section

 
Licensing Officer

0161 920 8420


licensing@salford.gov.uk
Q. Will any music concerts and performances require a public entertainment licence?

A public entertainment licence is not necessary where a function is not open to the public i.e. where it is held for school students, former students, parents and friends, or for members of a club only. A licence is required for music, dancing, plays or films that are open to the public, whether or not an entrance fee is paid.

Before such a licence is issued the premises may be inspected to make sure they are safe, that the premises meets the fire regulations for the proposed use, and establish the maximum number of people the premises can safely accommodate.

The application form, notice period, fee and application process is the same set out in the above section on alcohol.

Further information and advice:

Licensing Section

 
Licensing Officer

0161 920 8420


licensing@salford.gov.uk
Q. How can we provide extra caretaking/ cleaning cover?

Schools will need to ensure that someone is responsible for opening and securing the premises for lettings outside of normal school hours. These duties would normally fall to the school’s premises manager(s).

Some schools have also established arrangements so that a known and reliable local person can take on these responsibilities, thus relieving the premises manager of a duty they may not wish to take on themselves. This may be most appropriate where the space to be let can be controlled separately from the rest of the school’s premises - e.g. where sports halls or pitches, or the school playground, can be opened for community use without opening the whole of the school building. In this case, the local person will need to be CRB checked/ ISA registered if they are to be in contact with children. 
Lettings may require a re-organisation of cleaning schedules - i.e. if rooms are to be let at times when cleaners would normally be cleaning them, or in order to ensure that the cleaning takes place after a letting. These would need to be negotiated with the cleaning contractor or, if employed directly, with the school cleaners. A condition of the letting could be that the hirer leaves the accommodation in the condition in which it was found; the premises manger would have to ensure this condition was complied with.

Further information and advice:
Contact Salford City Council Personnel Department

Q. Can we leave users unsupervised or give them keys?

It is not always a requirement for a Caretaker or Head Teacher to lock and unlock the school premises or remain on site during the letting. This task can, in some areas, be delegated to other responsible adults (usually nominated by the Head Teacher and approved by the Governing body).

The School may consider it appropriate for some user groups to be unsupervised and have a key to part of the building. However, the risks associated should be fully assessed before doing so. This would include the risks of keys being lost, copied or stolen.

Other schools may like to make arrangements for keys to be dropped off at the end of each session whilst leaving the premises unsupervised. Again this is dependant upon the risks being properly assessed beforehand.

Further information and advice:

Richard Cuthbertson 


Senior Safety Officer (Children’s Services)

0161 778 0336


 Richard.cuthbertson@salford.gov.uk
07971 294703

Q. Are there any special conditions about car-boot sales or car parking?

Whilst these can be a useful source of revenue playgrounds can be damaged by the weight of vehicles or by oil spillage. Schools should be aware that they are liable for all repairs to hard surfaces.

Schools may want to let their playgrounds on a regular or occasional basis to an outside organisation that holds car-boot sales. These might also be run by a PTA. Planning permission is required if car-boot sales are to be held on more than 14 occasions in a year; contact the Duty Officer at the Planning Department for further information: Graham Gentry, 0161 909 6545.
If schools are considering letting the school grounds to an outside organisation for this purpose, the Council’s Trading Standards Service has advised that schools should be aware of rogue traders who try to pass off damaged and counterfeit goods and dangerous second hand electrical items at boot fairs. The names and addresses of all stallholders should be collected with a note of the type of goods they sell. This will help people to contact traders if a problem is discovered with something they have purchased. When an outside organisation is running the sale, registrations of stallholders should be one of the hiring conditions. It may help to make this condition clear on any publicity or correspondence with stallholders. For advice and further information contact the Duty Officer at the Salford Trading Standards Service, Tel: 0161 925 1346.
The Trading Standards Service should also be contacted for advice about proposals to hold one-day sales or auctions, as there are registration requirements for such functions.

Some schools may want to let their playgrounds to commercial organisations for car parking at various times; car-parking space near the football stadiums and near main shopping areas is particularly in demand on Saturdays (Some schools may want to run a car park directly, rather than through a letting).
Planning permission is required for such use on more than 28 occasions in a year; contact the Duty Officer at the Planning Department for further information, Tel: 0161 909 6545.
Schools should consider the risks to the premises from a serious incident such as a car fire or vehicle accident during boot fairs and should put suitable restrictions in place such as parking away from buildings and controlling access routes and parking arrangements.

