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1 Aims and Objectives 
 
The aim of this Lettings Policy (‘the Policy’) is to enable the most effective use to be made of 
Greenway Primary & Nursery School (‘the school’) facilities. It is recognised that letting the 
facilities, where this can be achieved without interfering with the school’s prime function, 
could generate income to support the development of the school and benefit the education 
of the children at the school.   

 
 

2 Legislation and Guidance 
The school uses the Hertfordshire County Council (HCC) forms for booking (LT01 Appendix 
1) and terms and conditions (LT02 Appendix 2) for lettings. 

 
 

3 Roles and Responsibilities 
The Governing Body will review the Policy and the charges (Appendix 3) annually. The 
Governing Body will consider the implications of workload upon staff of lettings versus the 
effective use of the school facilities.  

 
The Headteacher has discretion to manage lettings within the Policy, including approving and 
refusing lettings. Lettings will be reviewed for compatibility with the aims of the school and 
the school’s reputation. The Headteacher with the Chair of Governors will discuss any 
possible contentious lettings. The Headteacher has discretion to refuse to let any part of the 
school premises. The Headteacher will report on lettings activity and income to the Governing 
Body termly. 
 
Applications are to be made in writing to the Headteacher.  Once the Headteacher has given 
approval, the Office Manager will then be responsible for the administration of the letting, in 
consultation with the Site Manager. including bookings, invoicing, insurance and 
safeguarding checks 
 

4 Considerations for Lettings 
 

Due note needs to be taken of the activities of the school’s extended school provision to 
ensure that any out-of-hour activities are co-ordinated. The school will always consider 
reasonable requests for hiring the school’s facilities, but priority will be given to the following 
uses: 

a. The school’s term time Breakfast Club and Wrap Around Care (“WACCY”) 
b. After School Clubs for the school’s pupils during term-time  
c. The school’s Easter and Summer Camps 
d. Greenway School Association (GSA) events 
e. Sporting clubs for young children from the local community at weekends and in the 

holidays. 
 

All lettings will be judged against potential clashes with existing users.   
 

 
 

. 
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5 Charges 
 

For GSA events the school makes no charge.  The school has public liability insurance, and 
the GSA has all the relevant insurance and guidance on safety, numbers permissible etc. so 
there is no requirement for individual contracts.  However, in all cases it must be clear who 
is the nominated person with overall responsibility for each event.  
 
For all other hirers there will be a scale of charges (Appendix 3).  
 
Block or repeat booking fees are negotiable as are bookings outside the charges schedule.  
The Headteacher has the authority to waive/amend the hiring charge of those providers 
whose clubs are integral to the intervention work in school and to set charges outside the set 
schedule in Appendix 3. 
  
 

6 Lettings Process 
 

6.1 Overview 
 

For all enquiries into new bookings the following process is undertaken by the office staff 
 
1) Booking enquiry received. Provisional details taken and rates agreed;  
2) Discuss any contentious issues with Headteacher and possible escalation to the Chair of 

Governors;  
3) Hirer contacted with application form (LT01), terms and conditions (LT02), health and 

safety policy and insurance details;  
4) All forms to be completed and returned by hirer with agreed 10% deposit, and £25 

Returnable Deposit. 
5) Insurance details to be checked and verified;  
6) Safeguarding/Child Protection Policy and DBS information to be checked and verified; 
7) Headteacher to sign completed LT01 (Appendix 1)  
8) Booking recorded in the school diary and notified to the Site Manager 
9) Invoice issued for payment; 
10) Payment received; 
11)  Event takes place; 
12)  Review condition of Premises after let by Site Manager, lock up 
13)  Return of refundable deposit where appropriate. 

 

6.2 Additional Information 
                 

All paid lettings will require a lettings LT01 (Appendix 1) form to be completed and used as 
the contract. 

 
The hirer’s agreement to the contract is established by signing the completed lettings form 
LT01 (Appendix 1) which includes acknowledgement that the Terms and Conditions at 
Appendix 2 have been read and complied with.  
 
The hirer must provide an original or certified copy of their public liability insurance and 
Safeguarding Policy/Child Protection Policy). If the hirer does not have a 
Safeguarding/Child Protection Policy (if for example, they are hiring on a one-off basis), 
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the hirer will be sent copies of the school’s Safeguarding and Child Protection Policies and 
asked to confirm in writing that they will adhere to them. Bookings will not be permitted to 
take place until that has been completed.   
 
The Headteacher will sign the contract on behalf of the school. 

