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OUR SCHOOL VISION 

Our Christian vision is drawn from Matthew’s gospel, which proclaims the Kingdom of God. Jesus teaches his disciples 

about choice, commitment and Christian hope for transformational change. His wisdom guides us to acknowledge that 

wealth is not material but that true wealth is gained from working collaboratively for the common good.     

A fundamental component of our lives at SMSJ is a confident reassurance that all things are possible.  We believe that 

healing, repair, repentance, forgiveness and reconciliation are always possible. We embrace innovation and 

transformation with the conviction that with Christ, every day, every task, every situation, every relationship brims 

with divine possibility. God is always at work in our lives.   

We trust in the loving purposes of God: trusting that the foundations of the world are good because they spring from 

God. Our hope is rooted in the love and faithfulness of God. We strive to equip our students with an awareness of the 

true value of things together with an understanding of the consequences of our thoughts, words and actions.  Christ’s 

sacrificial life and his teaching about love and humility may appear foolish by the world’s standards but, in reality, it 

expresses the Wisdom of God. 

SMSJ exists to enhance the future life chances and opportunities of our students, whatever their faith or starting point, 

by providing a centre of educational excellence at the heart of our community. Through hard work, resilience, 

perseverance and a commitment to our learning, we will create a hope-filled future. Our children will be equipped 

with the ambition, qualities, qualifications and values necessary to meet the challenges of an ever-changing world, 

knowing that ‘…with God, all things are possible’. 

OUR SCHOOL VALUES 

We have chosen 3 Christian values to build our work around and ensure we grow in body, mind and spirit. These values 

were chosen by consulting staff, children, parents and governors. We are guided by the example of Jesus and the ways 



 

 

in which his followers in the early church described how they tried to learn from him. Our values; Wisdom, Service 

and Hope, define us, strengthen our relationships, and provide guiding principles that enable us live out our vision. 

Purpose 

The purpose of this policy is to ensure that the most effective use is made of the school premises. We believe that 
our school should be a centre for lifelong learning and a resource for parents and the wider community. We 
recognise that the facilities could generate resources for the school, which will be used by governors to further the 
aims and objectives of the school. This policy sets out the criteria for making decisions on requests for use by 
external organisations.  

Roles and Responsibilities  

Finance & Premises Committee 

 Responsible for reviewing the Lettings Policy annually 

 To agree and submit the Policy to the Governing Body for ratification  

 Setting the terms and conditions of hire 

 To set the scale of charges 

 To review the scale of charges annually 

 Review reports for profit and loss 

 Write off bad debts 

 Adjudicate in disputes 

Principal / School Business Manager 

 To review the Lettings Policy annually  

 Review scale of charges annually in view of uptake, costs and benefit to the school 

 To take appropriate action to recover outstanding debts 

 To recommend write-off of irrecoverable bad debts  

 To authorise refund cheques for deposits / indemnities / cancellations  

 Adjudicate in disputes 
 

All applications to hire the premises shall be approved by the Principal and or School Business Manager, in accordance 

with the delegation given by the Governing Body. 

Lettings Administration 

 

School Business Manager / Lettings Administrator: 

 Ensure that use by external organisations does not degrade the standards of the facilities to the extent that 
they are no longer suitable for use by pupils 

 Consider the implications of all requests received for the health, safety and security of pupils and staff 

  Send a lettings booking form and terms and conditions of hire to the prospective hirer 

 Issue a booking confirmation form/Conditions of Hire for the let 

 Ensure receipt of Acceptance Advice Form/Hire Agreement 

 Ensure appropriate Public Liability Insurance is levied. Where the hirer has their own Public Liability Insurance, 
ensure they have sufficient cover (i.e. £2,000,000) and a copy of their policy is kept on file  

 Ensure VAT guidelines are followed 

 Manage the Lettings Diary 

 Request deposits where necessary 

 Ensure terms and conditions of the let are adhered to 

 Prepare relevant paperwork for cancellations of lettings and approve refund of payment 

 Prepare relevant paperwork and approve refunds of deposits / indemnity Deposits 

 Authorise the facilities staff overtime claim forms against the lettings diary/invoice 



 

 

 Raise a pre-numbered invoice and copy to the School Business Manager  

 Chase, collect and bank income prior to the let 

 Issue receipts (where requested) and keep a copy with the copy invoice  

 Issue additional invoice (i.e. if regular hirer, in accordance with agreed timetable) or credit note if necessary 

 Ensure receipt and banking of income at least ten days prior to let taking place 

 Responsible for preparing a termly report for review by the Resources committee 
 

Procedures 

Enquiries for the hire of the school premises are directed in the first instance to the School Business Manager.  At the 

start of each hire period the hirer is asked to complete a formal application form, setting out the facilities that they 

wish to use, the time that they wish to attend and the proposed dates on which they wish to use the facilities.   

 

For on-going lettings, a new application form is required at the start of each financial year.  The application forms are 

forwarded to the School Business Manager / Lettings Administrator who ensures that the facilities and dates are 

available.  A Hire Agreement is held for all regular hirers, see Appendix A. 

 

The School Business Manager / Lettings Administrator will ensure that the hirer holds their own public liability 

insurance with a minimum value of £2,000,000.  A copy of the insurance certificate must be obtained and passed to 

the Lettings Administrator for retention.  If the hirer does not hold their own insurance, a 10% charge will be levied 

to include them in the school’s cover (refer to Appendix A – Hire Agreement). 

Payment for accommodation is to be paid in full prior to the let taking place. Failure to pay the invoice and returnable 
deposit will result in the application for the let becoming cancelled. 
 
An indemnity deposit will be levied and will be returnable after the let provided that there is no damage and there is 

no necessity for additional cleaning.  In the event of either damage or additional cleaning, an invoice will be raised 

and the amount taken from the indemnity deposit.  The balance of the deposit will be refunded to the Hirer by 

cheque or in the event of neither the amount of the indemnity will be refunded in full.  Payment of all lettings 

engaged prior to 01/08/2018 will be banked to the Governors Funds.  All subsequent ‘new lettings business’, after 

this date will be banked to the school’s budget share account*.  This shall be reviewed on an annual basis. 

Note: Due to Covid_19 restrictions/ school closure during lockdown (23 March – 31 August 2020) and therefore the 

lack of income from lettings during this period, all income (after deduction of staff costs) generated from lettings for 

the Autumn term 2020 and to February half term 2021, will be banked to Governors Funds.  

The hirer will be given a full set of the terms and conditions (Appendix A).   

The Governors have discretion to grant concessionary rates in special circumstances. 

 

Signed: _______________________________Principal 

 

Signed: _______________________________Chair of Governors 

 

Date:_____________________________ 

 

Next Review Due: Autumn 2022 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


