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‘Each person is a unique creation of God. All of us are gifted.  Every aspect of what we think and do should be based upon the Gospel values of Peace, Justice, Truth and Love.’ 
Lettings Policy

1)
The Governors have agreed to hire out the facilities at Nicholas Breakspear Catholic School to appropriate organisations and individuals

2)
The letting of the facility should not cut across any school commitment or need.  Priority will be given to the Friends of Nicholas Breakspear School and church needs, subject to their being no existing commitment.

3)
Daily control of School Lettings is the responsibility of the Finance Manager under the School Business Manager, who is authorised to negotiate fees within the limits determined by the Governing Body.

4)
The Finance Manager is responsible for maintaining records for each organisation/individual leasing Nicholas Breakspear Catholic School premises.

5)
Income from lettings is credited to Nicholas Breakspear Catholic School’s current account for public funds.

6)
The decision whether or not reductions or additions to charges are required is made by the School Business Manager.

School Lettings Procedures

SINGLE LET WITH PRIOR NOTICE

a) When an enquiry is received an Application for Hire of Premises Form, Price List and Terms and Conditions and Indemnity Form are passed to the applicant for completion.

b) When the Application for Hire of Premises form has been returned and approved by the Headteacher (Add) or School Business Manager with his/her signature, the School Business Manager will write to the requester confirming the letting and details as follows:

i) Date and time

ii) Facilities

iii) Cost

iv) Any additional facilities provided by Nicholas Breakspear Catholic School, or requirements made of the letting organisation/individual

v) Details of Insurance

The hire charge includes the use of toilet facilities and one car park which may be used subject to the Terms & Conditions of Letting.

c) Details of the letting are recorded in the Lettings Book.

d) Payment is due within 2 weeks of the letting. The Finance Manager raises and sends a Sales Invoice and the debt is recorded on the Aged Debtors file. Any damage caused by the hirer will be added to the invoice. Cancellations must be received one full week before the letting or a charge will be incurred.

e) When payment is received the Finance Manager records this on the accounting System.

f) Outstanding payments are to be brought to the School Business Manager’s attention at monthly reconciliations.

SINGLE LET SHORT NOTICE

The documentation contained in the above still applies. However, once the School Business Manager has agreed the charges payable, a letter confirming the let will be sent immediately and the hirer is required to confirm the arrangement in writing.

ONGOING LONG TERM ARRANGEMENT

The procedures and documentation outlined under “Single Let With Prior Notice” apply. Additional information on the period of the let should be completed on the Application for Hire of Premises Form.

Regular users of School facilities may, at the discretion of the School Business Manager, be allowed reduced rates for a block hiring of premises. They will be invoiced monthly in arrears, to allow for reductions in charge if the facilities were not used. Any reduction is only made if the user has provided four days notice of the cancellation. Any damage caused by the hirer will be invoiced on the next invoice.

ADULT EDUCATION USE

Arrangements for use of the premises by Adult Education classes are made prior to the start of the academic year. 

Authorisations and Segregation of Duties


Document
Finance Manager

Arrangement and documentation
School Business Manager


Acceptance of let
Headteacher / School Business Manager


Rate charged
School Business Manager


Collection of debts
Finance Manager


Processing income
Finance Manager

Reconciliation/bad debts
School Business Manager
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