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Introduction  
  

The Governing Body should regard the school buildings and grounds as a community 

asset and should make every reasonable effort to enable them to be used as much 

as possible.  However, the overriding aim of the Governing Body should be to support 

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

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

  

The school’s delegated budget (which is provided for the education of its pupils) 

should not be used to subsidise lettings by community or commercial organisations.  

Charges should be levied to meet the additional costs incurred by the school in 

respect of lettings of the premises.  Within this framework, schools may charge some 

organisations more than cost and subsidise other users provided that overall charges 

for community use at least cover additional costs.  

  

Legal framework  
 

This policy has due regard to all relevant legislation and statutory guidance including, 

but not limited to, the following:   

• The School Premises (England) Regulations 2012  

• Health and Safety at Work etc. Act 1974  

• The Health and Safety (First-Aid) Regulations 1981   

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

(RIDDOR)  

• Counter Terrorism and Security Act 2015  

• The UK General Data Protection Regulations (GDPR)  

• Data Protection Act 2018   

• Education Act 1996  

• DfE (2015) ‘Advice on standards for school premises’   

• DfE (2023) ‘Keeping children safe in education 2023’   

• DfE (2023) ‘The Prevent duty: safeguarding learners vulnerable to radicalisation’  

• DfE (2022) ‘Keeping children safe in out-of-school settings: code of practice’   

 

Definition of a Letting  
  

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

by either a community group (such as a local music group or football team), or a 

commercial organisation (such as a 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 education for all its pupils.  



  

Use of premises for activities such as staff meetings, parents’ meetings, Governing Body 

meetings and extra-curricular activities of pupils supervised by school staff, fall within 

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

charge against the school’s delegated budget.  

   

Roles and Responsibilities  
 

The governing board will be responsible for:  

• Reviewing the applications of a proposed letting arrangement and 

conducting a risk assessment to determine whether the arrangement would 

pose a risk to the primary activities of the school and its pupils.  

• Ensuring any safeguarding risks associated with the letting are identified and 

addressed.   

• Ensuring hirers have appropriate child protection and safeguarding policies 

and procedures in place.   

• Ensuring hirers follow the DfE’s ‘Keeping children safe in out-of-school settings: 

code of practice’.  

• The overall oversight of the letting, handling any queries from the hirer.   

• Communicating any relevant information to the hirer, e.g. fire safety 

precautions.   

• Agreeing fair prices for the use of the premises; these will reflect the condition 

of the facilities but remain competitive enough to be accessible to the wider 

community.   

• Working with the headteacher to ensure all relevant policies and procedures 

are implemented and made available to hirers.  

The headteacher will be responsible for:  

• Ensuring compliance with the premises licence.   

• Acting as or appointing a designated premises supervisor.  

• Liaising with the governing board to establish whether or not the proposed 

activity is suitable for the premises.   

• Ensuring that the school has the correct insurance in place for hiring out the 

premises.   

• Checking the hirer has the appropriate public liability insurance.   

• Working with the site manager to ensure the premises are fit for use.   

• Ensuring hirers familiarise themselves with the relevant school policies and 

procedures e.g. fire evacuation arrangements.   

• Assessing whether the activities the hirer is requesting could result in disrupting 

any asbestos and taking the relevant safety measures as a result.   

• Reviewing the relevant safeguarding checks carried out by the hirer to ensure 

they comply with the school’s policies.  

 



 

 

The site manager will be responsible for:   

• Ensuring the facilities and equipment requested are clean and in a 

good working condition for each hirer.   

• Working with the hirers to ensure high levels of security are 

maintained.   

• Showing the hirers how to properly secure and lock the premises after 

use.   

• Organising any repairs and/or replacement of equipment.   

• Notifying the hirer of any known asbestos in the school in areas being 

hired.   

  

Safeguarding   
 

The school will ensure that appropriate safeguarding arrangements are in place when 

letting school premises of facilities that involve work with children. Organisations 

submitting a lettings request involving working with children and/or young people will 

submit a signed copy of their current safeguarding policy.  

