[image: image1.png]


Charging, Remissions and Lettings Policy
Aim: To provide clear guidance on when activities are charged for within school. The Governing Board recognises, with regret, that it is not possible to fund all additional activities from within the school budget. However, where it is possible funding from the school fund may be used to cover part or all of the cost of additional activities.

Breakages/Damages:

We recognise that accidents do and can happen. If this is the case then the school would always cover the cost. However at times things can be deliberately broken or damaged and the Governing Board then reserve the right to ask parents/carers to meet the costs of these to ensure unnecessary demands are not placed on the school budget.
Books:
Books should be seen by all children and families as a valuable resource used in their learning. Therefore, the Governing Board then reserve the right to ask parents/carers to meet the replacement costs of any damaged or lost books.

Clubs:
Clubs which happen outside of the normal school day for statutory aged children (8.45am-3.15pm) could all incur a cost. If the school is in receipt of Pupil Premium for a family a child may be entitled to a reduced cost. At these times it may be necessary for the Governing board to ask for a contribution to cover part or all of the cost of the club which is being attended. Club payments will be made in advance and if a child has non-attendance at an afterschool club through their own choice or illness no refund will be given.
Breakfast Club:
This is the school out of ours club which runs every morning during school term from 8.00am -8.30am. There are fixed charges which apply for our nursery children and further information can be found at the school office or on the school website. We currently run a free breakfast club for all, but if spaces are booked on multiple occasions and children are not using them a deposit scheme may need to be run to ensure we can cover staff costs.

3-2-6 Club:

This is the school out of ours club which runs every afternoon during school term from 3.15pm until 6pm. There are fixed charges which apply and further information can be found at the school office or on the school website.

Disco/fun events:
Events which happen outside of the normal school day for statutory aged children (8.45am-3.15pm) could all incur a cost. If the school is in receipt of Pupil Premium for a family a child may be entitled to a reduced cost. At these times it may be necessary for the Governing board to ask for a contribution to cover part or all of the cost of the event which is being attended.
Events which happen during school may also incur a cost/part cost and the Governing board reserve the right to charge accordingly.
Nursery:
Due to parental request the school nursery offer wrap around sessions every day during term time. The Governing Board have made these paid for sessions as children will all be entitled to their 15hours free per week. The sessions should be booked for and paid for in advance. The Governing Board reserve the right to withdraw this offer to any family who does not keep up to date with their payments. Extra sessions must be agreed by the school as we have the right to refuse a request based on the session not being in the interest of the child or possible with staffing limits.
Trips:
At school we often plan trips to enhance, introduce and continue learning opportunities for children. At these times it may be necessary for the Governing board to ask for a contribution to cover part or all of the cost. Where ever possible though these costs will be kept to the minimal due to the learning opportunities which further enrich the curriculum.
Visitors:

At school we often invite theatre companies and other visitors to school to enhance, introduce and continue learning opportunities for children. At these times it may be necessary for the Governing board to ask for a contribution to cover part or all of the cost. Where ever possible though these events would be funded by the school as they are seen as learning opportunities which further enrich the curriculum.
Lettings:

1.
Principles

The Governing Body controls the use of the School premises both during and outside the school day and must have regard to the desirability of making the premises available outside school hours to the local community.  The Governing Body has the power to enter into agreements allowing for shared or delegated control of the premises so long as one of the aims is to encourage community use of the premises.

The administration of lettings is in line with the guidance issued by Milton Keynes Council.  The Head teacher, SBM and Site Manager are responsible for the ongoing administration of lettings on behalf of the Governors.

The Governing Body can let the School premises to outside hirers at its discretion and at charges determined by itself.  Free and concessionary lettings are reimbursed and charged respectively according to the rates set by the Council each financial year.  School clubs and events take priority on the use of the hall.

Furthermore, the Governing Body of The Willows School and Early Years School has agreed that: 

· If the site fire alarm is set off as a result of the letting, the call out costs will be recharged to the hirer

· If any damages are caused to school property costs will be recharged to the hirer

· Only agreed rooms can be used

· All lettings must be approved by the Head teacher

· Lettings are subject to the maximum allowable capacity 

2. Charges

These charges apply 

	Non-profit making organisations,  community and Local Authority Use
	£15.00 per hour for the first hour or part

£10.00 per hour for subsequent hours

	All other organisations
	Rates for other hirers will be subject to negotiation.

