
 

 

APPLECROSS PRIMARY SCHOOL 

Community Use of School Facilities 

 

POLICY 

This policy is monitored regularly by school staff and reviewed annually.  It is guided in its intent by the 
Community Use of School Facilities and Resources in Public Schools policy.  We apply this policy at Applecross 
Primary School.  This document is the source for determining outcomes to procedural queries. 

Policy Review Date: June 2021 

RATIONALE 

Applecross Primary School prides itself on being an integral part of the Applecross community.  As such there are 
legitimate occasions where community groups will require a suitable venue in which to offer their services to 
members of the school community and also the wider Applecross community.  It is reasonable to assume that 
the facilities of Applecross Primary School may suit the requirements of such groups and that it is incumbent on 
the leadership of the school to consider any requests for the use of specific facilities that suit their requirements. 

* It is government policy that school facilities and resources are made available for community use.  Applications must be approved  by the principal and 

formalised by an agreement signed by the principal and a representative of the user group – Community Use of School Facilities and resources in Public 
Schools, November 2008 

In the case of Applecross Primary School the principal may choose to seek the advice of the School Board where 
an application could result in community concern.  When determining the suitability of an applicant the Board 
may take into account: 

 The intent of the applicant in relation to their proposed use of the facility. 
 The school’s current programs and their compatibility with the applicant’s intent. 
 Whether the applicant’s proposed intent has the potential to compromise the school’s values and 

strategic direction as outlined in the current Business Plan. 

In these cases the principal is not bound by the Boards advice but should take this into account when making a 
decision on an application for the use of school facilities. 

POLICY STATEMENT  

School facilities and resources must be made available for use by the community, TAFEWA colleges and any 
other potential users.  

Principals must not permit activities which are inconsistent with the educational aims of the school or which 
interfere with its operations.  

Applications for use of school facilities and resources must be approved by the Principal and formalised through 
a written agreement signed by the school Principal and a representative of the user group.  

Principals will consult with School Councils to establish the schedule of fees or charges to be applied for the hire 
or use of school facilities and resources. 

Community use of school facilities and resources can provide a number of benefits to the school and the 
community, including:  

 the development of positive perceptions about schools and learning; 

 the development of cooperation and goodwill in school, community and local government relationships; 

 increased community awareness of school activities; 



 the opportunity for schools to improve their curriculum and learning programs through access to a wider 
range of resources and talents in the community; 

 improved levels of security for the school through out-of-hours use; 

 the potential for increased financial returns to the school; 

 access for the community to a wider range of facilities and resources; and 

 more efficient utilisation of the community's large investment in school facilities and resources. 
 

It is important that the community perceives schools as being community buildings, and it is more likely that this 
will occur when schools make as many of their facilities and resources available as is feasible. – Community Use of School 

Facilities and resources in Public Schools, November 2008 

For the purpose of this document the Applecross Primary School facilities that may be made available for use by 
the community through the application of this policy are; 

 The school library * 
 The undercover area * 
 The Rosalie science room 
 The old principal’s house 
 The school oval * 
 
*subject to availability and out of school hours care access 

PRINCIPLES  

1. Collaborative relationships between schools and the community are to be encouraged. 

2. The utilisation of school facilities by community groups and educational providers is a legitimate and 
reasonable use of publicly funded facilities, enabling schools to better meet community expectations. 

3. Flexibility of approach is desirable in facilitating agreements between schools and TAFEWA colleges regarding 
use of facilities and the kinds of consumables and equipment that will be provided by the school for use by the 
TAFEWA College. 

4. TAFEWA colleges will have preferred customer status when schools are deciding about use of facilities. 
 

PRINCIPAL’S RESPONSIBILITIES 

Applications for use of school facilities and resources must be approved by the principal and formalised through a 
written agreement signed by the school principal and a representative of the user group (see Appendix A). 
Principals are authorised to enter into contracts for the supply of services (in this case the use of school facilities 
and resources) up to a value of $20 000.  

The principal must:  

 make premises available for the conduct of Commonwealth, State and Local Government elections and the 
conduct of emergency welfare exercises; 

 consult with School Councils to establish the schedule of fees or charges to be applied for the hire or use of 
school facilities and resources (Refer to 6.3Determining the Cost of Hire); 

 keep a record of all licences, accidents, damage; 

 deposit fees generated from the use of school facilities in the school bank account (refer to Financial 
Management in Schools: Finance and Accounting policy). 

 undertake a risk management assessment of the user group; 

 use professional judgement to ensure occupational health and safety needs are met for all users; and 

 clearly specify the security responsibilities to the users of school resources and facilities. 



The final authority for the extent to which TAFEWA colleges will have access to an individual school will rest with 
the school Principal.  

Changes to existing arrangements that enable TAFEWA colleges to access school facilities will be staged to ensure 
the impact is not onerous for the parties or TAFEWA clients.  

Principals and managers must confirm that all Department employees, volunteers, visitors and external providers 
in child-related work have applied for or hold a valid Working with Children Check in accordance with the 
Department’s Working with Children Checks in Public Schools policy. 

