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Lettings Policy  
 
 

Responsibility of: Resources Committee   
Date of Policy: November 2021 
Date of Review: July 2023 
 

Mission Statement 
 

We provide an inclusive, positive environment in which we nurture and empower our 
children to develop life-long learning skills. This enables them to grow into reflective, 
successful and well-rounded individuals in our global community. 

AIMS 

The Lettings Policy has the following aims: 

• To ensure that the use of the school buildings is maximised, but not detract from the 
normal running of the school, or compromise the security of the pupils, staff or 
school.  

• To generate income for the school where lettings are to non-charitable 
organisations. 

• To develop links between the school and the local community 

• To benefit local community groups, in particular those associated with the school in 
some way. 

 
1. The Governing Body is responsible for the control of the school premises outside of the school 

day, subject to any direction from the Local Authority. The Governing Body has a duty to 
consider the desirability of school facilities being available for wider community use. This policy 
sets out the extent to which the school is available for such use, and some principles relating to 
that use, some of which may be set out as more detailed conditions in lettings agreements. 

 
2. All lettings are at the discretion of the Head Teacher in consultation with the school Governors. 
 
3. Areas available for lettings are the school hall, classrooms, playground and field.  
 
4. Use of the kitchen requires prior consent of the school meal contractor. Obtaining such consent 

is the responsibility of the hirer. Hirers are also advised that they are not allowed to prepare, 
produce, sell or dispense any food product that may contain nuts, or traces of nuts, in the 
kitchen because of the high risk to nut allergy sufferers. 
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5. The Governing Body will secure that reasonable steps are taken to ensure that, in reviewing the 
extent to which the school facilities are made available for community use through lettings, 
those facilities are equally accessible to people with disabilities. 

 
6. In the case of external lettings there will be no admittance to the school except by prior 

agreement. 
 
7. All the lettings times are to include clearance and vacation of the premises. Any extensions are 

to be negotiated with the Finance Officer and/or Office Manager and Site Controller 
beforehand.  

 
8. School use will always be given priority, followed by activities that complement and support the 

purposes of the school. Use of the school may be refused for activities that may be prejudicial 
to the main purpose of the school, or which are contrary to the policies and ethos of the school. 

 
9. The school is not licensed to hold music and dancing functions with tickets on sale to the 

general public. 
 

10. Licensed bars are to be approved by the Resources Committee of the Governing Body. The 
licence is to be obtained by the hirer and shown to the Finance Officer at least 2 school days 
prior to the hire. 

 
11. Lettings charges will be set at a level to cover the school’s additional overheads (including 

heating, lighting, caretaking, administration, maintenance, cleaning and repairs) arising from 
the extra use of the school's premises, plant and equipment. Charges may also incorporate a 
marginal element of profit, which will be used to support the main educational purpose of the 
school. Some lettings and hire charges will be subject to VAT. In addition, the school reserves 
the right to charge a cleaning deposit of £100.00. This will be refunded after the school has 
been inspected and confirmed that it has been left in a satisfactory condition. Long term 
lettings may be offered a regular hirer discount up to 10% at the discretion of the head teacher 
provided that all the school’s costs remain covered. 

 
12. Hirers will normally be invoiced two weeks in advance of any booking and settlement is due 7 

days after the invoice date.  Rates may be discounted for regular lettings.   
 
13. The current scale of charges is appended to this policy statement, and both shall be available 

from the School Office. The charges are subject to annual review by the Resources Committee 
of the Governing Body.  

 
14. The following bodies will be permitted lettings at less than the full charge or no charge: 

• Meetings of, or organised by, the Governing Body and its Committees 
• Events organised by, or meetings of, the PTA, whose principle aim is to assist in raising 

funds for the school 
• Charitable organisations 
• Community use 
• Providers of holiday camps can potentially be charged at a rate per pupil and/or per 

session to be agreed on a case by case basis. 
• Providers of after school clubs will be charged a nominal letting charge and an admin 

charge for the school orgainising registers, collecting money for the club etc. 
 

This list will be subject to review by the Head Teacher in consultation with the Resources 
Committee of the Governing Body. 

