
Administration & Marketing Service - The Details 

Our unique outsourced administration and marketing service takes away the hassle of generating and 

processing enquiries, managing customers and managing debt whilst keeping the client in complete 

control. Our knowledge and 13 year expertise in marketing and administering school lettings combined 

with our client’s operational knowledge of their buildings will deliver the most cost effective way to 

maximise school lettings. 

“In the time that Kajima Community have been working in partnership with the School, they have transformed our 
community provision and our standing in the community. They are professional and responsive to our needs and that 
of the community.” 

Jayne Bickmore, Business Manager, Beaumont Leys School 
 

What will we do for you? 

Marketing & Promotion 

1. Design and maintain a bespoke website for your school to market your facilities. It will be kept up 

to date and refreshed on a regular basis.  

2. Analyse the website traffic using Google Analytics allowing us to check the websites performance 

and to check that we are capturing as many potential hirers as possible. 

3. Using Search Engine Optimisations (SEO) techniques, we are able to improve the website rankings 

on Google searches.  

4. Website link building will draw web traffic is to build inbound links from reputable websites. 

Netmums.com, yell.com, hallshire.com etc… 

5. The team are adept in using social media to promote our community use activities in our schools 

across the UK.  This helps direct internet traffic to the schools community use websites.   

6. We will explore partnership opportunities with groups and organisations who would be 

interested in hiring the facilities.  These would include the Local Authority, Sports Governing Body 

contacts and other umbrella organisations. 

7. A ‘What’s On’ page on the community use website offers free advertising to clubs and groups 

who are looking to expand their users.  This is very attractive for hirers who are running the 

sessions as part of their own business e.g. http://ccs.schoolbookings.co.uk/whats-on .   

‘’We have been working with Kajima Community for over three years since the school opened. Westside is a small 

school with big ambitions and Kajima are helping to realise that potential. We currently retain their marketing 

services for a day a month to keep our community lettings enquiries coming in.’’ 

Anna Wyskok, Lettings Officer, Westside School 

 

Managing Bookings & Enquiries 

1.  All enquiries are dealt with courteously and promptly from Monday to Friday form 9:00am until 

5:30pm all through the year.  All enquiries will be logged and a database built up which is used for 

analysis and future promotions. A dedicated telephone line will be set up to take all community 

use enquiries and booking 

2. Liaise directly with the facility team at the school to arrange for potential hirers to go and view 

the facilities at a convenient time for all parties.  

http://ccs.schoolbookings.co.uk/whats-on


3. We have wealth of experience in managing and coordinating school lettings and are able to make 

initial assessments to check whether clients and activities are authentic and appropriate for a 

school setting.  If necessary we will request reference from other venues they have hired in the 

past. 

4. Manage the contracts of hire documentation and put in place the appropriate booking contacts 

for all clients through the online system.  Where necessary we will request the correct supporting 

paperwork such as insurances, coaching or teaching qualifications and DBS certification.  These 

will be available for the school to inspect. 

5. Any additional bookings by the school or changes by the client will be communicated to the site 

team. 

6. Advise clients of the most suitable space for their intended activity, types of flooring and 

equipment in the rooms will all be taken into consideration.  

7. Clients are required to accept terms and conditions and pay online before any booking can take 

place.   

8. Coordinate and manage special events in schools and as such are able to offer event advice and 

guidance to hirers who wish to undertake these types of bookings.  This extra service ensures that 

events run smoothly and to time and will eliminate unsuitable activities. 

9. Issue all hirers with emergency procedures and that they fully understand their role if this ever 

happens. 

‘’Kajima Community manage our clients in a very customer focused way and are mindful that we are a school and 

last minute evening school activities can take place. They also collect relevant documentation that we require 

from clients before they come onto site and share it with us.’’ 

Faye Cattermole, Facilities Manager, Carillion Integrated Services Ltd 

 

Invoicing & Payments 

10. Raise and issue invoices on a monthly basis and in advance.  The invoices that are raised are fully 

auditable and our system is unable to delete or amend invoices once they are raised.  All invoices 

can be viewed at any time by the school’s finance team by their log in to BookingsPlus. 

11. Our system includes a fully auditable credit note procedure which allows any cancellations or 

changes to be credited automatically. 

12. The service includes setting up an online payment system with different provider options. Cash, 

cheques and BACs payments are also possible. 

13. A proactive process for debt management which will minimise debtors.   

14. A regular assessment of market prices will ensure the school facility hire pricing is aligned to 

similar facilities locally and are competitive where necessary.   

15. Collect and coordinate any deposits for events. 

16. Reconcile payments as required in conjunction with the school’s finance department. 

‘’Not having to worry about the time consuming task of issuing invoices, collecting hire fees from clients and 

managing debtors certainly takes the pressure off our finance department.’’ 

 

Claire Griffin, Finance Manager, Wilbury School 

 

 



 

Communication 

1. Informative reports will be available to site teams, there is an option for the site team to log into 

the system and view the reports for themselves.   

2. Planned or reactive maintenance will be considered when booking facilities. This is most 

important over school holidays periods. 

3. Kajima Community have won national awards in the past for their excellent customer service and 

this is at the forefront of our services.  We will strive to ensure the highest customer service is 

given when taking and coordinating bookings.  We will also undertake customer surveys at 

regular intervals to ensure that this standard is being met. 

4. There is a page in every website that dedicates a section to publicising the community activities 

“The communication of new bookings and any chances of existing lettings throughout the school has improve 

greatly since starting with Kajima. The clients, site team and teachers have better visibility of the lettings and 

double bookings are a thing of the past.” 

Helen Chamberlain, Business Manager, Isaac Newton Academy 

 

 


