
   
January 2020  Page 1 of 9 

 

 

 

 

 
 

 

 

MARTIN PRIMARY SCHOOL 

 

Lettings Policy 
 

TERMS & CONDITIONS FOR THE  

HIRING OF PREMISES AND GROUNDS 
 

 

 

 

 

Reviewed and ratified by the Finance  Committee: spring 2020 

Reviewed every two years 

 

  



   
January 2020  Page 2 of 9 

 

CONTENTS 

 

1.0 Introduction 

2.0 Interpretation 

3.0 General Principles 

4.0 Use of Playing Fields  

5.0 Damage, Loss & Accident 

6.0 Compliance with Legislation – Safeguarding and Health & Safety 

7.0 Maintenance of Good Order 

8.0 Application Procedure 

9.0 Confirmation of Booking 

10.0 Charges 

11.0 Transfer of Hiring 

12.0 Cancellation 

13.0 Non-Payment of Accounts/Invoices for the booking/letting 

14.0 Consultation with the School 

15.0 Audio 

16.0 Parking of Vehicles 

17.0 Alcohol and illegal drugs 

18.0 Flammable and dangerous items 

19.0 Nut free school 

20.0 Complaints 

21.0 Indemnity 

22.0 Other related Polices 

 

 

 

1.0 Introduction 

The Martin School Governing Body welcomes the hiring of Martin School facilities by 

responsible outside organisations and individuals. We consider the school buildings and 

grounds to be a community asset and will make every reasonable effort to enable them to be 

used as much as possible for the benefit of all.  

 

The Governing Body welcomes the opportunity to work with partner organisations in extending 

the range of opportunities to help children and young people achieve their full potential by 

engaging with services meeting the wider needs of children, young people, families and the 

local community.  

 

The Governing Body acknowledges that extended services, including community services, 

support and complement the main teaching and learning activity within the school and 
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contribute towards raising standards. The overriding aim of the Governing Body is to support 

the school in providing the best possible education for its pupils and any lettings of the 

premises to outside organisations will be considered with this in mind.  

 

The School’s delegated budget (which is provided for the education of its pupils) will not be 

used to subsidise any lettings by individuals, community or commercial organisations and a 

charge will be levied in respect of any lettings of the premises including buildings and grounds. 

As a minimum, the actual cost to the school of any letting of the premises to an outside 

organisation must be reimbursed to the School’s budget. 

 

Definition of ‘letting’ 

A letting may be defined as “any use of the school premises (buildings and grounds) by an 

individual, community group or a commercial organisation”.  

 

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, MHSA events and other similar activities approved by the Headteacher fall within 

the corporate life of the school. Costs arising from these uses are therefore a legitimate 

charge against the school’s delegated budget.  

 

No letting will be accepted which may bring the name of the school into disrepute because 

of activities taking place during a letting.  

 

2.0 Interpretation 

In these conditions and regulations the following expressions have the meanings hereby 

assigned to them: 

 "Governors" means the Headteacher acting for the Governors 

 “Lettings Manager” means the person who is contracted by the school to manage lettings 

in the school 

 “The Hirer” means the person or persons signing the Application form and who are willing 

to accept personal responsibility for the observance of the Terms & Conditions for Hire 

 "Function" means the purpose for which the accommodation is hired 

 "Facilities" means the whole or any part of the school premises. 

 

3.0 General Principles and Availability of Premises 

Permission to use premises out of school hours may be granted by the Governors, subject to 

the proviso that, in their opinion, the use will not conflict with the educational activities of the 

school, create any nuisance to the neighbourhood or interfere with any existing hiring.   

 

The premises may be available on school days between 3.30pm and 10.00pm, between 

8.00am and 10.00pm during school holidays, and available at weekends on request.  The use 

of school premises on statutory holidays is not permitted. 

 

4.0 Use of Playing Fields  

Playing fields may also be made available for general use out of school hours at the discretion 

of the Governors, provided that they are satisfied that the fields are in a fit state for use. The 

exercising of dogs in the school grounds is strictly prohibited. 
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5.0 Damage, Loss & Accident 

 School premises must be left in satisfactory order for re-opening at the usual time of the 

next school session. 

 The Hirer shall pay to the school the amount certified by the Governors as being the 

amount incurred by the school in making good any damage to, or loss of, the building, 

furniture, carpets, furnishings, fittings and equipment, or any article owned by the school 

arising out of the hiring of the accommodation. 

