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   Shefford Lower School  
     Lettings Policy 

 

Rationale: 
 
The governors recognise that the school is an important institution in the community in providing access to 
its premises to enable delivery of a wide range of extended services to both adults  and children.  The 
purpose of this policy is to outline the basis upon which such lettings take place.   
 

Objectives: 
 

 To allow appropriate use of the school premises by the local community outside of school hours.  
 

 Ensure the school community has priority over lettings. 
 

 Raise revenue for use by the school, costs of unlocking/locking, utilities are covered and there is no 
financial loss in the event of damage. 

 

 Ensure lettings do not compromise the security of the school or create health and safety risks . 
 

Guidelines: 
 

1. A letting is defined a use of the school premises outside of the normal hours which the school is 
open (9.00 am – 3.20 pm, Monday – Friday during term time) during holidays  or at weekends. 

 
2. Requests to let the school premises to be directed to the School Business Manager who will 

liaise with the Site Agent before confirming a booking.  The Headteacher to be informed of 
lettings prior to them being confirmed. 

 
3. Precedence will be given to school activities over lettings such as parents ’ evenings and concerts, 

even if lettings were arranged earlier.  
 

4. PSA will not be charged for using the premises to raise funds.  However, where an event results 
in the premises staff having to undertake extra cleaning or unlocking/locking, the PSA may be 
asked to make a donation towards extra costs. 

 
5. Smoking/ vaping is not permitted on the school premises or grounds.  
 

6. Intoxicating liquor shall not be brought into or consumed on school premises without the prior 
consent of the Governing Body.  Where such consent is given the hirer must comply with the 
Licensing Laws and provide evidence of such to the Governing Body.  

 
7. Hirers must provide their own first aid facilities and telephone for making emergency calls.  

 
8. Any damage or excessive cleaning occurring as a result of a letting will be charged to the Hirer.  

Hirers are required to pay a deposit of £50 which will not be refundable in the event of excessive 
cleaning or damage. 

 
9. Hirers must make themselves aware of Fire Evacuations procedures and are responsible for 

communicating these with all those participating in the activity.  
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10. The Hirer must have Public Liability Insurance to a minimum limit of indemnity of £ 5m.  Evidence 

of such insurance must be provided to the school before letting takes place.  
 

11. The Hirer is required to complete a risk assessment and return it with the booking form.  The 
school accepts no liability for any equipment, including, electrical, brought onto the school site 
by the hirer. 

 
12. Where the Hirer is running an activity involving children they must provide evidence of enhanced 

DBS clearance and a copy of a Child Protection Policy.  
 

13. The Hirer is responsible for any licences an permission they need.  The school will not be held 
responsible for the Hirer breaching any licences or permissions agreement . 

 
14. Lettings will be at the discretion of the governing body or its representatives who may refuse 

lettings if they consider it in the interest of the school to do so.  Lettings will usually be made to 
Clubs and Associations.  Lettings will not normally be made to private individuals. Lettings for 
private parties will not be allowed.  All hirers must be aged 18 or over. 

 
15. The school’s Safeguarding policy must be consulted and followed when dealing with external 

organisations that work with children or young people.   
 

16. All hirers must state the purpose of the hire.  The purpose of each application for hire will be 
checked and any concerns over the nature of the letting or gathering will be reported to the 
Headteacher before approval is given.  The school will contact the Access and Referral Hub if 
they suspect that the letting or gathering has been used for political purposes, not previously 
authorised by the Headteacher, the dissemination of inappropriate material or other purposes 
which could be reportable under the new statutory Prevent duties or which contravene current 
legislation in any way. 

 
17. Considering applications for lettings the Headteacher or Business Manager will decide on the 

approval of the application with consideration to:  
 

a. Interference with school activities – priority at all times should be given to school functions 
b. The availability of facilities 
c. The availability of staff to open and close the premises 
d. The school’s safeguarding policy  
e. Health and safety considerations in relation to the number of  users, type of activity, 

qualifications of instructors etc. 
f. Type of activity and our duty with regard to the prevention of terrorism and radicalisation  
g. Adequacy of management procedures in place during the hire  
h. Appropriateness of the letting and whether it is deemed compatible with the ethos of the 

school 
 

18. A letting agreement must be signed by the Hirer and the School before the letting commences.  
Only those areas specified in the lettings agreement will be used during the period of hire.  
Equipment belonging to the school must only be used with prior agreement.  

 
19. A month’s notice is required by either party to terminate the agreement, unless the Hirer is 

deemed to have breached terms of the contract where termination may be immediate.  
 

20. All users of the school’s facilities are expected to act in a responsible and appropriate manner 
towards people and property while on the premises in line with the school ethos.  
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21. Groups providing before and after school activities for children at the school will not be charged 
a fee to hire the premises but are bound by other conditions herein  and will be required to sign 
a letting agreement form. 

 
22. The school is not responsible for any loss or damage to vehicles parked on its premises or their 

contents. 
 

23. Charges for lettings are attached.  The Business Manager will review charges at least every 2 
years and will recommend to governors any changes to be considered.  

 
 

Date Reviewed February 2019 

Next Review Date February 2021 

Headteacher Tracey Callender 

Chair of Governors Valerie Thompson 
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HIRE OF SCHOOL PREMISES 

LETTING RATES – SEPTEMBER 2018 

 

 

 Monday – Friday 
 (Minimum 2 hour hire) 

Weekends and Holidays 
(Minimum 2 hour hire) 

Main Hall 
 

£36 and then £8/half hour £42 and then £8/half hour 

Playground/Field/Ball Court £25 and then £2.50/half hour £25 and then £2.50 per half 
hour 

Playground/Field/Ball Court 
with use of toilets 

£36 and then £8/half hour £42 and then £8/half hour 

Air Conditioning 
 

£5/hour £5/hour 

 

 

The Governing Board reserves the right to reduce, waive the standard charges if they consider the event 

will have an educational or spiritual benefit to the pupils or community. 

 

 

Approved by the Governing Board July 2018. 
 