 
Hirers requiring regular bookings who are new to the school will have a trial period of 2 
uses before the contract is officially confirmed.  For all hirers, there will also be a refundable 
deposit of £25 to be paid against possible damage/breakage during the hiring period such 
deposit to be waived at the Headteacher’s discretion. 

 
Regular hirers will be given one month’s written notice of any increase in charges.  
Insurance cover must be provided by hirer (copy of hirer’s insurance documentation to be 
provided). Should the hirer not have insurance cover and wish to purchase public liability 
insurance, a charge of 10% of the total cost of hire will be added. 

        
The school will charge hirer for any damage/loss incurred  

 
Safety/risk assessment issues – hirer to provide own first aid kit and bring own mobile 
phone, so that school office can remain locked. 

 
Consideration to be given to local residents and St Thomas More Primary School re 
noise/car speeds and parking – hirers to be responsible for ensuring their attendees are 
considerate of the school’s neighbours. 

 
Procedures for advertising a club within school and collecting/handing over monies to the 
hirer to be clearly established (if applicable) 

 
VAT will be charged on bookings using the dining room, kitchen and playing fields. VAT 
will also be charged on any hall bookings used for sport or physical recreation activities. 

  
 

7  Payments 
  
A minimum deposit of 10% of the cost of hire will be required to guarantee bookings at the 
time of application.  The balance of payment to be paid no later than 10 working days prior 
to the event, or before the first session of each term if a regular booking. 

 
A £25 returnable deposit is payable at the same time as the 10% deposit. 

 
If the hirer is purchasing public liability insurance, a charge of 10% of the total cost of hire 
will be added to the invoice. 

 
The invoice will be issued and paid prior to the event taking place. 

 
 
. 
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Appendix 1 – Lettings Form LT01 
 
   APPLICATION TO HIRE ACCOMMODATION AND/OR SERVICES (LT01) 
    NOTE:  
(1) Submit applications to the Headteacher at least 14 days in advance of hiring. 
(2) Use a separate form for each date unless the accommodation required is the same. 
(3) Please complete form in BLOCK LETTERS. 

 
SCHOOL:GREENWAY PRIMARY & NURSERY SCHOOL____________________________  SCHOOL NO.__921_______ 
 
FULL NAME OF ORGANISATION:______________________________________________________________________________ 
NATURE OF FUNCTION: ____________________________________________________________________________________ 
DATE(S) REQUIRED; _______________________________________________________________________________________ 
HOURS REQUIRED;------------------------------------------------------------------------------------------------------------------------------ 
SEATING REQUIRED FOR:_________________________  (See Condition No.5 of TERMS AND CONDITIONS BOOKLET – LT02) 

 

 Tick If 
Req’d 

Preparation Time Function Time Clearing Time For Office Use 

FROM TO FROM TO FROM TO £ 
CHARGE 

VAT 
 

Accommodation 
 
Hall 

         

          
          
Classroom(s)          
Dining Room/Refectory          
Kitchen/Pantry          
 - beverages/washing up          
- meals          
          
          
          
          
Playground          
Playing Fields          
          
SERVICES 
 
Stage Lighting 

         

Amplifying Equipment          
Piano          
Other Equipment if available          
* PUBLIC LIABILITY INSURANCE 

The Hirer is required to hold Public Liability Insurance, and to let the school have a copy of the cover 
notice prior to the hiring.  If this is not produced, then the school will arrange cover in advance of the 
hiring and a charge will be made. 

No hiring should take place without this insurance cover arranged either by the Hirer or through the 
school. 

CHARGE PER OCCASION   

*HIRER INSURANCE FEE  
TOTAL VAT  

TOTAL CHARGE  
DEPOSIT REQUIRED  

 
N.B. if any of the above services are to be used, the Headteacher must be satisfied that a competent operator and/or electrician is in charge 
before such use commences.  An extra charge is made for these services.  
 
I have read the Terms and Conditions booklet (Appendix 2 of the school’s Lettings Policy), which I accept on behalf of the organisation named 
above.  I wish to apply for the use of the accommodation and/or service specified above and any special conditions required.  I agree to pay 
the charge according to the scale in force at the date of hire, payable 10 days prior to the event taking place. I am over 18 years of age. 
 