LICENCES  

Application for use of school facilities and resources by the community must be formalised through the issuing of 
a Licence for Use by the School (see Appendix B). In instances where the standard Licence for Use does not 
satisfactorily cover the requirements for a particular use, the Conditions of Use must be amended and referred to 
Asset Services Branch in central office. Copies of Licences for Use must be kept in the school to ensure that 
arrangements are continuous and available for the purposes of audit and data collection. 

Principals are authorised to enter into licences with a two year maximum duration. Licences must be reviewed 
and/or renegotiated at the end of this time.  

Licences over two years but up to five years must be signed by the Minister. The Minister has the option to renew 
the licence once or more than once and each not exceeding five years.  

To enable users to make appropriate plans for the future, Principals must advise users, at least one month before 
the expiry date, whether the Licence for Use can be renegotiated.  

Discretion must be used in use of the termination clause contained in the License for Use. Conditions under which 
the termination clause may be invoked are:  

 breach of conditions; 

 unforeseen essential school need for exclusive use of the facilities and resources concerned; and 

 situations where the activity engaged in by the user is detrimental to the school and its students. 

CONTRACTUAL OBLIGATIONS FOR USERS  

Users of school facilities and resources will: 
 

 meet clearly specified security responsibilities for the school’s resources and facilities; 

 immediately report any damage or accidents occurring during use to the principal or other authorised 
person; 

 be responsible for the costs of repair or replacement of equipment or damage to buildings or fixtures; 

 make an appropriate record of any report of damage or accidents occurring during use of school facilities 
and resources; and 

 provide report to the principal. 

INSURANCE  

An individual applicant must sign a licence as a representative of his/her group and be responsible for ensuring 
compliance with the conditions of hire.  

Incorporated groups and commercial users must show evidence of insurance cover and where possible, users are 
to be incorporated bodies (see Appendix C).  

High risk activities (eg. vigorous and challenging physical activities such as abseiling) must not be allowed without 
proof of insurance being provided (refer to Risk Management within the Education and Training Portfolio: Policy, 
Procedures and Guidelines policy). 



RISK MANAGEMENT  

Principal factors guiding the assessment of risk include:  

 age of the participants; 

 nature of the proposed activity; and 

 facilities/equipment to be used. 

In addition, the following factors are to be taken into account:  

 whether the group is local; 

 whether the group is known to the school; 

 the ability of the group to provide evidence of satisfactory use of other facilities; 

 whether the activity is one that should be permitted without insurance if the group has none; 

 whether the activity involves consumption of alcohol; and 

 the level of skill required to operate the equipment which it is proposed to use (refer to Risk Management 
within the Education and Training Portfolio: Policy, Procedures and Guidelines policy). 

DETERMINING THE COST OF HIRE  

Cost components of the fees could include power consumption, water, cleaning, insurance, administration, 
additional wear and tear and the use of specific items of equipment. As a minimum requirement, fees should at 
least meet the additional recurrent operating costs incurred through use of the facilities and resources.  

Further additional fees may be levied after the use of the facility. For example, a fee would apply where 
additional cleaning is necessary, or when security or other personnel are called out to secure the school buildings 
because the user has failed to lock up the premises or re-set an alarm system. When setting a fee, account should 
be taken of the following factors:  

 value of the activity to the community and school; 

 nature of the intended use, including degree of wear and tear on the facility and/or use of equipment and 
resources; 

 access times required; 

 set up and restoration time; 

 opening and closing fees; 

 size of the user group; 

 capacity of user to pay; 

 storage of special equipment; 

 comparability of fees charged by other providers within the local community; 

 any additional administrative staff time which may be necessary; and 

 category of user, eg commercial or charitable  

In addition, professional development to assist schools and community members in organising wider community 
use of facilities may be made available, and it is strongly advised that schools consider this cost in determining 
fees.  

FEES AND USER CATEGORIES  

In preparing advice to the School Council about recommendation for charge for use of facilities and services, 
schools may find it helpful to consider categories of users. Within each category, fees could be varied according 
to the type of use and other factors. The following categories of users could be considered when developing 
recommendations for charges for use:  

 OTHER GOVERNMENT AGENCIES, INSTRUMENTALITIES AND DEPARTMENTS OR BRANCHES OF THE 
DEPARTMENT OF EDUCATION AND TRAINING 

As a minimum, charges could cover direct costs and be based on unit area rental costs for office space in 
the locality. The Commonwealth Electoral Commission may pay a small fee for use but no charge can be 
levied for use by the State Electoral Commission. 



 TAFEWA 

Three fees levels have been established to reflect diversity in the types of school facilities that may be 
utilised by a TAFEWA college. It is recommended that the school and TAFEWA College agree on the most 
appropriate cost recovery rate for the particular facility being used, taking into account maintenance and 
replacement costs for any specialised school equipment and consumables that may be used. 

