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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/carers and 
the wider community. We recognise that the facilities could generate resources for the school. This 
policy sets out the criteria for making decisions on requests for use by external organisations. 
 
Introduction 
The Governing Body recognises the role of the school within the community and welcomes the use of 
the school’s premises for a variety of community and leisure purposes for the benefit of the whole 
local community. The education of children is the prime purpose of our school, however we believe 
education is a lifelong process which should be open and accessible to all.  Use of the school 
premises by the school, or on behalf of the school (e.g. Barons Court Fundraising Committee) are not 
subject to the charging elements of this policy. 
This policy sets out the facilities available, the charges and the responsibilities of the Governors and 
users when the school premises are hired.  
The use of our school premises at all times other than during the school day is under the control of 
the Governing Body of our school (Education Act 1986, sect.42 no.2) and this Lettings Policy 
operates within the framework of our Equal Opportunities Policy.  
The Sex Discrimination Act 1985 and the Race Relations Act 1976 apply throughout this policy and 
will be adhered to throughout all stages of our lettings procedures. Having regard to our duty under 
the Race Relations Act 1976 (but without prejudice to our duties under the Representation of the 
People Act 1983) the Governing Body will not let the school premises to organisations whose purpose 
is, amongst other things, to encourage racial discrimination and/or disharmony between persons of 
different racial groups, or are otherwise involved in activities prejudicial to good race relations. 
In deciding whether or not to let our premises the Governing Body will also have regard to the 
likelihood of any damage being caused to the premises, or neighbouring premises, and any nuisance 
that may arise, as a result of accepting the booking. In any event, the Governing Body reserves the 
right to require a reference from a Local Authority or other reputable hirer, before any booking is 
accepted.  
We will consider letting to any group able to comply with the terms and conditions outlined in this 
policy and the decision making process may be delegated to the Senior Leadership Team at the 
discretion of the Governing Body. The Governing Body delegate the authority to agree a subsidy for 
any proposed letting to the Headteacher.  The Headteacher may approve a subsidy in line with the 
agreed scale of charges, which will be reviewed by the Full Governing Body.   
 
Aims 
We aim to: 

• Make sure the school’s premises and facilities can be used, where appropriate, to support 
community or commercial organisations. 

• Allow the hiring of the premises without using the school’s delegated budget to subsidise this. 

• Charge for the use of the premises to cover the costs of hire and, where appropriate, raise 
additional funds for the school. 

• Not let any hiring out of the premises interfere with the school’s primary purpose of providing 
education to its pupils. 

 
Definition of a Letting 
A letting may be defined as: “Any use of the school buildings and ground by parties other than the 
school and its partners. This may be a community group (such as a local music group or football 
team), or a commercial organisation (such as the local branch of ‘Weight Watchers’)”. A letting must 
not interfere with the primary activity of the school, which is to provide a high standard of teaching and 
learning environment for all its pupils. Use of the premises for activities such as staff meetings, 
parents’ meetings, Governing Body meetings, school performances, BCFC fundraising events, out of 
school hours learning support activities or any other extended services which support the raising of 
attainment and achievement, fall within the corporate life of the school. Costs arising from these uses 
are therefore a legitimate charge against the school’s delegated budget. 
 
Categories of Lettings 
The Governing Body has agreed to define lettings under the following categories: 
i. Community and Leisure Learning (e.g. adult education). 
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ii. Private (e.g. Children’s parties). 
iii. Commercial Lettings. 
 
Availability of Premises 
Designated areas within the school are available for hire unless required by the school. Available 
areas the school will permit the hire of are the Main Hall, CLIC  and the Playground.   
 
Charges 
The Governing Body is responsible for setting charges for the letting of the school premises. 
A charge may be levied in order to cover the following: 

• Cost of services (heating and lighting); 

• Cost of staffing (additional security, caretaking and cleaning) - including “on-costs”; 

• Cost of administration; 

• Cost of “wear and tear”; 