 
SIGNED (ORGANISER) ___________________________________________  NAME  
_______________________________________________ 
 
ADDRESS________________________________________________________________________________________________________
____ 

_________________________________________________________________________________________________________________
____ 

DATE _____________________________  CONTACT TELEPHONE NO. ________________________________ 

 

NAME AND ADDRESS OF PERSON TO WHOM ACCOUNT SHOULD BE SENT IF DIFFERENT TO ABOVE:- 

_________________________________________________________________________________________________________________
____ 
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_________________________________________________________________________________________________________________
____ 

FOR OFFICE USE 

AUTHORISATION OF HIRE signed ___________________________________________  DATE 
___________________________________ 

DATE RENDERED _____________________________________ A/C No. __________________________________         

 
  



Page 8 
 

Appendix 2 –Terms and Conditions LT02 
  

  

  

  

  

  

  

Terms and Conditions under which   
Accommodation and Services can be 

Provided  
  

(Referred to in the Application To Hire Form – LT01)  

  

  

  

  

  

  

  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  
 
 
 
 
 
 
 
 
 
 



Page 9 
 

Hirer’s Checklist  
  

Contact the school for clarification and any of the points made below.  
  

• Thoroughly read the Terms and Conditions of Hire booklet LT02  

• Sign the Application to Hire form LT01 confirming your full compliance with the terms and 

conditions of hire in LT02, and return form LT01 to the school  

•  Check you are covered by the school’s Public Liability Insurance for Hirers – if not you will have 
to provide your own Public Liability Cover as a condition of Hire  

• Ask the school for details of their Public Liability Insurance Scheme for Hirers if you would like 

this  

• If you are providing your own insurance, send a copy of your cover note to the school before 

the hire period  

• If alcoholic drinks are being provided you must:  

  
 -  inform the school at the time of booking  

-  obtain a Drinks Licence from a Local Magistrate (giving at least 2 months’ notice) or ask 
a Publican to obtain a licence (giving at least 6 weeks’ notice)  

-  notify the local police one week before the event  
-  ensure no alcohol is supplied to persons under 18  
-  ensure no one is admitted to the function after 10:30 pm  

  

NB. Licensees are responsible for running the bar and its conduct  
  

• if you are arranging a Public Performance such as a play, concert or dance and in the event of 

tickets being sold at the door or paid at the door:  

  

- obtain an Entertainment’s Licence from your local District or Borough Council well in 

advance of the event allowing a minimum of 28 days. For further clarification, please 

contact your District or Borough Council.  

- Ensure copyrights are not infringed and all appropriate returns are made to the Performing 

Rights Society  

  

• If you are using kitchen facilities check you have received ‘Guidelines for the Safe Preparation of 

Food LT03’ from the school, and have discussed your catering requirements with Head of Kitchen 

prior to the hiring  

     

• If you are hiring a swimming pool ensure that you have read and can abide by the guidelines 

outlined in the Health and Safety Executive’s publication ‘Safety in Swimming Pools’, a copy of 

which should be available from the school or the English Sports Council – Publications  

  

• Ensure that all your activities including pre-publicity of the event conform to statutory fair trading 

controls (contact Trading Standards Department  

01438 737300 or hertsdirect.org for further details)  
  

Maximum Capacity for school functions  
  

- there are no broad guidelines as each school is individually assessed  

- the school should either arrange for the Local Licensing Officer to visit them independently 

or with the Fire Brigade  

- advice will be given on the number/siting of exits, evacuation speed and occupancy figures  
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1. CARE OF THE PREMISES  
 1.1  The Hirer shall indemnify the school and the County Council from and against all costs, claims, expenses 
or damage incurred or suffered by the school or County Council arising either directly or indirectly out of the use 
by the Hirer of the hired accommodation and equipment at the school  
1.2  The Hirer is required, in addition, to take out Public Liability Insurance, and to let the school have a copy 
of the cover note in advance of the hiring, unless they purchase cover through the school’s annual Public Liability 
Insurance policy.  
1.3  Reasonable care shall be taken to protect any surface or equipment, which is likely to suffer damage as a 
result of hire. Even though the cost is repaid to Governors and County Council, considerable inconvenience is 
caused for other persons wishing to use the building.  
1.4  The Governors wish to emphasise, therefore, that it is the responsibility of the Hirer to ensure that 
maintenance of order, and in particular the clearing of the premises at the end of the function. Any misconduct by 
any person attending the function may result in the Hirer and his/her organisation being refused further bookings.  
1.5  If the premises are not fully vacated by the time given for the function to end, a surcharge will be made for 
extra time.  
1.6  The Caretaker on duty, or some other person designated by the Headteacher of the school is responsible 
to, and the representative of, the Governors for the care of the premises.  
   

2. PRIVATE PROPERTY  
 No responsibility can be accepted by the Governors or the County Council for loss of, or damage to, any 
property, which may be brought onto the premises as a result of the hiring.  
    