Further information and advice:

Duty Officer 



Salford Trading Standards Service

0161 925 1346


trading.standards@salford.gov.uk
Duty Officer 



Planning Department 
0161 909 6545


graham.gentry@salford.gov.uk
Q. What about the use of schools at elections?

a) Campaigning

A candidate at a Parliamentary or Local Government election is entitled to use a suitable room in the school for the purpose of holding public meetings in furtherance of his or her candidature. The school can charge for costs in preparing, heating, lighting, cleaning and any damage.

A candidate is not entitled to exercise this right to use school premises if it interferes with education at the school or any lettings already committed by the school.

Schools cannot refuse candidates permission to use rooms in schools for public meetings during an election so long as the statutory conditions have been met (e.g. the room is for a public meeting, the purpose of the meeting is to advance the candidate’s prospects of victory, and reasonable notice has been given).

If the school has reasonable grounds for believing that any particular such meeting, were it to take place, could cause disruption or offence it should consult the Council’s Legal Services Department, Tel: 0161 793 3000.
b) Polling Station

Many schools are designated polling places to be used at Parliamentary or Local Government elections. The Council designates the polling places and the school is required to make available a suitable part of its premises to be used by the Returning Officer on Polling Day. The school can charge for the costs of heating, lighting and cleaning only. It is possible for schools to remain open at elections but security issues need to be taken into consideration. The polling staff should have reasonable access to toilet and kitchen facilities wherever possible. The polling station room must be fully accessible to the public. The Electoral Services at the Council will give schools early notice of elections where possible but it should be borne in mind that a General Election could be called with just 3 weeks notice.

Further information and advice:

Electoral Services
0161 793 3195


elections@salford.gov.uk
Q. How can we publicise the availability of the school premises?

A good place to start letting people know about the availability of schools facilities is through the school newsletters, flyers distributed to families, PTA meetings and notice boards or school website. Providing pictures, rates and contact details are all likely to increase the interest in the facilities.

· The most appropriate places to advertise school premises will depend upon:

· The type of facilities available

· The target audiences

· The priorities for lettings agreed in the lettings policy

· The availability

· The cost of advertising
Local newspapers, shop windows and notice boards in local libraries, health centres, community centres, children’s centres. You may like to think about directly approaching a sports club, arts organisation or community group to discuss with them promoting the facilities through their own networks. Press releases about activities within the school may make reference to the availability of the school facilities for hire.

Schools should ask for their details to be included on the Services Directory on the  

Salford City Council website. 
Further information and advice:
Extended Schools Team
0800 195 5565
         

extended.schools@salford.gov.uk
Q. What is the situation if we are a PFI School? 

In the new secondary schools, built as part of the Building Schools for the Future Programme, different arrangements for community use of the new buildings will apply as part of the contractual arrangements under PFI.   These arrangements have been negotiated for the sample schools and are being trailed at some of the existing PFI schools.  Further information will become available in the forthcoming months.  

Further information and advice:
Kevin Wolstencroft
Programme and SPV Manager
0161 778 0440


kevin.wolstencroft@salford.gov.uk 


Where to go for further help and advice (correct at November 09)

	Issue
	Name
	Job title
	Contact number



	Accessibility of premises
	Ken Whittick
	Head of Planning and Asset Management
	0161 793 3180

	Assessing demand for school premises
	
	Your Extended Schools Team
	0800 195 5565

	Calculating Costs
	
	Your Finance Officer
	

	Safe Recruitment
	Roisin Rafferty
	Local Authority Designated Officer (LADO)
	0161 603 4350

	Child Protection
Out of School Club (Childcare)
	Gail McNally
	Duty & Investigation Team
Inclusion & Safeguarding Coordinator
	0161 603 4500
07713 998442



	Complaints
	
	Your School Improvement Partner
	

	Elections
	
	Electoral Services
	0161 793 3195

	Financial requirements
	
	Head of School Finance
	

	General enquiries re buildings
	Richard Cuthbertson 

	Senior Safety Officer (Children’s Services)
	0161 778 0336

07971 294703

	General enquiries re extended services
	Sam Kelly
	Lead Officer for Extended Schools
	0161 778 0452