• Cost of use of school equipment (if applicable). 
Where there are multiple lettings taking place at the same time, the costs for services and staffing will 
normally be shared between the organisations/partners involved. The specific charge levied for each 
letting will be reviewed by the Full Governing Body. This review will preferably take place during the 
Summer term, for implementation from the beginning of the new academic year. Current charges will 
be provided in advance of any letting being agreed. A charging tariff may be established to ensure 
that access is affordable for particular individuals and groups. For the purpose of charging, the 
Headteacher and the Finance Manager are empowered to determine to which group any particular 
individual or organisation belongs. They are also able to offer any discounts or agree a subsidy for 
any lettings, as they deem appropriate. The basis of charging will be determined by the purpose for 
which a letting is arranged. The school is constrained by law to apply value added tax to all 
transactions where this is appropriate. The letting of rooms for non-sporting activities is exempt of 
VAT, whereas sports lettings less than a ten week block are subject to VAT. The minimum hire period 
will be one hour. The school reserves the right to require a deposit over and above the hiring charge 
as a security against damage to the premises (including any equipment) or the premises being left in 
an unacceptable condition necessitating their incurring additional cost for cleaning, caretaking or other 
expenses. The school will seek to recover any cost incurred by the school that are unavoidable and 
result directly from the cancellation of a letting. The capacity and rates for hiring out different areas 
are listed in the schools letting application form which is located on the school website.   
 
Management and Administration of Lettings 
The Headteacher is responsible for the management of lettings, in accordance with the Governing 
Body’s policy. The Headteacher may delegate all or part of this responsibility to other members of 
staff (e.g. Finance Manager) whilst still retaining overall responsibility for the lettings process. 
If the Headteacher has any concern about whether a particular request for a letting is appropriate or 
not, she will consult with the Chair of Governors, who has been given delegated authority to 
determine the issue on behalf of the Governing Body.  
 
Application Procedures 
Those wishing to hire the school premises should approach the Finance Manager. Details of charges 
and conditions of use should be given or referred to. An Initial Request Form, a copy of which is 
located on our website, should be completed at this stage with the terms and conditions of hire read 
through this policy document. A record of all enquiries should be kept on file. We reserve the right to 
decline any applications at our absolute discretion, in particular where the organisation does not 
uphold the values of the school, or reputational damage may occur.  
a) Application forms, available from the school or via the school website, should be submitted to the 

Finance Manager at least six weeks before the first day of the proposed letting. In the case of 
block bookings, eight weeks’ notice should be given. The person signing the application form will 
be considered to be the Hirer. The Hirer is responsible for all aspects of the letting. The booking 
acceptance will be confirmed by the Finance Manager within two weeks of the booking. A signed 
application form does not guarantee the booking will be accepted. No public announcement of 
any activity or function taking place should be made by the organisation concerned until the 
booking has been formally confirmed. 
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b) All applications will be considered on their merits, taking into consideration the suitability of the 
activity, no lettings will be approved to a person under the age of 18 or to any organisation or 
group with an unlawful or extremist background. The Governing Body reserves the right to: 

• Refuse applications without giving a reason. 

• Have a representative present at any function. 

• Terminate any activity not properly conducted. 
c) By signing the application form, the person signing is acknowledging and agreeing to adhere to all 

aspects and conditions of our school’s Letting Policy. The letting should not take place until the 
signed application form has been returned to the school and counter-signed by the Headteacher. 
If requested the hirer must provide evidence of relevant insurance policies before a booking will 
be confirmed by the Headteacher.  

d) When the letting has been confirmed, payment must be made to the school, prior to the use of the 
premises. In the case of a regular booking, payment will be required at the end of each half term. 

e) Any requests for amendments to the booking must take place at least 14 days prior to the date of 
the letting. The hirer must not presume that any amendment will automatically be agreed. 
Confirmation of any amendments will be sent to the hirer in writing. 

 
Booking Times 
a) There will be no access to the premises before the commencement of the period. Hirers must 

allow sufficient time for preparation before the event when booking the time of the letting. 
b) Hirers must have left the premises by the end of the booked period. Sufficient time must be 

included to allow for clearing away and for all participants to leave the premises by the end of the 
booked period. 

c) Availability of premises is negotiable. Please contact the school to find out the current hours of 
access. 

 
Cancellations  
a) The Governing Body must be notified of any cancellation at least 3 weeks prior to the date of let. 

