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WIRRAL GRAMMAR SCHOOL FOR GIRLS
LETTINGS PROCEDURES

Governance

Control over the use of accommodation and facilities out of core hours, now rests with the
Governing Body. The Governing Body has delegated responsibility for the letting of the
school building to the Headteacher. The Finance & Business Manager is responsible for
receiving applications and either approving or declining those applications subject to any
directions given by the Headteacher.

The Finance & Business Manager will give a regular report to the Headteacher on the use
of the premises outside normal school hours.

As an Academy Trust, with responsibilities for achieving value for money, we must ensure
that the charges we levy do not fall below the full economic cost of the letting. These costs
are based on average costs of heating, lighting, cleaning, wear and tear and Lettings
Officer’s salaries.

Following advice received from auditors the school has decided that VAT should be applied
for all third party lettings except in the circumstances described in Appendix 5.

The Governing Body reserves the right to amend their letting charges at any time they should
see fit. Charges are normally reviewed on an annual basis. The decision of the Governing
Body shall be deemed final in this matter.

The Governing Body maintains the right to refuse an application and no letting should be
regarded as “booked” until approval has been given in writing, any deposit / prepayment has
been paid as appropriate and approval has been given by the relevant person on behalf of
the school. No public announcement of any activity or function taking place should be made
by the organisation concerned until the booking has been confirmed in writing.

Although the school should not subsidise lettings, registered organisations, which are
recognised as education / cultural and which, undertake a regular programme of approved
activities may be eligible for preferential rates at the discretion of the Headteacher.

School functions and events organised by the Governing Body or Parent’s Association are
exempt from all charges as they fall outside the scope of the lettings arrangements.

Lettings will be accepted only upon condition that making the premises available to outside
organisations would be suitable and does not affect the day-to-day use of the school facilities
by its staff and pupils. (This condition is especially relevant during periods of school
examinations when the School Sports Hall and Gymnasium are used for Internal and
external Examinations. Hirers may be asked to forego use of these facilities but will be
offered alternative accommodation wherever possible).

The School Lettings Officer must remain on site and in charge of the premises throughout
the lettings. Unaccompanied lettings will not be accepted.



Certain school events organised by the Governors; staff or PTA may go ahead without the
presence of the Lettings Officer subject to a full adherence to security arrangements at the
discretion of Headteacher.

This policy and each letting will be reviewed on an annual basis.

In accordance with the Local Government miscellaneous provisions Act 1982, a licence is
required for events involving Public Entertainment. However, if the activity is limited to
teachers, pupils of the school, parents of pupils, PTA and other bonafide guests and
therefore excluding any member of the public, then a licence is not deemed required.
Tickets may be sold in advance through the school only and there should be no advertising,
other than inside the school buildings, nor should tickets be available at any Entertainment
or Theatre Agency, nor should tickets be sold at the time of the event. The restriction on
advertising detailed above does not prevent letters or leaflets being forwarded to parents
and guests via the pupils. Donations are usually asked for at such events.

Administrative Process

An application for the hire of the premises should be made to the Finance & Business
Manager using the relevant booking form, giving as much notice as possible.

You can email the finance@uwirralgirls.co.uk to request a booking form or telephone the
school.

Subject to approval, a provisional acceptance form will be offered along with the Governor’s
Conditions of Use and Indemnity Form. Use of the facilities will only be allowed if
acceptance is confirmed in writing and conditions of use and indemnity forms are returned
along with payment in advance from Occasional hirers.

Having taken advice from our Insurance Officer we have been instructed that all groups
using the school need to have in place Public Liability Cover of £5 million and to provide a
copy of their insurance certificate prior to the first letting.

Bookings for sports facilities will be restricted to certain activities, i.e. netball, badminton,
volleyball, etc (there will be no Five-a-side football permitted).

Priority will be given to regular hirers with ten or more bookings each term.

Occasional hirers will be required to pay in advance. Regular users will be billed monthly in
arrears (payment will be expected immediately) except in those circumstances described in
Appendix 5.