 



 

  Page 3 of 5 

15. A risk assessment will be completed by the school and passed to the hirer for their review, 
agreement and signature PRIOR to commencement of the letting. A letting is not confirmed 
until a signed risk assessment and a completed booking form have been received and approved 
by the Head Teacher. Cancellation of a confirmed booking may result in a cancellation fee. 

 
16. The hirer will be responsible for ensuring that all activities take place in a safe manner and 

ensuring that a qualified instructor/supervisor is present during all sessions that are considered 
to be of a hazardous nature, or where the club/organisation is for children or young people. 

 
17. The school is committed to safeguarding and promoting the welfare of children and young 

people and expects hirers and their representatives to share this commitment. The Governors 
require that for all hirings involving groups working with children, an appropriate level of 
disclosure has been obtained from the DBS for the individuals working on the school premises.  
Where a DBS disclosure includes convictions, or other relevant information, the hirer is required 
to undertake an assessment of risk to determine whether that individual is suitable to work 
with children and young people. 

 
18. The behaviour and safety of persons on the premises for any letting are the responsibility of the 

hirer, who will manage the suspension of adults from the school site where necessary. 
 
19. The Governing Body shall not be responsible for any losses or damage to any property arising 

out of the letting. 
 
20. The hirer shall be responsible for all damage or loss to any fixtures, fittings, sports or other 

equipment or property occurring during the period of the hire, and must notify the school’s 
representative at the earliest opportunity of any defect or damage occurring. 

 
21. The hirer must be familiar with the emergency procedures for fire and be competent in an 

emergency.  The hirer must: 

• Ascertain the location of alarm points. 

• Be able to recognise the fire alarm. 

• Familiarise themselves with the exits from the building. 

• Note the location of external telephones and how to access external lines. 

• Brief users on emergency procedures. 

• Ensure that in an emergency, persons leave the building in an orderly manner, the 
person in charge leaving last. 

• Following an evacuation, conduct a roll call and notify the emergency services of any 
missing or suspected missing persons. 

21.    The hirer is responsible for: 

• Sounding the alarm in the event of discovering a fire or another emergency. 

• Summoning the emergency services. 

• Advising the emergency services. 

• Liaising with school staff or site controller 

• Safety of all persons on the premises during the letting 

22. The hirer is responsible for the adequacy, suitability and safety of all equipment brought onto 
the premises. 
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23. The hirer will make appropriate arrangements for any necessary first aid cover.  

24. The school reserves the right to terminate lettings if the person or group making the letting 
does not respect school premises and property, or if the terms of the letting agreement are 
broken. 

25. Persons causing a nuisance or disturbance on Education Premises may be removed by the 
Head Teacher or staff acting on the authority of the Head Teacher or Chief Education Officer 
and may be prosecuted under Section 547 of the Education Act 1996. 

26. Smoking is not permitted on the school premises. This covers the smoking of cigarettes, e-
cigarettes, cigars and pipes in line with the school’s no-smoking policy. 

27. The hirer should be aware that the car park at the school is not illuminated and therefore care 
must be taken when driving to and from the site. 

28. All persons or organisations wishing to enter into lettings must satisfy the school that they 
have appropriate Third-Party Liability insurance cover.  

29. No product that may contain nuts, or traces of nuts, are allowed on the school premises.  

 

Staff/Governor Responsibilities  

It is desirable that the member of staff or Governor opening and closing the school for lettings 
ensures that they remain on site at all times during the letting itself. This ensures that someone is 
available if a need arises by the hirer and also that unauthorised persons are not allowed access to 
the site during this time.  

However, where the hirer is a regular user of the school it may be the case that keys for the letting 
are made available to the hirer (who will be designated a ‘Trusted Keyholder’) and on those 
occasions the requirements above are to be met by the hirer.  
 

 
 
 

Approved by Governing Body  
 
    
 Chair of Governors  Date  
 
 
    
 Head Teacher Date  
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Appendix 
 
Letting charges as at 16.11.2021 
 

 
 
Part of School 

 
 
Rate (£) per hour 

Classroom £24.00 
Hall £35.00 
Hall and classrooms £35.00 + £12 per 

room  

Field £35.00 
Playground £35.00 
All internal areas £85.00 
Whole school inc external 
areas 

£100.00 

 
 
 
 
 
 
 
 
 