  

Where the hiring of school premises or facilities for work with children, regardless of 

whether the children are on the school roll, is directly supervised or managed by school 

staff, the hirer will abide by the school’s safeguarding arrangements.  

  

Where the services are provided separately by another body, the school will seek 

assurance that the body concerned has the appropriate safeguarding procedures in 

place. The school will inspect the provider’s safeguarding policy prior to the 

commencement of the letting.  

  

Hirers will be expected to adhere to the DfE’s ‘Keeping children safe in out-of-school 

settings: code of practice’.   

  

The school will ensure that safeguarding requirements are communicated with the 

hirer prior to the letting. This will be included in the school’s hire agreement document.  

  

Failure to comply with the school’s safeguarding conditions will lead to the termination 

of the hire agreement.  

  

Any safeguarding-related allegations against organisations or individuals who have 

hired the school premises will be managed in line with the school’s Allegations of Abuse 

Against Staff Policy. The hirer understands this will involve informing our local authority 

designated officer (LADO).  

  

All hirers will state the purpose of the hire.   

  

Each application will be vetted by the DSL and any concerns will be reported to the 

governing board prior to approval.   
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When determining whether to approve an application, the governing board will 

consider the following factors:  

• The type of activity  

• Possible interferences with school activities   

• The availability of facilities  

• The availability of staff  

• Health and safety considerations  

• The school’s duties with regards 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 the hirer’s purpose:   

• Is aimed at promoting extremist views.  

• Involves the dissemination of inappropriate materials.  

• Contravenes the statutory Prevent duty.  

• Is likely to cause offence to public taste and decency (except where this is, in 

the opinion of the trust, balanced or outweighed by freedom of expression of 

artistic merit).  

If any members of staff have concerns regarding the purposes for which the hirer is 

using the facilities, they will contact the headteacher immediately.   

  

The headteacher 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 group is found to be promoting views in contravention of the 

school’s Prevent duty, this will be managed in line with the school’s Prevent Duty Policy.  

All hirers will read and review the school’s Child Protection and Safeguarding Policy.  

  

Insurance  

  
The school must ensure that the Hirer has appropriate public liability insurance to cover 

all its legal liabilities for accidents resulting in injuries to persons (including all 

participants in the activity for which the premises are being hired), and/or loss of or 

damage to property, including the hired premises, arising out of the letting.  The 

minimum limit for this insurance cover is £5 million.  The hirer must produce the 

appropriate certificate of insurance cover before the letting can be confirmed.  

  

Neither the school, nor the Local Education Authority, will be responsible for any injury 

to persons or damage to property arising out of the letting of the premises.  

  

Management of Lettings  

  
The Headteacher is responsible for the management of lettings, in accordance with 

the Governing Body’s policy.  Where appropriate, the Headteacher may delegate all 

or part of this responsibility to other members of staff, whilst still retaining overall 

responsibility for the lettings process.  



The Administrative Process  
  

Organisations seeking to hire the school premises should approach the Headteacher 

or bursar, who will identify their requirements and clarify the facilities available.  A 

lettings application form should be completed at this stage.  

  

Once a letting has been approved, a letter of confirmation should be sent to the hirer, 

setting out full details of the letting and enclosing a copy of the terms and conditions 

of the hire agreement.  The person applying to hire the premises will be invoiced for 

the cost of the letting, in accordance with the Governing Body’s current scale of 

charges.  (Schools may wish to seek payment in advance in order to reduce any 

possible bad debts).    

  

All lettings fees which are received by the school should be paid in to the school’s 

budget in order to offset the costs of services, staffing etc (which are funded from the 

school’s delegated budget).  Income and expenditure associated with lettings should 

be regularly monitored to ensure that at least a “break even” situation is being 

achieved.  

  

For long term lettings application forms should also be reconsidered on an annual 

basis.  

  

VAT  

  
In general, the lettings of rooms for non-sporting activities is exempt of VAT, whereas 

sports lettings are subject to VAT (although there are exemptions under certain 

circumstances).  