 The Hirer shall indemnify the Governors against all claims, costs or demands in respect of 

personal loss or theft of, and/or damage to property howsoever suffered or incurred by 

any person or company whatsoever which may arise out of the hiring of the 

accommodation. 

 Smoking is prohibited everywhere on the Martin Primary School site, both indoors and out. 

 No polish or similar materials shall be applied to floors.  

 The school accepts no responsibility for loss of property or damage to property or persons. 

 

6.0 Compliance with Legislation 

6.1  Safeguarding 

The Hirer who is organising events for children must have regard to the requirements of the 

Children’s Act 1989. 

 

The School and the Governing Body regard the safe care and protection of children as of the 

utmost importance. Groups that hire or use School premises are expected to share this 

concern and make appropriate provision for the protection of children within their care. The 

Hirer upon accepting and signing this agreement, agrees to comply with these regulations.  

 

It is the responsibility of the Hirer to keep up to date and implement the current safeguarding 

legislation, have appropriate policies and procedures in place in regard to safeguarding 

children and child protection and liaise with the school on these matters where appropriate. 

The School Office Manager will confirm with outside providers that all their staff are DBS 

checked. 

 

6.2  Health and Safety 

The Hirer shall be responsible for ensuring the health, safety and welfare of all participants of 

the third party let.  Where risk assessments are required by law, these shall be made available 

to the Lettings Manager on behalf of the Governors upon request. 

 

It is the hirer’s responsibility to make arrangements for first aid facilities. 

 

7.0 Maintenance of Good Order 

The Hirer is responsible at all times for the maintenance of good order and security during the 

function and shall ensure that no undesirable person is permitted to enter, remain, or otherwise 

use the accommodation and that no person shall trespass on parts of the school's premises 

not hired by the Hirer. 

 

The School and the Governing Body regard the behaviour management of children a very 

high priority. It is the responsibility of the Hirer to ensure the children within their care behave in 

an exemplary manner at all times.  

 

The Hirer shall only use the accommodation agreed and only for the purposes stated in the 

Booking Application form. The Hirer shall have a named designated person in charge who will 

take responsibility for ensuring that the terms and conditions are met. This person must be 
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present at all times during the booking/letting and shall identify him/herself to the School’s 

Duty Caretaker on their arrival at the premises on the day of the booking/letting. 

 

Functions shall end not later than 10.00pm unless a later finishing time has been authorised, in 

which case increased charges may be payable. 

 

Any Hirer who does not vacate the premises at the agreed finishing time of the proposed 

booking will be charged for the additional letting time at the rate on the current scale of 

charges. 

 

For any public entertainment, the Hirer shall be responsible for the prevention of overcrowding 

such as to endanger public safety and for keeping clear all gangways, passages and exits. 

 

8.0 Application Procedure 

Application for the hire of school facilities must be made initially to the Lettings Manager at 

Martin Primary School.  All applications must be made in writing on the school’s application 

form which can be obtained from the School and a separate application form must be 

completed in respect of each hiring.  The precise purpose for which the accommodation is 

required, together with full details of the nature of, and requirements for, the function must be 

clearly stated on the application form.  An application for hire can be refused without stating 

the reasons for doing so. 

 

Applications will not be considered: 

 from persons under 18 years of age 

 if made otherwise than on the official Application form, 

 for any dates beyond the period of two years from the end of the current academic year. 

 

Application forms must normally be returned at least two working weeks in advance of the 

proposed date of use. 

 

The Lettings Manager will advise the Governors before confirming bookings for future ongoing 

lettings from organisations that have not used the premises previously.   

 
The Letting Manager will advise the Governors (which is actually me) for regular ongoing books from 

organisations that have not used. 
 

9.0 Confirmation of Booking 

School premises must not be regarded as booked until the completed Application form and 

booking Deposit has been submitted and the hire details including charges formally 

confirmed in writing by the Lettings Manager with the Hirer. 

 

No public announcement for any function shall be made until the application for 

accommodation has been accepted by notice in writing addressed to the Hirer. 

 

If the Lettings Manager accepts the booking, the person signing the application form shall be 

deemed to be the Hirer and as such, the person responsible for the payment of the hiring fees 

and the observance of these Terms and Conditions. 