3. PAYMENT  
 3.1  When the booking is made, the Hirer shall pay 10% of the hire charge by way of a deposit. This will not be 
returned in the event of a cancellation by the Hirer.  
3.2  Payment of the balance of the full amount of the charge for the use of the accommodation and services 
shall be made not later than ten working days before the date on which the accommodation and services are to 
be used by the Hirer.  
3.3  The Governors reserve the right to refuse any application or terminate the agreement at any time for non-
payment.  
   

4. INSTALLATIONS AND USE OF PREMISES  
 4.1  The Hirer shall not permit any interference with the gas system, pipes, electric wiring, lights switches, or 
other installations of the school without the previous consent of the Governors in writing.  
4.2  No nails, screws, adhesive or adhesive tape shall be fixed to the floor, walls, ceilings or any other part of 
the building nor shall any platform or other erection, or any decoration be put up without the previous consent of 
the Governors in writing.  
4.3  The Hirer shall confine his/her activities to the accommodation and equipment hired, and is not to use any 
other part of the school except insofar, as is necessary for access purposes.  
4.4  Users of premises must remember that the school is primarily intended for education and much trouble 
and work will be saved if the premises are treated with care and respect. Work and equipment should not be 
touched, and furniture moved only when necessary and replaced in its original position unless otherwise directed.  
4.5  The hire of a particular room will normally include the use of the furniture usually present in the room 
without further charge, but at the end of the let it is the Hirer’s responsibility, under the direction of the Caretaker 
or other representative of the Governors, to move the furniture back to its original position or to such a place as 
will facilitate cleaning (usually this will mean stacking it to the side). Failure to do this may result in an extra charge 
for the additional time spent in cleaning.  
4.6  Hirers must comply with no-smoking requests.  
4.7  No application will be granted for any purpose, which may jeopardise the insurance of the school.  
   

5. MAXIMUM ATTENDANCE  
 5.1  For information on the maximum number of persons to be admitted to a meeting contact your Local 
Licensing Officer (address available from the school)  
   
-  there are no broad guidelines as each school is individually assessed -  the school should either arrange 
for the Local Licensing Officer to visit them independently or with the Fire Brigade -  advice will be given on 
the number/siting of exits, evacuation speed and occupancy figures  
  
5.2  The number of chairs suitable for adults in Primary schools is usually less than the maximum capacity of 
the hall. Subject to 5.1 additional chairs may be brought in by the Hirer at his/her own expense. The Headteacher 
should be consulted about times of delivery and removal.  
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6. USAGE OF SCHOOL PREMISES ON SUNDAYS OR BANK HOLIDAYS  
 No application for the use of the premises shall be granted for Sundays or Bank Holidays, except with the 
consent of the Chairman of the Governing Body. Where consent is given, the use of the school premises end at 
10:00 pm. An extension of this may be approved in special circumstances and prior notice should be given.  
  

 7. TERMINATION  
 7.1  If the Governors are required by prior arrangement or by law to provide accommodation for any person or 
purpose, the right is reserved to cancel at any time any conflicting arrangement for the hiring of any or all of the 
accommodation or services, even if the hiring has previously been confirmed by the Governors.  
7.2  The Governors reserve the right to terminate any letting without notice where complaints are received as 
to the use of the premises by the Hirer.  
7.3  The letting shall automatically be terminated by any breach of the conditions contained herein.  
7.4  The Governors and County Council also reserve the right to terminate any letting at any time prior to, or 
during, the hiring where it is considered that the use of the premises is likely to occasion a risk of disorder or 
damage or injury to persons or property.  
7.5  In the event of any cancellation or termination of a hire by the school for the reasons above or for any 
other reason (e.g. failure in the heating arrangements), a proportionate part of the payment (or in the case of 
cancellation before the hire starts, the whole payment) representing the payment for the unexpired period of the 
letting shall be refunded to the Hirer. Any such refund shall be accepted in full satisfaction of any loss or damage 
caused by the cancellation and the Governors and County Council shall have no further liability in that respect.  
   

8. CHANGES IN CHARGES  
 The Governors reserve the right to change the charges for use of the accommodation at any time prior to the 
hiring, including after the acceptance of the application form and 10% initial payment, after giving one month’s 
notice in writing of their intention to do so. Once the Governors have given notice of a proposed increase, the 
Hirer shall be entitled to terminate the hiring by notice in writing within one week of receiving the notice of the 
change, and any deposit paid shall be refunded.  
   

9. FAILURE TO USE ACCOMMODATION  
 In the event of the accommodation and/or services not being used by the Hirer, or not used in full as booked, no 
money that has been paid shall be refunded apart from the deposit, providing there are no damages.  

