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Hiring and Lettings Policy 
 
 
Purpose 

The purpose of this policy is to ensure that the most effective use is made of the school premises. 

It is recognised that the facilities could generate income to support the development of the school 

and benefit the education of the children of Westfield Primary School and Nursery.  

 

Governor Responsibilities 

The governing body, with advice from the Headteacher, will: 

• Balance the desire to generate income against the desire to support “worthy” groups within the 

community 

• Rely on the head teacher’s judgement when considering requests for booking and review these 

at Finance and Premises Committee meetings. [These could include educational focus, charitable 

causes, benefit to the community, etc.] 

• Take a positive approach to enhancing learning opportunities for the whole school community 

through promoting community use of the school 

• Ensure that use by external organisations does not degrade the standards of the facilities to the 

extent that they are no longer suitable for use by pupils 

• Consider the implications of all requests received for the health, safety and security of pupils 

and staff 

• Consider the implications for workload of all staff of any decisions it makes 

 

Overview 

1) Westfield Primary School and Nursery will always consider reasonable requests for hiring 

the school facilities for local community and educational groups, but priority will be given 

to the following uses: 

 

a. After school clubs during term-time 

b. W1SPA events 

 

2) All lettings to outside clubs etc. will be judged against potential clashes with existing 

users. It is the hirers’ responsibility to check with the school for any potential clashes with 

pre-arranged school events.    
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3) Applications are to be made in writing to the Headteacher. Once approval has been given, 

the Office Manager will then be responsible for the administration, keeping the Site 

Manager informed. 

 

4) The Headteacher along with the Chair of Governors will discuss any possible contentious 

requests to hire. 

 

5) The Headteacher is always involved and W1SPA has all the relevant guidance on safety, 

numbers permissible etc. so there is no individual requirement for individual contracts. 

However, in all cases it should be clear who the nominated person with overall 

responsibility for each event is. 

 

6) For all other hirers there will be a scale of charges. Please see Appendix 1 

 

7) All paid hires will require a lettings form (LT01) to be used as the contract. Each hirer should 

also be given a copy of this policy document to ensure that all other issues listed below, 

plus other terms and conditions are discussed and agreed: 

a. Clear definition of days, times, length of contract, and charges (reviewed annually) 

and when to be paid. 

b. Public liability insurance cover provided by hirer. 

c. The school and W1SPA have priority use of the premises over existing bookings 

(to be determined by the Headteacher).   

d. All Health and Safety regulations complied with: 

i. The hirer is to familiarise themselves with the Fire Action Notice posted in 

the room of use and follow the evacuation procedure in the event of an 

emergency. 

ii. As detailed in the schools H&S policy (Appendix 12: Asbestos), under no 

circumstances can any holes be made in the fabric of the building.  This 

includes not even using staples or drawing pins unless approval has been 

obtained from the Site Manager (Asbestos Authorising Officer). 

e. Agreement over maximum number of children per instructor outside or in hall or 

classroom. 

f. Conditions over the use of school buildings/grounds, if applicable – which 

room/toilets, what happens in wet weather, no moving of furniture unless 

agreement has been obtained prior to the letting and how the Site Manager wishes 

it to be left/cleaning instructions. 

g. First aid kits to be provided by the hirer. 
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h. The school will charge for any damage/loss. 

i. Hirer to provide own first aid kit and bring a mobile phone, so that the Office can 

remain locked. 

j. Use of the kitchen facilities requires prior agreement with the Head of the Kitchen 

and compliance with Food Safety regulations 

k. Consideration to be given to local residents and other users, staff etc. re: 

noise/care speeds and parking. 

l. Procedures for advertising the club within school and collecting/handing over 

monies to hirer (if applicable). 

m. Breaches of theses conditions may result in immediate termination of this contract 

by the Headteacher, in consultation with the Chair of Governors, on behalf of the 

Governing Body. 

n. VAT will be charged on lettings where the hirer is using the hall for a sports activity 

and is using any of our PE equipment for their activity.  For all other purposes no 

VAT is charged. 

o. Contact Site Manger, Paul Bray, if an emergency on 07770 872109 

 

8) The hirer must agree to this contract by signing, and provide an original or certified copy of 

their public liability insurance. Bookings will not be permitted to take place until that has 

been done. The Headteacher will sign on behalf of the school 

 

9)  Hirers requiring regular bookings who are new to the school will have a trial period of 2 

uses before the contract is officially confirmed 

 

10)  Regular hirers will be given one month’s written notice of any increase in charges. 

 

11)  Payments: A minimum deposit of 10% will be required to guarantee bookings at the time 

of application. The balance of payment to be paid by cheque or cash no later than 10 

working days prior to the event, or within 28 days of use if a regular hirer. All bookings shall 

carry a £50 returnable deposit, subject to the premises being left in reasonable condition.  