	Health and Safety
	Richard Cuthbertson
	Senior Safety Officer (Children’s Services)
	0161 778 0336
07971 294703

	Insurance
	Cliff Peacock
	The Insurance Team
	0161 793 3258

	Legal Issues
	Melinda Edwards
	Solicitor
Legal Services: Litigation Team
	0161 793 3112

	Licensing for public performance/alcohol
	
	Licensing Officer
	0161 920 8420

	Planning permissions
	Graham Gentry
	Duty Officer
	0161 909 6545

	Publicising your school premises
	
	Your Extended Schools Team
	0800 195 5565

	School capacity calculation
	Angela Martins
	Property Development and Review
	0161 779 6077

	Setting charges
	
	Your Finance Officer
	

	Trading Standards
	Duty Officer
	Salford Trading Standards
	0161 925 1346

	VAT
	
	Your Finance Officer
	

	Works to premises
	Richard Cuthbertson 

	Senior Safety Officer (Children’s Services)
	0161 778 0336

07971 294703


5.0
Appendices - Model documents and pro-formas
Appendix A: Assessment of School Premises for Community Use
[INSERT SCHOOL NAME]

Assessment of School Premises and Equipment for Community Use

	School Area
	Suitable for Community Use?
	Times Available
	Issues effecting use

	Example

School Hall
	Yes
	After 3:30pm Fridays

7am 12pm weekends and school holidays
	Maximum capacity 200 people

No stilettos

No access to gym equipment

Acoustics too poor for music drama

performances

Heating ineffective in winter and

require 8 hours warm up time


	Example
Portable Stage
	Yes
	
	Requires 1 hour to set up and take down by trained staff member

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Assessment completed by [insert names] on [insert date of assessment]
This form can be downloaded and adapted from

http://www.salford.gov.uk/extended-schools.htm
Appendix B: School Lettings Policy
All points where the school may wish to insert detail are marked with square brackets and bold print.

[INSERT SCHOOL NAME HERE] LETTINGS POLICY

1. Adoption

The Governing Body at their meeting on [insert date] adopted the lettings policy set out below.

2. Introduction

The Governing Body regards the school buildings and grounds (which are owned by [insert Salford City Council for Local authority schools or Trustees for Voluntary Aided Schools]) as a community asset and will make every reasonable effort to enable them to be used as much as possible.
However, the overriding aim of the Governing Body is to support the school in providing the best possible education for its pupils, the promotion of equality of opportunity and the community cohesion of the local area. Any lettings of the premises to outside organisations will be considered with this in mind.

3. Definition of a letting

A letting may be defined as:

“Any use of the school buildings and ground by parties other than the school and its partners. This may be a community group (such as a local music group or football team), or a commercial organisation (such as the local branch of ‘Weight Watchers’)”.

The following activities fall within the corporate life of the school. These activities are not considered to be lettings and costs arising from these uses are therefore a legitimate charge against the school’s delegated budget:
· [Insert activities as appropriate]

· Governing body meetings

· Extra-curricular activities for pupils organised by the school

· School performances

· Family learning

· Parents’ meetings

· Meetings of the PTA

· PTA organised events

· Services provided by partner organisations such as Salford PCT, Sure Start
4. Priority for lettings

The Governing Body is mindful of the needs in the local area and has carried out an assessment of local needs. This information has been used to assess the priorities for lettings.

The following lettings are especially encouraged:

· Lettings to ethnic minority groups such as mother tongue or supplementary schools

· Educational activities open to school pupils and their families

· Recreational activities open to school pupils and their families

· Activities organised by local community groups for the benefit of the local community

· Lettings to parents attached to the school

· Lettings to people living in the school’s local community

· Lettings to voluntary organisations

· Lettings to parent support groups

· Lettings to self help groups

· Faith groups

· Lettings to women’s groups

· Lettings to people with a disability

· Lettings to low income groups

· Lettings to children’s groups

· Lettings youth groups

· [Insert any priorities that reflect the school improvement plan, local priorities, results of community consultation]

The following activities are not considered to be appropriate for lettings as they are either well provided for in the local area; are not deemed to be compatible with the ethos of the school or are not able to be accommodated within the schools facilities:
[Insert any types of use that conflict with the school improvement plan, local priorities, results of community consultation. Examples given below]