However, notification at the earliest possible time is appreciated.  
b) Where notification is given to the Governing Body at least 3 weeks prior to the date of the letting, 

the booking charge will be refunded in full apart from the set administration charge.  
c) Where notification is given to the school between 1-2 weeks prior to the arranged date of the 

letting, the hirer will be entitled to a 50% refund only.  
d) Where notification of cancellation is given less than 1 week prior to the arranged date of the 

letting, the hirer will not be entitled to any refund.  
e) Where a cancellation is made by the Governing Body of the school, the hirer will be entitled to a 

full refund. The Governing Body will endeavour to notify the hirer at the earliest possible moment, 
however, no guaranteed period of notice can be offered. Regardless of when notification is given 
to the hirer, the school shall not be liable for any indirect or consequential losses, including 
(without limitation) any loss of profits, loss of business or the loss of any revenue arising out of the 
cancellation of any hire.  

The Governing Body may cancel any permission granted to use the premises if: 
1. Any damage has been caused to the premises or to any property of the council thereon by reason 

of any previous use of the premises by the person or body now wishing to use the premises. 
2. If breaches of the requirements of the Local Authority’s licensing conditions or of the justices in 

connection with public dancing, music or other public entertainment’s occur. 
3. For any reason, the Governing Body deems it necessary or expedient to cancel the license or 

permit. 
4. In the consequence of any outbreak or prevalence of infectious diseases. 
5. If, for any reason, the school is closed, no compensation shall be payable to the hirer or any other 

person by reason of any such cancellation.  Any fees paid to the Governing Body in respect of a 
permit which is subsequently cancelled will be refunded unless the cancellation is by reason of 
damage having been caused. 

6. The Governing Body of the school reasonably believe that an act is likely to be done in the 
premises which will contravene the Equality Act 2010: Public Sector Equality Duty. 

7. A person under the age of 16 years is not permitted on the premises without adequate adult care 
and supervision. Hirers are responsible for: 

• Age appropriate ratios of supervision for children attending activities or events.  
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• Appropriate parental supervision of any children on site as a result of, but not directly involved 
in the activity or event.  

8. The hirer enters into any areas of the school not detailed in the letting form. The right of access to 
all parts of the school premises whether or not included in the permission for user is reserved to 
the Governing Body or any member of the school staff and the hirer shall not obstruct or interfere 
with this right. 

9. Alterations or additions to the electrical installations at the school are made without previous 
consent in writing to the Governing Body. Any such alterations and additions as may be 
authorised shall be carried out in accordance with the direction and to the satisfaction of the 
premises team and shall be reinstated forthwith at the expense of the hirer to the like satisfaction. 

10. Additional staging, curtaining or scenery is erected without the previous consent in writing to the 
Governing Body. Where any use involves the erection and/or dismantling of a stage, or staged 
seating this will be carried out by the hirer at his/her expense under the supervision of the 
premises team. All such curtaining or scenery must be flame retardant.  Stage scenery and other 
effects must neither be brought on to the school premises nor taken away while the school is in 
session except with the express permission of the Headteacher. 

11. Furniture, including chairs, are removed from the school premises.  
12. Advertising is placed in any area of the school premises without the direct permission of the 

Headteacher. 
 
Conditions of Booking 
The use of our school premises is permitted by the Governing Body on the understanding that the 
following rules are adhered to at all times. Once you, the Hirer, have accepted a permit to use the 
school premises, you are automatically bound by all terms and conditions of usage of the premises. 
The Governing Body have the right to vary these terms and conditions at any time. 

• The person signing the application form, on behalf of their organisation, (then known as the Hirer) 
is personally responsible for ensuring that all terms and conditions of our Lettings Policy are 
adhered to. They are expected to be present for the duration of the hire. Should they be unable to 
attend, the Governing Body should be informed in advance and in writing of a substitute 
responsible adult.  

• The requirements of the school Governing Body on or in connection with the issue of licenses for 
public dancing, music or any public entertainment must be strictly fulfilled.  As those licenses lay 
down stringent regulations, the hirer must study the regulations of the Local Authority on the issue 
of licenses for such purposes. A copy of the regulations and requirements can be obtained on 
application to the Local Authority.  

• A hirer who is organising events for children must have regard for the requirements of The 
Children Act 1989. 