 ORGANISATIONS WHICH PROVIDE A SERVICE OF DIRECT BENEFIT TOTHE SCHOOL OR COMMUNITY 

(e.g. Neighbourhood Watch, Safety House, the Parents and Citizens’ Association and disaster management 
agencies). These organisations may be considered as fee exempt. 

 NON-PROFIT OR CHARITABLE COMMUNITY SERVICE ORGANISATIONS 

(e.g. Those which have a community support focus, like child support and various welfare groups, and are 
likely to rely largely on the financial support of others). Fees charged for use by these groups could be 
structured to cover essential costs such as electricity, gas and water. Schools may wish to waive fees for 
groups such as these or accept a donation of funds or service in lieu of fees. 

 LOCAL GOVERNMENT 

Fees may be negotiated through 'user pays' principles. 

 NON-PROFIT ORGANISATIONS 

(e.g. sporting and recreational bodies, cultural and hobby groups). This category is generally self-funded. 
The primary reason for their existence is to cater for the needs of members. Fees charged may be based on 
a user pays principle. 

 COMMERCIAL USERS 

(e.g. fitness classes and the staging of a sporting event). The fees charged to these users could be based on 
a user pays principle with limited concessions.  
It is advisable, if possible, to collect fees in advance. 

 

BASELINE HIRE COSTS APPLECROSS PRIMARY SCHOOL FACILITIES 

The baseline costs to hire facilities at Applecross Primary School that have been deemed suitable for hire are set 
out in the table below.  

 

* The length of a day (for the purpose of definition in this context) is anything more than four hours.  The cost of hire for 
times shorter than this will be charged on an hourly basis, where the rate is determined at the discretion of the Principal 
and Manager of Corporate Services. 

* The rates outlined in the table above are subject to review on an annual basis. 

 

 

Facility Hire Cost/Day* Hire Cost/Week 

School Library $297.90 $1,489.50 

Undercover Area $297.90 $1,489.50 

Rosalie Science Room $297.90 $1,489.50 

Old Principal’s House $297.90 $1,489.50 

Oval $80 $400 



CHECKLIST FOR SCHOOLS 

The Licence for Use sets down terms and conditions for use of school facilities but many schools will have their 
own particular requirements to be met by user groups. These should be made clear when arrangements for use 
are being made. 

The following checklist has been devised as a ready reference guide for schools in the management of community 
use of school facilities. It provides reminders and prompts and is intended to act only as a guide.  

 Is the proposed use in line with school policy? 

 Does the user group meet school policy with regard to issues like supervision, are they known to the school, 
local group, past history of use, etc? 

 Will the group be fee paying? 

 Has a hire charge been set/agreed? 

 Has a Licence for Use form been completed? 

 Has the user group been informed about the rules governing use? 

 Does the group have special furniture needs? 

 Should the group be providing its own insurance? 

 Have keys/security arrangements been negotiated? 

 Have cleaning and rubbish removal requirements been negotiated? 

 Have issues about bonds, fees payment and review of fees been negotiated? 

 Have relevant school personnel been consulted about the proposed use? 

 Have relevant school and community personnel been consulted in relation to policy and procedures on school 
security? 

 Has the school appropriate lighting for access points, the playground and any other designated recreational 
area? 

 Does the school have emergency lighting? 

 Has use of toilet facilities been arranged? 

 Have the facilities to be used been inspected and their condition agreed? 

 Has the user group been advised to seek legal advice regarding police screening of supervisors to assist in the 
prevention of child sexual abuse? 

CHECKLIST FOR USERS 

Users of school facilities agree to abide by the terms and conditions set down for use when they sign the Licence 
for Use form. However, schools may find it useful to provide a set of rules or guidelines to users as a reminder 
about the agreed arrangements 

When formulating rules, the following items could be considered for inclusion:  
 Keys 

 deposit 

 contact person nominated 

 times specified for return. 

 insurance 

 lights/heaters 

 responsibility for turning on/off 

 cleaning/rubbish removal 

 particular requirements 



 leaving areas as found 

 movement of furniture from other areas 

 care to be taken when moving furniture 

 times of access 

 rules about alcohol and tobacco 

 rules about clothing/footwear for use of particular areas 

 special rules for particular areas 

 consumption of food or drinks 

 care of floor surfaces, eg no cereals or liquids on gym floors 

 storage 

 availability 

 need for user to provide their own 

 use of telephones 

 availability 

 specified phone for emergency use 

 emergency procedures 

 evacuation procedures 

 person to contact in case of emergency 

 parking 

 areas available 

 areas in which parking is prohibited 

 security 

 alarm routines 

 security lighting activation 

 bond in case of call out 

 photocopier/facsimile use 

 availability/conditions for use 

 supervision 

 of children accompanying adults 

 responsibility for activities of accompanying adults/children 

 materials/equipment out of bounds. 
 

DOCUMENTATION  

 

Documentation relating to the official agreement between the applicant and Applecross Primary School will be presented to 
the applicant upon beginning the formal licencing process. 

Document A – INSTRUCTIONS AND RISK ASSESSMENT 
Document B – DEED OF LISENCE 

 

 

 

 

 

 

 

 