	Party hire for children of the school and families
	Two hour hire including setting up and clearing up time.  Subject to availability.  £25.00 + £50 deposit


An additional charge will be made for opening and closing the School buildings; this will depend on date, time and use of lettings.  This service will be provided either through the School Site Manager or the School’s commercial keyholder.

Payment for long-term lettings will be required half-termly in advance, unless otherwise agreed

Payment for single lettings must be paid in full in advance.

3.
Deposits

A deposit of £75 will be charged in advance to cover damage, breakages to School property or equipment or excessive cleaning incurred by the School.  This will be refunded after the event less any deductions for the above.

4.       Payment methods

Payments for one off bookings will be made at the time of the booking. Payments for recurring booking will be paid via cheque or invoice.

5.        Cancellations

Long term bookings must give 4 weeks notice of their intent to stop using the facilities.

6.
Insurance

The hirer will be responsible for making their own insurance arrangements to cover both buildings and public liability. A copy of the policy must be provided for the School prior to the letting being agreed.  Hirers must have indemnity insurance of at least £2million.

The hirer will also be responsible for adherence to Milton Keynes Council Insurance and Safety regulations.

7.
Licence For Bar

A licence is required for the sale of alcohol.  Any charges relating to licencing will be passed on to the hirer.  The hirer will need to get approval from the school if alcohol is to be sold and approval is at the discretion of the Governing Body.

8.
Smoking

Hirers are advised that there is a no-smoking policy in operation in the School buildings and grounds.

9.
Identification

All hirers will be required to provide identification (passport, driving licence) and proof of their address (eg council tax bill, other bill less than 3 months old).

10.    Assignment

This hire agreement is personal to the hirer and the hirer shall not underlet or part let with or share possession or occupation of the premises.

11.    Safeguarding

The hirer remains responsible for their own staff. As a school we have the right to check the identity of the hirers staff when coming onto site. We will need a signed agreement which states that the hirer has their own safeguarding policies in place, including the Governments Prevent agenda, and these are compliant with legal and regulatory requirements.

The hirer must inform the headteacher of any safeguarding concerns immediately as we have a duty of care to report these concerns too.

The hirer must carry out all relevant checks on their staff and maintain their own records which the school may request to see.

Public liability insurance must be shared by the hirer as must a copy of their Child protection policy.

This policy will be reviewed annually and charges adjusted as necessary.

Signed:…………………………………………….

Date:…………………………………………………..

On behalf of the Governing Board

Signed:…………………………………………….

Date:…………………………………………………..

The Willows School and Early Years School
Contract For Outside Letting

	Name of hirer

(person, association, company)
	

	Address of hirer 
	

	Contact numbers
	

	Email
	


	Purpose of Hire

	Attendees
	No.Adults
	
	No.Children
	
	

	Start time
	
	End time
	

	Start date
	
	End Date
	

	Single booking
	Y/N
	Block booking
	Y/N
	
	


	Facility required/agreed
	

	Equipment required/agreed
	


	I am OFSTED registered and have provided my number
	

	I have provided a copy of public liability insurance
	

	I have given a copy of Child protection policy (if applicable)
	

	I have read and agree to the terms and costs of the letting
	

	I agree to pay any costs if property is damaged or destroyed
	

	I intend to sell alcohol and have provided the license
	

	I have read and except the terms and conditions of the Hire and I can confirm that I am over 18 years old.

	Signed (Hirer)

Full name

Date

New booking-Y/N                                Continuation of booking-Y/N




FOR OFFICE USE:

Rate

£……………………………………per hour    x       number of hours………………..

at a total cost of


£


opening and closing costs 
£


plus a refundable deposit of 

£75.00

Total payment due 
£



(  Proof of suitable insurance cover attached               (  Proof ID provided

(  Site staff availability has been agreed for the duration of the letting

Approved by Head teacher ………………………………………………………(signed & dated)

Written August 2026