Organisers will be required to pay for each occasion booked unless the school cancels the
booking.

Finance

The Finance & Business Manager constantly reviews the outstanding invoice file to ensure
that the school has no long term debtors.

Reminders are sent out for all outstanding amounts. If no payment is received within 21 days
from the date of issue of the invoice then a final reminder should be issued to the debtor.


mailto:finance@wirralgirls.co.uk

The final reminder should clearly state that legal action will be taken if the debt is not settled
in full within a further 14 days of the date of the reminder. The Finance & Business Manager
informs the Headteacher of the current position regarding lettings on a regular basis.
Further use of the premises will not be permitted if the full payment is not received by the
appropriate date

The Finance & Business Manager has the authority to cancel the booking of any
organisation that has outstanding invoices owing to the school.

Health & Safety / Fire Regulations

In accordance with the School’s Health & Safety Policy and Fire Safety Regulations, the
School letting’s Officer will explain the above procedures to each hirer before
commencement of the booking and the hirer will sign a declaration to confirm they
understand their responsibilities.

The advice will specifically relate to:

Emergency Evacuation procedures

Fire Alarm points and fire-fighting equipment

Assembly points and roll call of personnel

How the Fire Brigade and Emergency Services will be summoned

A written copy of the evacuation and Fire procedures will be issued to the hirers (see
Appendix 4).

First Aid Facilities

There is no legal requirement for the school to provide first aid facilities for the Hirer. It is
suggested that the Hirer makes its own arrangements as use of the school’s resource is not
available.

Food, Smoking, Drink & Drugs

No food or drink may be prepared or consumed on the premises without the direct
permission of the Governing Body, in line with current food hygiene regulations. All litter
must be placed in the bins provided. No intoxicants/ unlawful drugs shall be brought onto,
or consumed / used on the premises. The whole of the school premises, including the
external areas, is a non-smoking area and smoking is not permitted.

Vacation of Premises

The Hirer shall ensure that the premises are vacated promptly at the end of each period of
use or letting. The hirer is responsible for supervising any children taking part in an activity
until they are collected by an responsible adult. Additional charges will be made where the
caretaker is unable to lock up whilst the Hirer ensure children are safely vacated beyond the
time agreed in the letting agreement.



Behaviour

Noise levels must be kept to a minimum to prevent disruption to our neighbours in the local
community and to other groups using the premises.

Staffing

The school employs a Lettings Officer who is responsible for the security of the premises
before, during and after the hire.

Insurance

It is the Hirer’s responsibility to ensure that all those attending the premises are made aware
that they do so entirely at their own risk.

The hirer must confirm that it has the appropriate public liability insurance to cover all of its
legal liabilities for accidents resulting in injuries to persons (including participants in the
activity for which the premises are being hired), and / or loss of or damage to property,
including the hired premises, arising out of the letting.

The school will not be responsible for any injury to persons or damage to property arising
out of the letting of the premises.

Access

It is the responsibility of the Hirer to make a judgement before the booking as to whether the
facilities available at the school are suitable for disabled access

The Governing Body reserves the right of access to premises during any letting. The
Headteacher or members of the Governing body may monitor activities from time to time.
The Headteacher will decide conflicting request for the use of the premises, with priority at
all times being given to school functions.

Furniture and Fittings

The Hirer shall pay the cost of any repair required. Appropriate footwear needs to be used.
Any damages or broken equipment needs to be reported to the Lettings Officer irrespective
of whether this has been caused by the Hirer.

DALKIA - Schools Allowed Use of Premises “Out of Core Hours”

The school is allowed under the PFI Contract Agreement to use the premises for a total of
50 occasions outside of the Core Hours and a caretaker will be provided by DALKIA with no
additional charge to the school, to provide set-up, security and lock up after these sessions.

The defined “Core Hours” are 8.00am to 6.00pm.

The 50 sessions allow for use up to 10.00pm in the evening Monday to Friday.
Saturday mornings for Sports Events 9.00am to 1.00pm.