   
10.  USE AND TIMES  
 The Hirer shall not use the accommodation and/or services for any purpose other than that specified on the 
application to hire form, and shall neither enter the premises before, nor leave them after, the times stated on the 
application form.  
   

11.  COPYRIGHT  
 It is the responsibility of the Hirer to ensure that he/she complies with all the requirements of the law referring to 
copyright (including returns to the Performing Rights Society 020 7580 5544)  
  
  

12. PUBLIC PERFORMANCES etc  
 12.1 If the nature of the function for which the premises are used is the public performance of a play, music, 
dancing or any other activity for which a licence is required, it is the Hirer’s responsibility to ensure that an 
appropriate licence is secured and that the Hirer complies with its conditions. The school may have taken out an 
annual licence for public music and dancing, in which case a separate application is not required, but it is the 
Hirer’s responsibility to confirm that this is the case.  
 12.2 Forms of application for an Entertainment Licence may be obtained from the respective Borough Council or 
District Council offices, allowing 28 days’ prior notice (see 5.1 above).  
  
  
13. SWIMMING POOL AND GYMMNASIUM  
 13.1 Hiring swimming pool, gymnasium, or other part of the premises for sporting or other physical activities 
entails the Hirer accepting the obligation of securing safe conditions and proper supervision by appropriately 
qualified persons.  
13.2 Guidance on ‘Safety in swimming pools’ will be supplied by the school.  
13.3 This publication is also available at £5.50 from:  
  
English Sports Council – Publications,   
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PO Box 7  
WETHERBY LS23 7LZ  
 Tel: 0870 5210 255  
Fax :0870 5210 266  
   

14 ALCOHOLIC DRINKS  
 14.1 If alcoholic drinks are to be served at a function:  
14.2 The Hirer must inform the school of this at the time of booking the accommodation.  
14.3 The Hirer must also inform the local Chief Officer of Police at least one week before the event.  
14.4 No person may be admitted after 10:30 pm.  
14.5 Adequate supervision must be provided at both the main entrance and all other doors, including fire exits.  
14.6 If alcoholic drinks are to be sold, it is the Hirer’s responsibility to ensure that an appropriate licence is 
obtained and that there is compliance with its conditions.  
14.7 In order to obtain a Drinks Licence the Hirer should either contact a Local Magistrate (giving at least 2 
months’ notice) or ask a Publican to obtain a licence (giving at least 6 weeks’ notice)  
14.8 The Hirer’s attention is particularly drawn to the legal prohibitions on supplying alcohol to persons under 18 
years of age.  
   

15 USE OF KITCHEN FOR THE PREPARATION OF MEALS  
 15.1 It is advisable for the Hirer to discuss their catering requirements directly with the Head of Kitchen before the 
letting.  
15.2 The Hirer’s attention is drawn to the ‘Guidelines for the Safe Preparation of Food LT03’ which is available 
from the school  

   
16 OUTSIDE EQUIPMENT  
16.1 The Hirer shall not use any loudspeaker system or other equipment outside the premises without having 
obtained the prior written consent of the Governors.  

   
17 RACE RELATIONS ACT 1976  
17.1 The hirer must:  
17.2 Read the terms of Section 71 of the Race Relations Act 1976 (see  
17.5)  
17.3 Undertake to use their best endeavour to ensure nothing occurs during or in consequence of the hiring which 
would prejudice the Governors’ or the County Council’s obligations under Section 71 or other sections.  
17.4 Be aware that the Governors and the County Council reserve the right to refuse future applications if this 
undertaking above is not met.  
17.5 “Section 71: Without prejudice to their obligation to comply with any other provision in this Act, it shall be the 
duty of every Local Authority to make appropriate arrangements with a view to securing that their functions are 
carried out with due regard to the need (a) to eliminate unlawful racial discrimination, and (b) to promote equality 
of opportunity, and good relations, between persons of different racial groups.”  
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Appendix 3 - Charges 
 
The minimum booking is for 2 hours (whole hours only). The letting period is to include 
preparation and clearing up.  
 
Letting fees for block bookings may be negotiated. 
 
Site Manager charges for opening locking up outside school hours - £20 
 
Hourly Rates  
 
 

 Single Functions Site Manager 
Charges £20 

Notes 

OUTSIDE £12.50 per hour 
 

Where 
appropriate 

Use of grounds, no access to 
building. 

INSIDE £20.00 per hour 
 

£20 Use of hall (or one classroom) and 
toilets plus heating and lighting 
 

 
 
 
 
 
 
 