   

Guidance can be found on the schools' Portal at:- 

https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=733&pageid=14399&e=e  

  

For further advice on VAT relating to lettings, please contact the County Council’s VAT 

Team (Tel. 01772 534778).  
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Summary 
The Governing Body is responsible for adopting a lettings policy for the use of the 

school premises. The Governing Body actively encourages community use of the 

school buildings. However, it reserves the right to refuse any lettings it may choose. 
 

1. The hirer must be willing to meet with school officials and provide details of their 

aims and objectives. 
 

2. The Governing Body will ensure that the school budget does not subsidise non-

school activities and that all costs are recovered. Charges will be reviewed 

annually by the Governing Body. 
 

3. Each hirer using the school will be required to nominate a contact person.  Such 

a person is deemed to be in charge and able to investigate any difficulties which 

may arise. 
 

4. The Governing Body will determine if a nominated person from school is required 

on site when the premises are being used.  If not, a responsible person must be on 

call.   
 

5. A Letting Application / Indemnity Form must be completed by all applicants.  A 

signed copy of the application form, if approved by the school, will be returned 

to the hirer.  For long term lettings application forms will be reviewed on an annual 

basis. + 
 

6. No lettings will be approved giving the user exclusive possession (note: this is a 

legal requirement, not to be confused with a sole letting). 
 

7. Any hirer that uses the school must be adequately insured (with a minimum of 

£5m public liability insurance) and insurance documents must be attached to the 

application. 
 

8. All hirers must comply with health and safety legislation. 
 

9. The hirer is responsible for ensuring that DBS checks have been undertaken where 

appropriate. 

10. Where the school receives an allegation relating to an incident where an 

individual or organisation was using school premises for running an activity for 

children, we will follow our safeguarding procedures, reporting to the LADO if 

necessary 
 

11. Arrangements for the payment of each letting will be made in advance with the 

hirer concerned. 
 

12. Smoking is not allowed on the premises in line with school policy. 
 

13. Alcoholic Drinks –  
 

a. An occasional licence must be obtained where appropriate.  The 

Licensee is responsible for conduct of bar sales, etc. 

b. No alcohol is to be stored or retained on the premises when pupils are in 

school. 

 

Approval date: October 2024 

Review date: October 2025 

Signed (Headteacher):    Signed (On behalf of the Governing Body):



Use of School Premises 

Application Form 
 
Name of Organisation: __________________________________________ 

 

Name of Applicant:  __________________________________________ 

 

Address:   __________________________________________ 

 
___________________________________________________________________________________  

    

_________________________________  Telephone:           _____________________________ 

 

Name and address of person to be billed if not same as 1:   _________________________ 

 

___________________________________________________________________________________  

 

Details of premises required: 

 

(a)  Name of School: _______________________________________________________ 

 

(b)  Date(s) required: _______________________________________________________ 

 

___________________________________________________________________________________  

 

___________________________________________________________________________________  

 

(c) Accommodation Required. 

 

 Tick if 

required 

From To 

BASE (Entrance for Parents/Carers/Indoor Lunchtime 

facilities) 
   

School Hall    
School Sports Field    
Classroom (s) Number required:    
Running Track    
Toilet Facilities    
Other (please state)    

 

Purpose for which accommodation/premises are required:   

 

___________________________________________________________________________________  
 

 

If the letting is of a commercial nature, please supply details:  

 

___________________________________________________________________________________  

 
 

Approximate no. of people attending:  ________________________________________ 

 
Details of admission charges:   __________________________________________ 
 

 



 
 Tick as appropriate: Yes No 

Will the general public be 

admitted? 

  

Is copyright music to be 

performed? 

  

Do you intend to use/bring 

into the premises any 

additional electrical 

equipment?  

  

Is alcohol to be served?   

 
 
VAT Regulations Relating to the use of Sports Facilities 
 

Room hire alone is exempt.  For example, the local Brownies hiring the school hall or sports 

hall for a table top sale would be exempted from VAT. 

 

If the local football club hired the school hall (NOT a sports hall) to play football, the letting 

would be exempt as the hall is not a sports facility. 

 

If the local football club hired the school sports hall to play football as a one off letting, it 

would be standard rated.  