· Commercial activities with little potential to generate income or support for the school

· Events selling alcohol

· Activities promoting gambling

5. Types of Lettings

The Governing Body has agreed to define lettings under the following categories:

· School Lettings for activities for pupils or their parents and carers that provide educational benefit to pupils, which the school wishes to subsidise

· Community Lettings for other community activities which should be made on the basis of full cost recovery

· Commercial lettings will be charged on a cost plus an income margin for the school
6. Charges

The Governing Body is responsible for setting charges for the letting of the school premises. These are set out in the Schedule of Charges for Community Use.

The scale of charges will be reviewed [annually by the Governing body] for implementation from [the beginning of the next financial year, with effect from 1st April of that year]. Details of current charges will be provided in advance of any letting being agreed.

For the purpose of charging, the head teacher [insert any additional staff with delegated authority] is/are empowered to determine to which group any particular individual or organisation belongs. They are also able to offer any discounts or agree a subsidy for any lettings, as they deem appropriate. The basis of charging will be determined by the purpose for which a letting is arranged.
The school is constrained by law to apply value added tax to all transactions where this is appropriate. The letting of rooms for non-sporting activities is exempt of VAT, whereas sports lettings are subject to VAT.

The minimum hire period will be one hour. The school reserves the right to require a deposit over and above the hiring charge as a surety against damage to the premises (including any equipment) or the premises being left in an unacceptable condition necessitating their incurring additional cost for cleaning, caretaking or other expenses.

The school will seek to recover any cost incurred by the school that are unavoidable and result directly from the cancellation of a letting. The timescale and charges for cancellations are set out in the Terms and Conditions of use

7. Letting times, available facilities and equipment

The following times, facilities and equipment available are agreed as follows:

[Insert all areas of the school assessed as suitable for community use and the earliest/latest letting times agreed as appropriate for lettings]. Variations to these facilities and times will be subject to the approval of [the head teacher].
8. Conduct of users

This is set out in the Terms and Conditions for use of school premises (attached).

9. Security

The Head teacher has delegated authority to determine the security risk for each letting and will be responsible for allocating a continuous security presence or other control measure.

10. Management of lettings

The Governing Body has delegated day-to-day responsibility for lettings to the [Head teacher] in accordance with the Governing Body’s policy. Where appropriate, the [Head teacher] may delegate all or part of this responsibility, such as security, child protection to other members of staff, whilst still retaining overall responsibility for the lettings process.
If the [Head teacher] has any concern about whether a particular request for a letting is appropriate or not, he will consult with the [insert appropriate person/ body such as Chair of the Governors].

The school 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.
An [annual] report on lettings will be made to The Governing Body and will include information on users, finances, incidents and accidents, enquiries, and any lettings refused.

11. Considering applications for lettings

Organisations seeking to hire the school premises should approach the [insert Head teacher or other designated member of staff]. Details of charges and conditions of use should be given or referred to.
An Initial Request Form, a copy of which is attached to this policy, should be completed at this stage. A record of all enquiries should be kept on file.

The [Head teacher or other designated member of staff] will decide on the application with consideration to:

· The priorities for lettings agreed by Governors and set out in the school’s lettings policy

· The availability of the facilities and staff

· The schools equal opportunities, health and safety, child protection policies

· The health and safety considerations such as numbers of users, type of activity, qualifications of instructors etc.
12. Issuing a Lettings Contract

Once a letting has been approved, a letter of confirmation will be sent to the hirer, enclosing a copy of the terms and conditions and the Lettings Contract.

The Lettings Contract should then be signed and returned to the school. The school shall be in receipt of these signed copies before a letting takes place.

The person applying to hire the premises will be invoiced for the cost of the letting, in accordance with the Governing Body’s current scale of charges. We will seek payment in advance in order to reduce any possible bad debts and or a deposit to cover damage. A guarantee card should support cheques wherever possible.

An official receipt will be issued for all payments received. All lettings fees received will be paid into the school’s individual bank account. The income and expenditure relating to lettings should be clearly recorded by the school and reported under the guidelines for Consistent Financial Reporting.