• If the hirer is a commercial organisation or a registered club they shall indemnify and keep 
indemnified the respective bodies and persons from and against all loss and damage which the 
school may sustain or incur by reason of the permission to use the premises or otherwise arising 
out of or in connection with such user, including cost of replacement and reinstatement and the 
damage to the property of, or the bodily injury or death of any person or persons. Personal 
Liability Insurance should be for no less than £5,000,000 and a copy of insurance documentation 
should be submitted with the letting application form.  

• The Governing Body will not accept responsibility for any loss of or damage to any property 
owned by any person using the premises during the period of the letting.  Property shall be 
brought on to the premises at the sole risk of the owner.  

• The hirer must make sure that all users are aware that they are solely responsible for the security 
of their personal property, and should put a sign up to this effect.  If tickets are issued for any 
event, this statement should also be printed on the ticket.  

• The hirer is responsible for informing the Governing Body, of any person sustaining injury or loss 
on the school premises during the period of the letting.  Detailed information must be presented in 
writing to the Governing Body within 24 hours of the event.  Any further information required by 
the Governing Body must be made available on request. 

• No intoxicating liquor shall be brought or consumed on school premises or any part thereof 
without prior permission of the Governing Body.  It is the responsibility of the hirer, on behalf of 
the recognised organisation, to obtain any necessary license for the sale of intoxicating liquor. 
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• The use of any preparation or material for the purpose of preparing a floor for dancing is not 
allowed, as this may make the floors dangerous for normal use.  The safe condition of the floors 
shall be deemed acceptable to the hirer after inspection and will remain the hirer’s responsibility 
during the letting. 

• It is the responsibility of the hirer to ensure that any area of accommodation used in the course of 
the letting is left in the condition in which it was found and is maintained in a safe condition during 
the letting. 

• It is the responsibility of the hirer to ensure that only areas of accommodation included in the 
letting form are used. Unauthorised use of any other areas of accommodation is strictly 
prohibited. 

 
Safeguarding and Child Protection 
We are dedicated to ensuring the safeguarding of all of our pupils at all times and it is the 
responsibility of the hirers to ensure that safeguarding measures are in place whilst hiring our 
facilities. Any organisation submitting a lettings request involving working with children and/or young 
people must submit to the school a signed copy of their current Safeguarding Policy. Before agreeing 
to any letting the Headteacher will satisfy themselves that the organisation has appropriate 
procedures in place for safer recruitment, including (but not limited to) the taking up of checks through 
the Disclosure Barring Service (DBS). The Governing Body will require evidence of appropriate 
qualifications for hirers using facilities for specific activities, such as sporting activities and relevant 
qualifications.  All hirers must state the purpose of the hire. Each application will be vetted and any 
concerns will be reported to the Headteacher prior to approval. When determining whether to approve 
an application, the Headteacher will consider the following factors: 

• The type of activity. 

• Possible interference with school activities. 

• The availability of facilities. 

• The availability of staff. 

• Health and safety considerations. 

• The school’s duties with regard to the prevention of terrorism and radicalisation. 

• Whether the letting is deemed compatible with the ethos of the school. 
An application will not be approved if it: 

• Is aimed at promoting extremist views. 

• Involves the dissemination of inappropriate materials. 

• Contravenes the statutory Prevent duty. 
The school Finance Manager will file an incident report form if they have reason to believe that the 
letting has been used for political purposes not previously authorised, the dissemination of 
inappropriate material or any other purpose that contravenes the Prevent duty. Where an individual or 
group is found to be promoting views in contravention of the school’s Prevent duty, the person or 
group is guilty of an offence, under the Education Act 1996, and liable on summary conviction to a 
fine. In addition, the school will contact the Police who will remove the person or group from school 
premises. 
 
Personnel 
The person signing the application form, on behalf of their organisation, (then known as the Hirer) is 
personally responsible for ensuring that all terms and conditions of our Lettings Policy are adhered to. 
They are expected to be present for the duration of the hire. Should they be unable to attend, the 
Governing Body should be informed in advance and in writing of the substitute responsible adult. 
 
