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Lettings and Conditions of Hire Policy

The United Nations Convention on the Rights of the Child: 

Article 28: The right to learn and go to school

This policy will be reviewed every year, earlier if necessary

Acting Headteacher: 


Miss A Price


Date: March 2025
Chair of the Governing Body:

Ceri Llewellyn                         

Date: March 2025
Ratification of this policy by the Governing Body 
Signed: _______________________________ (Chair of the Governing Body)

Date: _________________________________
DATE REVIEWED: November 2021
AGREED BY GOVERNORS: November 2021

REVIEW DATES: 
· July 2022

· July 2023

· June 2024

· March 2025
Introduction
Ogmore Vale Primary School supports the community and private organisations by letting the school premises for appropriate activities that are carried out under the supervision of suitable trained people.

It is a condition of hire that the procedure detailed in the ‘Terms and Conditions of Hire’ section is applied and followed.
Aim of Lettings Policy
There will be no charge for persons connected to the school using the premises for school related business, or for other groups at the governors’ discretion. Use of the school premises by the school or the ‘Friends of Ogmore Vale Primary School’ will take priority over other lettings.
The governing body using the guidance provided by Bridgend County Borough Council ‘Formula reimbursement of community use of school premises 2019-2020’ will calculate the charges for the letting. This will be reviewed annually or at other times at the governor’s discretion. 
Approval of application and the monitoring of the lettings and charging policy is the responsibility of the Finance sub-committee of the governing body.
Terms and conditions of hire
1. The routine of the school must not be disrupted. This means that the earliest time any part of the school may be let is 3.15pm during term time. In many cases, the school will use its discretion to decide the most appropriate time for lettings to commence and cease.

2. Applications must be made on the form provided at least 28 days before the date of the hire. The Headteacher and Chair of Governors will use their discretion in relation to timescales.

3. The Headteacher and Chair of Governors will consider applications on behalf of the full governing body.

4. Payment must be received 30 days prior to the Hire of the premises.    

5. The hirer must give at least 14 days’ notice in writing of cancellation of a booking.

6. Ogmore Vale Primary School governors reserve the right to serve notice of not less than 14 days on any hirer who fails to comply with the terms and conditions of hire. 
7. The Governors have the right to refuse an application.

8. All activities conducted on the school premises must be within the law. Please note that it is the responsibility of the hirer to ensure that the correct licenses are obtained for draws and lotteries, music and entertainment.

9. The ‘hirer’ will take full responsibility for the activity conducted on Ogmore Vale Primary School premises. No responsibility is accepted by the governors for loss or damage to personal property brought by the hirers on to the school premises.

10. The terms shall be applied only to the named areas of the school which are to be hired and all other areas remain out of bounds.
11. The governors will accept no responsibility for injury to a person or persons during a letting on school premises.

12. The hirer is responsible for the security of the school building during the period of the hire and must undertake to pay for any loss or damage to school property or equipment and must insure against damage to school premises.

Governors will require proof of insurance. All hirers must carry sufficient Third-Party Liability Insurance.

13. No item of school property shall be removed from the school premises. No item of school equipment shall be used by the hirer without prior permission.

All persons hiring the premises will be expected to conform to the relevant Health and Safety regulations.

The hirer must undertake to leave the school premises in a secure, clean and tidy condition ensuring that any equipment or furniture used must be restored to its original position. 

14. Smoking is not permitted in any area of the school and grounds.

15. Storage facilities are not available. All rubbish must be removed from the premises.

16. There will be no telephone available. Any hirer is responsible for providing access to a mobile phone on the premises in case of medical or other emergencies. Any accident or potential safety hazard must be reported to the school office by the next working day. The hirer will make appropriate arrangements for any necessary first aid cover.

17. Hires must provide their own First Aid kit and keep a log of any incidents.

18. On application, Hirers will be required to produce a fire exit plan that satisfies the school’s requirements.

19. Hirers must ensure they are fully conversant with fire emergency actions, including alerting the fire and rescue service if necessary, as this is not automatic. The hirer must take responsibility for safe evacuation of all those in the hall. The hirer will not introduce additional fire hazards without prior consultation with the school.

20. In any situation of extreme misuse of school premises the Governors will have the right to terminate the hire agreement immediately.

21. The school play equipment is not to be used by children unless supervised at all times by a responsible adult.

22. The entrance gate must be closed at the end of the hire period.

The policy will be reviewed annually or earlier in response to National and Local legislation.

Appendix 1
Formula reimbursement of community use of school premises 2019-2020

	
	Base Cost (£)
	Additional Basic Hourly Cost (£)
	Per classroom cost (£)
	Per school hall (£)
	Per sports hall (£)
	Specialist rooms e.g. technology; art & craft (£)

	Caretakers wage
	6.41

	11.83
	0.98
	2.87
	5.77
	4.80

	Energy
	
	10.20
	
	
	
	

	Equipment wear and tear
	5.91
	2.96
	
	
	
	


Appendix 2 
Hire Agreement
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HIRE OF FACILITIES AT OGMORE VALE PRIMARY SCHOOL

Hirer details (to be completed by the Hirer)

	Name of Hirer


	

	Address


	

	Telephone Number


	

	Email address


	

	Name of Organisation


	

	Activity of Organisation


	

	Details of Premises requested
	

	Dates requested


	

	Start time


	

	Finish time


	

	Frequency


	

	Use of school equipment


	

	Details of any electrical equipment to be brought on site
	

	Maximum number of participants


	

	Number of supervising adults


	

	Relevant qualification of supervising adults


	

	DBS Form: Please state the name of the candidate, the date the form was issued, who issued it and the DBS number or alternatively provide a copy of the form.
	


Agreement

The Hirer confirms that adequate and appropriate insurance cover is in pace for the activity to be carried out and had attached a copy to this document.

The Hirer agrees to all hire charges by the school and to comply with the Terms and Conditions of Hire of the School Premises as per the School’s Letting Policy.

The Hirer confirms that he/she is over 21 years of age, and that the information provided on this form is correct.

Signed………………………………………………………………………….. (The Hirer)

Date …………………………………………………………………………….

The school agrees to the hire based upon the above information provided by the Hirer and in accordance with the Terms and Conditions of hire of the School Premises as per the School’s Lettings Policy.

Signed …………………………………………………………………….. (on behalf of the School)

Date………………………………