Monday to Friday out of term time between 8.00am to 5.00pm.




(NB- if the school goes outside these agreed hours for any event then the hourly rates for
caretaking will be applied by DALKIA).

If the school has Third party lettings at the same time as a school event, then the school’'s
lettings Officer will also have to be present on site. DALKIA will not provide cover for a school
Third Party letting.

The school would have to state if additional cleaning of premises would be required following

the third part letting and the relevant charge will then be made for cleaning time by the
Facilities Management Company.

WIRRAL GRAMMAR SCHOOL FOR GIRLS

Scale of charges for lettings for the period
September 2025 to Auqust 2026

All income from third Party Lettings is now subject to VAT

Price below

FACILITY Hourly rate £
Sports Hall £44.70
Assembly Hall £44.70
Gymnasium £32.10
Dance Studio £32.10
Drama Studio £32.10
Dining Room / Canteen / Atrium £29.40
Standard classroom £28.05
Outside Courts (per court ) £23.40

Use of changing facilities for large/special event will be quoted on an individual basis.



APPENDIX 1

Conditions of Hire
Applications for use should be returned to:

The Finance & Business Manager
Wirral Grammar School for Girls
Heath Road

Bebington

Wirral

CHG63 3AF

Alternatively e-mail: finance@wirralgirls.co.uk

Preferably giving one months notice.
Subject to approval of the application, a provisional allocation open for acceptance for ten
days will be offered. Use of facilities will not be permitted unless conditions on the
application have been complied with.

Acceptance, which must be in writing and accompanied by the appropriate fee, will be
deemed to be acceptance of those terms and conditions.

Allocation is subject to there being no interference with the normal activities of the school.
Sub-letting of any part of the premises is not permissible.

The user shall obtain all necessary licenses and other permits and shall make payment of
all taxes, fees, copyright or other dues.

The user agrees to indemnify the Governors of Wirral Grammar School for Girls against
claims or losses, arising from the use of Governor's premises, facilities and equipment
(where approved) and to complete the Governor’s form of indemnity.

Anything brought on to the premises will be the user’s responsibility in the event that such
items are not removed then any costs incurred by the school will be re-charged to the user.
School staff and pupils may not undertake the receipt or removal of such articles.

If the accommodation and or facilities are suspended or terminated, the Governors of Wirral
Grammar School for Girls shall not be liable for the provision of alternative accommodation
or facilities.

Those who use the premises are asked to have regard for the interests of the staff and pupils
and are not required to:

1. Use rooms, kitchens, furniture or equipment other than those allocated.

2. Interfere with the premises, contents or installation, or mark or damage any
surface.

3. Use electrical apparatus in excess of normal capacity of the installation.
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4. Engage in any activity, which could cause abnormal wear & tear or damage.

The organisation undertakes to reimburse the Governors of Wirral Grammar School for Girls
in full for any damage or breakages caused to premises, grounds, furniture, fittings and
equipment.

The School Governors reserve the right to cancel the booking and put a stop to any
use of the premises that they consider to be inappropriate or incorrectly conducted.
Any use of the premises that endangers the safety of any persons may be cancelled
at any time.

The School Governors reserve the right to alter and amend their lettings policy and
Conditions of Allocation and Use” at any time they see appropriate. The decision of the
Governing Body in all matters relating to the letting of the premises shall be deemed final.

The School letting’s Officer must remain on site and in charge of the premises throughout
the letting. Unaccompanied lettings will not be accepted.

Use of Kitchen / Catering facilities

The School’'s Facilities Management Company DALKIA are to be contacted separately re
any requests to use the Kitchen facilities other than for School meals. A copy of the request
for use must be sent to DALKIA for prior approval and a charge will be levied by DALKIA for
the use of this facility, including a payment for a trained member of the canteen staff to be
present in the event of heavy equipment being used.

Cancellation by Hirer

If the hirer wants to change either the duration of a particular session (as a variation
from the original booking) or cancel it, then a minimum of 48 hours notice is required
in both circumstances. Failure to comply will result in the full cost of the hours
indicated on the original booking being charged.