Security of the Premises 
Entrance to the school will be via the Main Entrance, which will be opened by the school at an agreed 
time. For security reasons, the school keys will not be available to the Hirer. It will be the responsibility 
of the Hirer and site staff to ensure that the school premises are secure during the time they are in 
use, i.e. ensure that the Main Entrance gate is closed when all members of the group are inside. The 
Headteacher will hire and pay for a person to be responsible for the security of the premises before, 
during and after the hire, and for the cleaning of the premises after its use. This cost will be included 
in the charge for the letting. If no suitable person can be employed, then the letting will not be allowed 
or will be cancelled. Only named key holders may operate the security system.  
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Use of Facilities 

• Any movement of furniture required must be undertaken by the Hirer under the direction of the 
premises team. No furniture/apparatus is to be used without prior permission. The Hirer will be 
responsible for the proper use of the school facilities (specialist equipment is not generally 
available e.g. projectors, TV and video equipment, cookers etc., unless special arrangements 
have been made) and must take all reasonable precautions to ensure that there is no damage to 
the fabric of the buildings; furniture and fittings, or school equipment. No nails, tacks, screws etc... 
shall be driven into or adhesives fixed to any of the walls, floors, ceilings, furniture or fittings.  

• The Hirer will be responsible for making good any damage to the premises and property. Any 
precautions required to ensure the users’ safety when using equipment are the responsibility of 
the Hirer. This includes, for example, the provision of information and training in the use of the 
equipment. In all cases, the Hirer must ensure that risks associated with the activity are properly 
controlled throughout the hire period and that the premises are returned to the control of the 
school in a clean and satisfactory condition. 

• All mains powered electrical equipment brought onto the premises must be safe and evidence 
may be required that it has a valid test and inspection certificate (the certificate should be less 
than one year old for earthed equipment, or less than 4 years old for double insulated equipment). 
Lower voltage equipment must also be safe and in good condition. If existing stage lighting is 
required this is to be clearly stated on the application form. An extra charge will be made for this 
service and any operation of such equipment shall be carried out by a competent person named 
and approved in advance. 

• The Hirer must be advised that they cannot rely on the school’s risk assessments for any 
activities carried out during the letting and must complete their own risk assessments, a copy of 
which must be held by the school. 

• Users should acquaint themselves with the Fire and Safety regulations and procedures relating to 
the area of the premises in use. These will be clearly displayed in each of the designated areas. It 
is the responsibility of the Hirer to provide first aid equipment and trained personnel. They must 
also carry out their own fire drills and organise their own fire procedure. 

• Fire exits must not be blocked or locked, nor should furniture, equipment, or other obstructions be 
placed in corridors during the hiring. 

• The Hirer must use only the area of the building hired and must observe any instructions given by 
the school concerning the area available. Any furniture or equipment moved by the Hirer should 
be returned to its original position at the end of each session. 

• A draft copy of any information proposed for distribution which contains any reference to the 
school must be sanctioned by the Headteacher at least one week prior to proposed distribution by 
the hirer. 

• The authorised hirer is responsible for those attending the function and in particular for leaving the 
site in a quiet and orderly fashion by the time stated in the booking agreement. The Hirer shall be 
responsible for ensuring that the number of persons using the premises does not exceed that for 
which the application was made and approval given. 

• The Hirer is responsible for ensuring that good order is kept on the premises and within the 
immediate environment of the school, and that the premises are left in a clean and tidy condition. 
The Hirer shall be responsible for ensuring the preservation of good order for the full duration of 
the letting and until the premises are vacated. 

• A toilet is available in Third Avenue. 

• Where car parking is required, the hirer must undertake the proper stewarding and control of the 
car park. The hirer must maintain safe entry and exit from the premises and provide and maintain 
clear access for emergency vehicles and service vehicles.  Subject to availability, the Hirer and 
other adults/visitors involved/attending the letting may use the school car parking facilities. Neither 
the school or the Local Authority will accept any responsibility in terms of damage, theft or loss of 
any car left in the car park during the hire period. 

• The Hirer will be responsible for ensuring that the group has adequate insurance appropriate to 
the activities organised. If the hirer is a commercial organisation or a registered club they shall 
indemnify and keep indemnified the respective bodies and persons from and against all loss and 
damage which the school may sustain or incur by reason of the permission to use the premises or 
otherwise arising out of or in connection with such user, including cost of replacement and 
reinstatement and the damage to the property of, or the bodily injury or death of any person or 
persons. Personal Liability Insurance should be for no less than £5,000,000. 
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• The school reserves the right to levy an additional charge to cover: 
a) Any additional cleaning that may be required after an event. 
b) The cost of repair of damage to the school fabric or equipment. 
c) The cost of replacement of any items of school equipment if uneconomical to repair. 
d) For security reasons, the Hirer will not have access to the school telephone. Hirers are urged 

to consider acquiring a mobile telephone for use in an emergency. 