The Headteacher on behalf of the Governing Body has the right to refuse an application, and no letting should be regarded as “booked” until approval has been given in writing and payment received in full. The reason for refusals should be recorded on the bottom of the application for lettings form and fully explained to the enquirer.
This form can be downloaded and adapted from

http://www.salford.gov.uk/extended-schools.htm
Appendix C: Schedule of Charges
[INSERT SCHOOL NAME]

SCHEDULE OF CHARGES FOR LETTINGS
The school governors at their meeting on [insert date] adopted the scale of charges set out below.

	
	DAYTIME – Term

(8:00am – 6:00pm)
	DAYTIME – Holidays

(8:00am – 6:00pm)
	EVENINGS

(6:00pm – 11:00pm)
	WEEKENDS

(8:00am – 11:00pm)

	Areas of the school
	Commercial Rate per hour
	Community Rate per hour
	Commercial Rate per hour
	Community Rate per hour
	Commercial Rate per hour
	Community Rate per hour
	Commercial Rate per hour
	Community Rate per hour

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


This form can be downloaded and adapted from

http://www.salford.gov.uk/extended-schools.htm
Appendix D: Draft cover letter for enquiries
Draft cover letter for enquiries about lettings

[Insert name and address]

Dear [insert name]

Thank you for your interest in hiring the school facilities. I enclose a copy of the schools lettings pack containing:

· [Insert appropriate documents]

· Background information on the school

· The school’s lettings policy

· A booking form

· The terms and conditions of use

· A schedule of charges

· Pictures/ publicity about the facilities available for hire

· A risk assessment form

· The school’s equal opportunity policy

· A location map

If you would like to proceed with a booking please complete and return the booking form as soon as possible so that we can begin to process your application.

Yours sincerely,
This form can be downloaded and adapted from: 
http://www.salford.gov.uk/extended-schools.htm
Appendix E: Booking Form
[INSERT SCHOOL NAME]

Booking Form for the use of School Premises

	Name of Hirer:


	Address of Hirer: 



	Position: (e.g secretary, in case of Group)



	On behalf of (Name of Group): 



	Contact person:


	Contact number(s):


	Date(s) of booking:

	

	Start and end time(s):

	

	Number of people expected:

	Adults:

	Children:


	Will there be alcohol:

	Sold?  Yes/No


	Served? Yes/No



	Will a music/ performance license be needed?        Yes             No



	Accommodation required:



	Equipment required:



	Other arrangements:



	I have read and accept the letting policy and the terms and conditions of use and confirm that I am aged over 18 years.

Signed (Hirer) :                                            Date:



No letting should be regarded as “booked” until payment received in full, all requested paperwork has been submitted and a signed Contract Agreement issued by the school. The School has the right to refuse any application or cancel bookings.

This form can be downloaded and adapted from:
 http://www.salford.gov.uk/extended-schools.htm
Appendix F: Terms and Conditions of Use / Checklist for Hirer
[INSERT SCHOOL NAME]

Terms and Conditions for use of Premises

All groups/organisations that use the premises are required to read these terms and conditions and agree to abide by them by signing the Lettings Contract. This will be signed by the nominated person from each group/ organisation.
Interpretation

‘The school’ means the Governing Body of the School, its employees and agents. 
Purpose of use

1. The accommodation shall only be used for the purposes stated on the application, and within the hours agreed in the letting agreement issued by the school. The Hirer shall be responsible for ensuring these conditions of occupation are observed.

2. The Hirer shall not assign or sublet the whole or any part of the benefit of this agreement. 

3. No interference is to be made with school property/equipment/premises which do not form part of the letting. 

Health and Safety

4. The Hirer is responsible for the effective supervision of the arrangements and activities in the premises during the period of hire and for the prevention of disorderly behaviour so as to ensure that no nuisance or annoyance arises to the occupiers of adjoining premises or neighbouring residents and shall behave reasonably at all times.
5. The school fire, emergency and evacuation procedures will be forwarded to the Hirer and it the Hirer’s responsibility to ensure that the whole party are aware of these procedures. The Hirer shall be required to take any precautions necessary to ensure the safety of those attending during the period of hire, including ensuring the means of escape from fire are not blocked or impeded.