 

10.0 Charges 

Charges for hiring shall be in accordance with the current scale of charges (Appendix 1).  The 

Governors decision on the charges for each hiring shall be final.  An official receipt must be 



   
January 2020  Page 6 of 9 

 

obtained for any payment made.  Charges must normally be paid in advance and not later 

than the first day of use. 

 

The Governors shall have the right to amend the relevant scale of charges at any time and 

upon not less than two months’ notice in writing being given to the Hirer the amount of any 

increase resulting from any such change shall become payable as though it were part of the 

original charge.  Provided that after receiving such a notification, the Hirer may elect to 

cancel the hiring by notice in writing given to the Governors within 14 days of the delivery of 

that notification where upon the Authority will refund all sums already paid for the cancelled 

hiring. 

 

The Hirer will be charged public liability insurance at 7.35% of the total booking fee unless the 

Hirer has obtained their own, in which case, a copy must be given to the Lettings Manager at 

the School. 

 

Cheques must be made payable to "Martin Primary School" and shall not be effective as 

payment until cleared or cashed. 

 

A refundable indemnity deposit shall be payable by the Hirer in advance of the booking. The 

amount of deposit required will be agreed at the time of booking. On completion of the hiring 

the deposit will be refunded within 30 days of that date provided there is no damage to the 

School premises, or an unacceptable amount of additional cleaning required as a direct 

result of the hiring.  In the event of a deduction being necessary, the Hirer will be notified 

within 5 working days of the hiring with details of the damage caused, or additional cleaning 

required, and the total amount to be deducted.  Where hirings are made which cover more 

than one date, the Deposit shall be refunded within 30 days of the final date of the hiring. 

 

A booking Deposit of 10% shall be payable by the Hirer at the time of booking the School. This 

will be non-refundable if the cancellation clause below (11.0) is not complied with.  

 

11.0  Transfer of Hiring 

The Hirer is not allowed to transfer the hiring to any other person or organisation. 

 

12.0  Cancellation 

Notification of any cancellation must be given in writing to the Lettings Manager, at least three 

weeks before the date booked.  If this condition is complied with the hire fee, less a 

cancellation fee of 10%, will be returned to the Hirer.  No compensation shall be payable by 

the Authority to the Hirer or any other person by reason of any cancellation. 

 

Notification of any cancellation within the three weeks before the date booked the booking 

deposit and 20% of the hire fee, will be retained by the School. 

 

One month's notice is required to terminate arrangements made for the regular hire of school 

premises, but any abuse on the part of the Hirer will lead to immediate cancellation of the 

letting. 

 

A booking may be cancelled without incurring additional liabilities: 

 if at any time prior to the commencement of the function, it appears that the Hirer has 

made material omissions from or incorrect statements on the Application form 

 if any sum payable is not paid by the Hirer by the date upon which it is due 
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 in the event of the accommodation being required on the date upon which it has been 

let to the Hirer, for the purposes of Parliamentary or Local Elections. Reasonable notice of 

cancellation in these circumstances will be given 

 if the function has commenced and it appears to the Governors that the purpose for 

which the accommodation is being used is not the purpose approved or is undesirable 

the continuance of the function may be prohibited and the whole of the charges paid by 

the Hirer shall be forfeited to the School. 

 

 

13.0 Non-Payment of Accounts/Invoices for the booking/letting 

In the event that the Hirer fails to pay, within the prescribed period, an invoice or  invoices for 

the booking/letting legal action may be taken by the Governing Body to recover any monies 

which may be due or outstanding. 

 

14.0 Consultation with the School 

The Hirer shall make detailed arrangements for the use of the premises with the school 

including, where necessary, arrangements for the erection and/or dismantling of staging. 

 

15.0  Audio 

In the event of the Hirer using any gramophone records, compact discs, tapes or ipod/MP 3 

players at the function, the Hirer shall be responsible for the payment of any fees which may 

become due to the Phonographic Performance Ltd, or the Performing Rights Society Ltd, or 

any other person. 

 

If school premises are required for concerts, plays, musicals, the Hirer must ensure that: 

 the requirements of the Inland Revenue Department relating to entertainment tax have 

been met 

 copyrights are not infringed 

 the requirements of the Licensing Justices, where necessary, have been or will be met 

no play shall be performed or film shown that is in any way offensive to public feeling 

 in the case of film shows, only non-flammable film is used and that adequate fire 

extinguishers are provided by the Hirer 

 the provisions of the Children's and Young Persons Acts 1933-63, with regard to 

performances by children, have been, or will be, observed 

 any licence necessary under the Theatres Act 1968 and the Cinematography Acts 1909 

and 1952 has been, or will be, obtained. 