 

Premises are sports facilities if they are designed or adapted for playing any sport or taking 

part in any physical recreation, such as swimming pools, football pitches, dance studios 

and skating rinks. Each court or pitch (or lane in the case of bowling alley, curling rink or 

swimming pool) is a separate sports facility. 

 

However, if the same football club hired the school sports hall for a series of lets, they will 

be exempted from paying VAT if they meet all the following criteria:- 

 

• The bookings are for at least 10 sessions 

• The interval between the sessions is not less than 1 day and no more than 14 days 

apart 

• The bookings are all for the same activity 

• The whole series is to be paid for (there must be written evidence of this) 

• The grantee has exclusive use of the facilities 

• The grantee is a school, club, an association or an organisation representing 

affiliated clubs or constituent associations.  

 
 

I/WE HAVE READ THE CONDITIONS OUTLINED ABOVE AND APPLY TO BE  

EXEMPT FROM PAYING VAT AS WE FULFIL ALL THE ABOVE CRITERIA 
 

 

Signature _______________________________________________________ 

 

On behalf of _______________________________________________________ 

 

Date  _____________________________________________________________ 

  



 

Memorandum of Agreement and Indemnity to be completed for all applications: 

 

In consideration of the Governors and/or Lancashire County Council granting me/us the 

use of the aforementioned premises, I/we agree to pay to the Governors or to the County 

Council the prescribed hire charge and to replace or pay to the Governors or the County 

Council the cost of making good any damage caused to the premises by me/us. 

 

It is further acknowledged and agreed that the Governors and/or the County Council give 

no warranty of the suitability of the premises for the use to which I/we intend to put them 

and I/we hereby agree to indemnify the Governors and/or the County Council, their 

officers, servants and agents against all actions, costs, claims and demands arising out of 

any accidents and/or loss which may occur on the said premises during their use by me/us 

provided that the same is not due to any negligence, omission or default of the Governors 

and/or the County Council, their officers, servants or agents. 

 

Under no circumstances shall the permanent electrical installation be altered or otherwise 

interfered with. Permission for HIRERS to erect any temporary wiring for specific function or 

purpose shall only be carried out on approval by both the Lancashire County Property 

Group and the Licensing Section of Lancashire County Council. Further I/We undertake to 

check and inspect the facilities to ensure that they are clear and free of hazardous 

material, debris and spillages prior to use. 

 

It is further acknowledged and agreed that I/we will indemnify the Governors and/or the 

County Council in respect of all actions, costs, claims and demands arising out of any 

breach of copyright as defined in the Copyright Act 1956, or under any other enactment 

in that behalf for the time being in force in respect of any performance of any literary, 

dramatic, or musical work, which takes place or which is given while the said premises are 

being used by me/us, our servants or agents. 

 

I/We hereby undertake to provide at my/our own expense during the period hire of any 

swimming pool suitable and sufficient lifeguard personnel as based on the guidance of 

the Health and Safety Executive and as detailed in the “Instructions for the Use of 

Swimming Pools”. 

 

Under no circumstances does this letting give the user exclusive possession. 

 

(The hirer should produce evidence that this indemnity is protected by adequate 

insurance cover). 
 

 

 

Signature _______________________________________________________ 

 

Designation _______________________________________________________ 

 

Date  ____________________________________________________________ 

 

 

 
 
 
 
 



 
SCHOOL USE ONLY 

 
Tick as appropriate: Yes No 

Is the application for the use of 

school premises is acceptable to 

us: 

 

  

Has the applicant been provided 

with the School Safeguarding 

Policy? 

  

Has the applicant submitted an 

up to date copy of their own 

Safeguarding Policy? 

  

Proof of Public Liability Insurance 

obtained? 

  

The Governors have determined that this will be:- 

 

A free letting 

 

  

A chargeable letting at a cost of  

£…………………………………  per 

hour/session Plus VAT where 

applicable 

 

  

Lettings income will be collected 

by the school 

  

Lettings income will be collected 

by the school by the Authority on 

our behalf 

 

  

 

 

Signed …………………………………………………………………………………………… (Headteacher) 

 
 