• No intoxicating liquor shall be brought or consumed on school premises or any part thereof 
without prior written permission of the Governing Body. It is the responsibility of the hirer, on 
behalf of the recognised organisation, to obtain any necessary license for the sale of intoxicating 
liquor. No alcoholic drinks may be sold without a magistrate’s license, and this must be shown in 
advance to the Governing Body. The hirer will also ensure that alcoholic drinks, where permitted, 
are consumed in moderation when brought onto the premises for a function. 

• The school’s No Smoking Policy must be adhered to at all times. Smoking is not permitted 
anywhere in the school building or grounds.  

• Animals, other than Guide Dogs, are not permitted anywhere on the school premises, unless 
approved by the Governing Body/Headteacher. This is purely on grounds of hygiene. 

• No combustible materials are to be used within the school, except with the express approval of 
the Governing Body. 

• No school staff are permitted to accept hospitality gifts, either cash or in kind, at any time. We 
request that no gifts of this nature are offered.  

• No confetti or rice is to be thrown on the premises.  

• Where a prior agreement has been made, only adults preparing food are permitted access to the 
kitchen. Kitchen regulations must be adhered to at all times.  The Hirer will ensure that caterers, 
contractors and others supplying or serving refreshments or providing decorations etc... comply 
with current legislation relating to food hygiene, health, welfare and safety matters. 

• The Governing Body will not accept responsibility for any loss of or damage to any property 
owned by any person using the premises during the period of the letting. Property shall be 
brought on to the premises at the sole risk of the owner. The hirer must make sure that all users 
are aware that they are solely responsible for the security of their personal property, and should 
put a sign up to this effect. If tickets are issued for any event, this statement should also be 
printed on the ticket. 

• There is no legal requirement for the school to provide first aid facilities for the Hirer. It is the 
Hirer's responsibility to make their own arrangements, which may include the provision of first aid 
training for supervising personnel, and the provision of a first aid kit, particularly in the case of 
sports lettings. It is recommended that the hirer has access to a mobile phone at all times 
throughout the letting to cover any emergency event. 

• The hirer is responsible for informing the Governing Body, of any person sustaining injury or loss 
on the school premises during the period of the letting. Detailed information must be presented in 
writing to the Governing Body within 24 hours of the event. Any further information required by the 
Governing Body must be made available on request. 

• Neither the City Council nor Governors shall be liable for any injury (including injury resulting in 
death) or damage to or loss of property whatsoever which shall or may occur to be sustained by 
the Hirer or others entering the property through the letting. The hirer will indemnify and keep 
indemnified the City Council and Governors from and against all claims and liability in respect of 
such injury or damage and all actions, proceedings, costs, damages and expenses in regard 
thereto and also from and against all other liability claims, demands, proceedings, costs, 
damages and expenses in respect of injury to persons whomsoever (including resulting in death) 
and damage to or loss of property whatsoever which may arise out of or in consequence of the 
exercise of the letting.  

• The requirements of the school Governing Body on or in connection with the issue of licenses for 
public dancing, music or any public entertainment must be strictly fulfilled. As those licenses lay 
down stringent regulations, the hirer must study the regulations of the Local Authority on the issue 
of licenses for such purposes. A copy of the regulations and requirements can be obtained on 
application to the Local Authority.  

• The Hirer shall not infringe any subsisting copyright or performing right, and indemnifies the 
Governors against all sums of money which the Governors may have to pay by reason for an 
infringement of copyright or performing right occurring during the period of hire.  
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• All children will be supervised at all times by their carers except where children are attending an 
organised group or care scheme.  Where the latter applies, the group/care scheme will adhere to 
all regulations set out in the Children Act 1989, including those of registration with the relevant 
registering body.  

• The hirer must report to a member of the premises team at the beginning of any let for a fire and 
health and safety briefing. The hirer will then adhere to all Health and Safety and Fire Regulations 
requirements as required by the school. 

• The hirer will adhere to all aspects of the Lettings Policy at all times through the procedure of 
applying for and accepting a let on our premises. The hirer’s signature on the application form 
confirms his/her agreement to the above conditions of booking and all other aspects of our school 
Lettings Policy. 