 

12)  At the discretion of the Head and Chair of Governors the school may offer alternative or 

flexible terms to high volume hirers of school facilities. 

 

 

13)  The premises can only be hired during daylight hours. As a guide, in wintertime the 

premises can be hired out no later than 7pm. In British Summer Time, the premises can 
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be hired out no later than 8.15 pm. Following the installation of emergency lighting in certain 

areas of the school it is possible to authorize lettings outside of these times. This is 

dependent on which areas are needed and will be determined on a case by case basis.  

 

Safeguarding 

Westfield Primary School & Nursery is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff, volunteers, contractors and hirers to share this 

commitment. 

 

The School has a statutory duty to ensure that where services and activities for children are 

provided on the school site there are appropriate policies and procedures in place in regard to 

safeguarding children and child protection. All Hirers whose group includes children under the age 

of 18 must have a Child Protection Policy. A copy of this document and written confirmation that all 

its staff have completed annual Child Protection/Safeguarding training and have read and 

understood Part 1 and Annex A of the most recent publication of ‘Keeping Children Safe in 

Education’ must be provided to the school before the booking can be confirmed  

 

Hirers must also provide Westfield Primary School & Nursery with written confirmation that all its 

staff have had DBS (Disclosure and Barring Service) checks carried out. This must be provided on 

headed / company paperwork stating full name, date of check and DBS number. Failure to provide 

this information will result in the hire agreement being terminated immediately (where the times of 

hire involve children on the premises).  
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APPENDIX 1 
 
SCALE OF CHARGES 
 

OUTSIDE 

Use of grounds.  
No access to building 

 Monday to Friday  
(up to 7pm) 

 
£11.00 per hour 

Monday to Friday  
(after 7pm) & Weekends 

 
£11.00 per hour 

+ £12 site management fee 

 
 
 

  
 
 

INSIDE 

Minimum booking is one hour 
(whole hours only) 
 

Use of hall and toilets OR 
dining hall and toilets plus 
heating and lighting 

Monday to Friday  
up to 7pm 

 
£18.00 per hour 

Monday to Friday  
after 7pm & Weekends 

 
£18.00 per hour 

+ £12 site management fee 

Use of classroom and toilets 
plus heating and lighting 

Monday to Friday  
up to 6.15pm  

 
£12.00 per hour 

Monday to Friday  
(after 7pm) & Weekends 

 
£12.00 per hour 

+ £12 site management fee 
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APPENDIX 2 
 
HIRING AND CLEANING GUIDELINES 
 
General Guidance: 

 

1. Floors to be protected if equipment is being used (eg bouncy castle, sports equipment, etc.) 

2. School equipment in the Hall must not be used unless prior arrangements have been made. 

3. Any damage or breakages will be charged to the hirer and deducted from the deposit. 

4. Toilet area to be left in clean condition with toilet flushed and paper towels in waste bins 
provided. 

5. Tables and chairs to be wiped clean if used and put back in their original storage position. 

6. Floor to be swept if necessary ready for next user. 

7. All lights to be turned off at end of hiring period. 

8. All windows and doors to be closed and secured at the end of the hiring period. 

9. The hiring keys to be kept safe and returned to school as agreed. Under no circumstances 
should the keys be used by anyone other than the designated hirer, nor should they be 
passed to any unauthorised person. 

10. Lost or damaged keys must be paid for from the deposit. 

11. Heating of the School Hall during the letting period will be at the school’s discretion. 

12. Should additional cleaning be required as a result of the hire, a cleaning charge will be 
submitted to the Hirer as per the hourly rate agreed by the Governors and deducted from the 
deposit. 

13. The Hall to be inspected at the end of the hire period and the £50 refundable deposit 
returned subject to letting conditions having been met. 

14. Any damage caused or extra cleaning costs required will be paid for from the £50 deposit. 
Should the damage be in excess of this amount estimates for repair/replacement will be 
obtained and an insurance claim submitted on the hirers insurance. 
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APPENDIX 3 
 
LETTINGS PROCESS FOR NEW BOOKINGS 
 
 
1. Booking enquiry received. Provisional details taken and rates agreed. 
 
2. Discuss any contentious issues with Headteacher and Chair of Governors 
 
3. Hirer contacted with application form (LT01), health and safety policy and insurance details. 
 
4. All forms to be returned by hirer with agreed 10% deposit, and £50 Returnable Deposit. 
 
5. Insurance details to be checked and verified. 

 
6. Child Protection Policy and DBS information to be checked and verified.  
 
7. Booking recorded in the school diary and notified to the finance assistant. 
 
8. Invoice issued for payment to be sent.  
 
9. Payment received. 
 
10. Event takes place. 
 
11. Review condition of Premises after let by Site Manager. 