6. The Hirer will immediately inform the school of any emergency, accident or serious incident that occurs on the schools premises. This should be done in person and may require the applicant telephoning (specify who and provide contact telephone number) the Head teacher or the Premises Manager. The Hirer will be responsible for reporting to the Health and Safety Executive any accident that arises from activities that it organises.

7. Hirers providing services to children, whether pupils at the school or others, must have policies and procedures in place to ensure children’s safety, and must provide evidence of these to the school as required e.g. Safeguarding Policy and Use of Mobile Phone Policy, CRB/ISA Checks. 
Payment of Hire Charges and Deposit
8. Hire charges shall be due and payable [insert number of days] days before the date of the booking.

9. The school reserves the right to require a deposit over and above the hiring charge as a surety against damage to the premises (including any equipment) or the premises being left in an unacceptable condition necessitating their incurring additional cost for cleaning, caretaking or other expenses.
Responsibility of the Hirer for Good Order and Safety 
10. The Hirer shall be responsible for any damage to the school property, equipment or buildings caused by them or their guests. The Hirer must report any such damage to the school immediately. The Hirer shall repay to the school on demand the cost of re-instating or replacing any part of the premises or any of the property on the premises  which shall be damaged, destroyed, stolen, or removed during the period of hire  or prior or subsequent thereto if in relation to or by reason of the hiring. Any such costs will be in addition to the specified lettings charges.

11. The Hirer shall ensure that all accommodation is left in a clean and tidy condition at the end of the letting. Using litterbins and recycling facilities as appropriate will help this.

12. The Hirer must obtain express permission from the school to leave any equipment on the premises. The Hirer is responsible for any equipment they leave on the premises and shall ensure that such equipment is in good repair and after use, safely stowed away. Items no longer required by the Hirer, or deemed by the school/Salford City Council to be unsafe or beyond repair or else unsafely stored on the Premises shall be promptly removed by the Hirer on demand. If such request is not complied with by the Hirer within *, the items may be disposed of by the school/Salford City Council and the Hirer shall reimburse the school/Salford City Council for any expense which it incurs. 
13. 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. 

14. The Hirer shall comply with any reasonable instructions given by the Head teacher, Premises manager or other member of the School Staff.

15. Alcohol is not allowed to be sold on the premises unless prior permission is given by the school and a licence obtained by the Hirer. Illegal drugs are not to be brought onto or consumed on the school premises.

16. There shall not be brought onto the premises anything of an inflammable, dangerous or noxious character. 

17. Where the premises does not have a Public Entertainment Licence the Hirer will be responsible for obtaining such a licence. Any fees for such licences are to be paid for by the Hirer.

18. Smoking is not allowed on the school premises at any time.

19. No nails or fastenings shall be driven into any wall, floor, ceiling or partition of the premises without the permission of the school. 

Indemnity & Insurance
20. Salford City Council and the school disclaim liability for injury or damage to persons or property upon its premises (so far as they are legally able to do so). 

21. The Hirer agrees to indemnify Salford City Council, its employees and agents and the school against all actions, proceedings, claims, damages, awards or costs in respect of loss, damage, death or personal injury during the period of hire or before or after that time if such death or injury in any way related to the hire of the premises except where such death or injury occurs as a result of the negligence or breach of duty of Salford City Council, the school or their  agents or employees.  The indemnity must be covered by public liability cover to the sum of [insert figure] including fire damage to the premises and its contents. It will be necessary to produce documentary evidence of the cover when booking. 
Advertising
22. No advertising shall be permitted except without the prior written consent of the school. 

Cancellation 
23. The school reserve the right to cancel the booking at any time without notice and without assigning any reason, but will endeavour to give as much notice as possible. In such circumstances, the school will refund any monies paid in respect of the letting so cancelled but will not be responsible for any loss or expenditure whatsoever in relation to the letting which the Hirer may have incurred or be liable to pay. The school reserves the right to refuse any application for Hire as it may deem fit or withdraw permission for any letting at any time.
24. If the Hirer cancels their booking 10 or more working days before the date of the booking, the full fee and deposit will be refunded to the Hirer. If less than 10 working days notice is given, only 50% of deposit will be returned. If less than 5 working days notice is given by the Hirer, there will be no refund of the deposit.  
25. The applicants will complete all relevant paperwork in a true and accurate way. False information may lead to an application being terminated.
Lettings Checklist for Hirer