 

16.0 Parking of Vehicles 

The parking of motorcycles, cars or lorries, or any other vehicles on the School's premises, 

where suitable accommodation is available, shall be permitted only on condition that persons 

bringing such vehicles onto the school premise do so at their own risk.  Such persons will also 

accept responsibility for any damage or injury to the School's property or to any persons, 

whether connected with the School or not, caused by such vehicles or their presence on the 

school's premises.  There shall be no parking on grassed or cultivated areas. 

 

The Hirer shall ensure that no car or other vehicle parked in any unauthorised position and that 

any instructions given by any of the school's officers in regard to parking of vehicles are strictly 

observed. 

 

17.0 Alcohol and illegal drugs 

No alcohol shall be brought or consumed on the school premises or any part thereof without 

the written consent of the Governors.  Where Governors approve the sale, supply or 
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consumption of alcohol, it is the Hirer’s responsibility to obtain the necessary licences and must 

ensure that persons under 18 years of age are not sold, or supplied with, or consume any 

intoxicants. 

 

Illegal drugs are not to be brought onto or consumed on the Premises.  Any person thought to 

be under the influence of alcohol or drugs will be refused admittance. 

 

18.0 Flammable and dangerous items 

No items of a flammable, dangerous or noxious character may be brought onto the Premises, 

including fireworks, confetti or gas. 

 

19.0  Nut free school 

Our school is a ‘nut free’ environment. No nuts shall be brought or consumed on the school 

premises.  

  

20.0 Complaints 

Any complaint in respect of any of the arrangements connected with the function must be 

made in writing to the Lettings Manager within 48 hours of the cause of such a complaint 

arising. 

 

The School is committed to achieving Equal Opportunities and will treat all people with equal 

fairness, courtesy and respect. 

 

21.0 Indemnity 

The Hirer undertakes: 

 to pay all sums due 

 to observe the Terms and Conditions for the use of the premises 

 to indemnify The Governors against all third party costs, charges, expenses, actions, 

claims, demands and liabilities in respect of any damage or injury to any property or any 

persons arising by reason of hiring 

 to ensure that any licences under the Theatres Act 1968 and the Cinematography Act 

1909 are observed and that any requirements of the Licensing Justices, where necessary, 

have been or will be met 

 to comply with the requirements of the Department of Social Services if the children 

attending are under 8 years of age 

 to keep up to date and implement the current safeguarding legislation.  

 to have regard to the requirements of Section 12(1) of the Children and Young Persons 

Act 1933 if the number of children attending exceeds 100. 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1933/cukpga_19330012_en_2  

 

23.0 Other related policies 

 Complaints Policy 

 Data Protection Policy 

 Equalities Policy 

 Financial Management Policy 

 Health and Safety Policy  

 Safeguarding and Child Protection Policy 

  

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1933/cukpga_19330012_en_2
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Appendix 1 – charges 

 

Spring term 2020 

Parents and organisations who are part of the school community; 

continuous bookings or use of the portacabin without access to any 

part of the main school. 

 

£35.00 per hour 

School lunchtime clubs and forest school club £112.50 per 

term 

 

All other clubs 

 

£225.00 per 

term 

All other bookings 

 

£50.00 per hour 

 

Summer term 2020  

Parents and organisations who are part of the school community; 

continuous bookings or use of the portacabin without access to any 

part of the main school. 

 

£35.00 per hour 

School lunchtime clubs and forest school club £112.50 per 

term 

 

All other clubs  £250.00 per 

term 

Use of hall and field together £300 per term 

 

All other bookings 

 

£50.00 per hour 

 

Autumn term 2020 onwards  

Parents and organisations who are part of the school community; 

continuous bookings or use of the portacabin without access to any 

part of the main school. 

 

£35.00 per hour 

School lunchtime clubs and forest school club £112.50 per 

term 

 

All other clubs  £250.00 per 

term 

Use of hall and field together £350 per term 

 

All other bookings 

 

£50.00 per hour 

 

 

 

 

 