APPENDIX 2

Declaration and Acceptance
| have read the following documents.

e School Lettings & Charging Procedures Policy

e Conditions of Hire

| agree to comply with the conditions contained in the above....

N\ T 1 = PP (Please print)



APPENDIX 3

To: THE GOVERNORS OF WIRRAL GRAMMAR SCHOOL FOR GIRLS

I hereby agree on behalf of the said ...,
Organisation, by whom | am duly authorised to sign this Agreement, to indemnify the
Governors against all loss legal liability and actions, costs, claims and demands other than
those caused by any acts or omissions of the Governors, arising from:

e The use of Wirral Grammar School for Girls by the

¢ Its members, agents and associates; and

e Injury to persons and damage to property of persons attending or express

implied invitation to the ... other than
injury by any acts or omissions of the Governors of Wirral Grammar School for
Girls.

8T T F= 1 F T R

(NB- A copy of your Organisation’s Insurance Policy will be required with this form).



APPENDIX 4

ACTION TO BE TAKEN IN CASE OF FIRE

(Outside school operational hours (School Responsibility)
If You Discover a Fire, raise the alarm by breaking the nearest fire alarm break glass.

On Hearing the Alarm

Evacuate the building via the nearest exit ensuring that all doors are closed behind you and
assemble at your designated assembly point.

THE PRIORITY SHOULD BE TO EXIT THE BUILDING AS SOON AS POSSIBLE

e Leave personal items behind
¢ Do not use lifts

Use the nearest fire escape route, as displayed throughout the school.
The Assembly point is the (indicated on your induction form):

AREA OF LAND WHERE THE MINIBUS IS PARKED and await further instructions from
the Letting Officer.

Persons in the vicinity WHO ARE COMPETENT TO USE EXTINGUISHERS should tackle
the fire with the extinguishers provided. Only use an extinguisher if you have been trained
to do so. Do not put yourself at risk.

At the assembly point the Hirer of each facility must check that all attendees are accounted
for and report to the Lettings Officer. Any absent persons need to be reported to the Fire
Brigade on attendance.

Please refer to the duties of the School Lettings Officer to see their duties on activation of
the Fire Alarm. Do not re-enter the building until instructed to do so by the Fire Officer from
the Fire Brigade.

| have read & understood the instructions on this document. | am aware where the
nearest Fire Exits are and the route to take to the assembly point.

| agree to take a full register of my club members each evening we use the school
premises and to check those present in the event of a fire.



APPENDIX 5

EXEMPTIONS FROM CHARGING VAT IN SPECIFIC CIRCUMSTANCES

The guidance below is an extract from the current VAT legislation regarding lettings of sports
facilities. If the criteria below are met for any particular letting, the school will not charge

VAT.

VATLP19200 - Letting of sports facilities
(Item 1m): what is the liability?

The letting of facilities designed or adapted for playing any sport or taking part in
physical recreation is normally excluded from the exemption and therefore
standard rated. However, the law exempts the letting of sports facilities if it is

either:

1.
2.

a single let for a continuous period exceeding 24 hours; or

let for a series of 10 or more periods and certain other conditions are
met; such as

each session is for the same sport or activity and must be in the same
place (the use of different pitches, courts or lanes on some occasions is
acceptable provided it is at the same establishment);

the interval between each session is at least 1 day but not more than 14
days (it is important that there is a 24 hour time lapse between the start
of each session) see VATLP19300;

the sessions is paid for in full which must be supported by the written
agreement between the parties, see VATLP19500;

the person to whom the facilities are let to has exclusive use during the
sessions and

the facilities are let out to a school, club, association or an organisation
representing affiliated clubs or constituent associations such as a local
league see VATLP19400.


https://www.gov.uk/hmrc-internal-manuals/vat-land-and-property/vatlp19300
https://www.gov.uk/hmrc-internal-manuals/vat-land-and-property/vatlp19500