 
In the event of an incident, fire or near miss 
The school will provide an Accident Report form to the Hirer, who in turn, must ensure one is 
completed correctly and that an investigation is undertaken. A review of the risk assessment for the 
activity will be required. If the Hirer has produced a risk assessment then the hirer is responsible for 
undertaking the review and informing the school of any findings that may be relevant. Schools are 
NOT responsible for undertaking risk assessments for Hirer’s activity(ies).  
In the event of fire 
The Hirer will call the Fire Service (if school staff are not present and supporting the activity). All users 
will evacuate the building via the nearest fire exit and muster at the designated point. Users must not 
re-enter the building until the ‘all clear’ has been given. The Fire Service will give this. 
 
Licences  
There are a variety of licences that may be required for different types of function. The onus is on the 
Hirer to ensure which are necessary, and must produce documentary evidence before the letting 
takes place. The Hirer will indemnify the school and Local Authority against any action brought about 
by failure to obtain the necessary licence(s). The following categories of letting may require a licence:  

• Theatre licence  

• Copyright/Royalty licence  

• Cinematography licence  

• Alcohol  

• Music, Singing and Dancing 

• Lottery, if selling raffle tickets 
No person shall give any exhibition, demonstration or performance of hypnotism on any living person 
on the school premises. The Hirer will not use the premises for gaming or wagering. Police Officers 
may enter the building in which they have reason to believe that such entertainment is about to be 
provided. 
 
Arrangements for Monitoring and Evaluation 
The Full Governing Body will receive reports from the Headteacher on an annual basis of a schedule 
of use of the school outside of the school day, the number of groups involved and the net profit from 
such activities. Issues that required intervention by the Headteacher will be noted, together with the 
action taken and the outcome. The Governing Body will consider whether the additional use of the 
school premises is achieving the purposes set out at the start of this policy. Where extended services 
are provided feedback will be sought from parents and pupils on the quality of provision. 
 
Complaints Procedures  
1. What if the school has a complaint about our organisation?  
If the school has concerns about a letting the following procedures will be followed:-  
1. A representative of the school, usually the Finance Manager/ Headteacher, will verbally raise the 
concern with the named Hirer.  
2. The situation will be monitored for two sessions to allow the issues to be addressed.  
3. If the situation remains unresolved, the Hirer will receive written notification of the concern and a 
further two sessions will be given to allow the Hirer to address the situation.  
4. If the matter remains unresolved, the Hirer will receive formal written notice of termination of the 
booking agreement. This will be implemented 72 hours from the date of the letter of notification.  
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Please Note: If the Hirer blatantly breaks the conditions of usage, the let can still be terminated 

immediately. 
 
What if I, as the Hirer, have a complaint about my letting or booking agreement?  
If you as the Hirer have a complaint or concern regarding your let, the following procedures should be 
followed:-  
1. Talk to the named representative of the school, usually the Finance Manager or Headteacher, and 
discuss the problem. Allow 5 working days for the situation to be resolved.  
2. If still unresolved, the Hirer should notify the Chair of the Governing Body in writing and allow 5 
working days for the situation to be resolved.  
3. If still unresolved, the matter will be placed on the agenda of the next appropriate committee of the 
Governing Body. (If the concern needs urgent attention, a special meeting of this group will be 
convened.) 
4. If still unresolved, the matter will be taken to the next full Governing Body meeting and the Hirer will 
receive a written response from the Chair of Governors detailing the outcome. 

 
What if a third party complains?  
1. If the school receive a complaint from a third party the Governing Body will be notified of the 
complaint.  
2. The matter will be investigated by a representative of the school and a written response will be sent 
to the complainant within 10 working days.  
3. If any further correspondence is received, the matter will be placed on the agenda of the next 
appropriate Governing Body committee. A final response will then be sent by the Chair of the 
Governing Body explaining the final outcome. 
 
Appeals Procedure 
If a Hirer has a letting agreement withdrawn, they have a right to appeal to the Governing Body.  
The appeal should be made in writing and will be presented at the next full meeting of the Governing 
Body.  The Hirer will be informed of any action/decision taken by the Governing Body.  
The Governing Body’s decision is final. 