Things to do 
                                         Tick when done








   
	1
	Read through schedule of charges and the conditions of use, and booking form

	

	2
	Complete booking form

	

	3
	Send in booking form to school to request a booking

	

	4
	School notifies you that the booking is available or not available and sends you an invoice

	

	5
	Complete risk assessment of activity

(including CRB forms and ISA Registration if working with children) licences etc

	

	6
	Send in risk assessment, CRB forms, copy of any licences required and payment of invoice

	

	7
	Receive signed Lettings Contract from school

	

	8
	Attend induction into fire procedures

	

	9
	Inform attendees of fire procedures and terms and conditions of use

	


This form can be downloaded and adapted from 
http://www.salford.gov.uk/extended-schools.htm
Appendix G: Lettings Contract
[INSERT SCHOOL NAME]

Lettings Contract

[Insert hirers name and address]

Dear [insert name]

The Governing Body has approved your application for the use of the premises of the above named school on the [insert date] between the hours [insert start time] to [insert end time]. This use is for [insert nature/ name of event] and

The facilities which you have permission to use are:

· [List all accommodation including access to toilets, kitchen, first aid, reception as appropriate]

· [List all equipment]

All other facilities and equipment are not to be used without prior permission.

These special arrangements apply [insert any special requirements relating to setting out the room, caretaking, cleaning etc]

Your use of the premises will be subject to the terms and conditions of use.

Yours faithfully,

Head Teacher on behalf of the Governing Body
This form can be downloaded and adapted from
http://www.salford.gov.uk/extended-schools.htm
Appendix H: Checklist for School Staff
[INSERT SCHOOL NAME]

Lettings Checklist for school staff

	Procedure
	Date
	Initials

	Send enquiry pack with cover letter, schedule of

charges, terms and conditions of use and

booking form etc


	
	

	Completed Booking Form received by school


	
	

	Access suitability of activity


	
	

	Check availability of premises / equipment


	
	

	School completes draft risk assessment for

activity and ensure all risks can be covered


	
	

	Check availability of caretaker/ security staff and

agree booking with them


	
	

	Calculate cost of hire


	
	

	Take up references (where appropriate)


	
	

	See a copy of the Child Protection Policy and

Criminal Records Bureau checks and safe recruitment procedures (as appropriate) for all organisations providing services to children.


	
	

	Book letting into diary with hirers name and

contact number


	
	

	Send confirmation of booking and Invoice


	
	

	Deposit/ payment received


	
	

	See completed risk assessment for activity from

hirer and ensure all risks are covered


	
	

	Issue Lettings Contract and receipt for payment


	
	

	Induct lessee into fire procedures etc


	
	

	Re check booking in diary, arrangements with

caretaking staff, and others where appropriate


	
	

	Check that payment appears on the schools bank account and record separately on the schools finance system.


	
	

	Return deposit


	
	


	Notes:




This form can be downloaded and adapted from
 http://www.salford.gov.uk/extended-schools.htm
Appendix I: Publicity form
Information about School Facilities to Hire
	Name of school:


	

	Address including postcode:


	

	Website and e-mail of main

reception at school


	

	What Facilities are there available to rent and sizes of them. Are they marked out?


	

	Football pitch


	

	Hall


	

	Classroom


	

	Badminton Court


	

	Will the school be setting up equipment that is needed?


	

	Is the area disabled friendly


	

	Additional equipment available

(chairs and tables)


	

	Is car parking available?


	

	Is the kitchen available?


	

	Cost of hiring rooms and at what times? (Weekends/ weekdays)


	

	Are there any additional costs?

i.e. Caretaker, cleaning etc


	

	Contact name, tel: number and e-mail of caretaker of emergency contact –

Only write down work mobile if your site manager has one that the school supplies. If not just put school number.


	

	Regular or one off bookings wanted?


	


	Are the outside areas lit?


	

	Are there changing facilities?


	

	Are toilets available?


	

	Does the venue have a music licence?


	

	Does the Venue have a drinks licence?


	

	If the venue has any licence until what time do they run?


	

	Can the school be used in the half term and holidays


	

	Other useful information?


	


This form can be downloaded and adapted from:

http://www.salford.gov.uk/extended-schools.htm
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