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Policy on the Hiring of School Premises 

Introduction 

We aim to: 
 

Make sure the school’s premises and facilities can be used, where appropriate, to 
support community or commercial organisations 

 
Allow the hiring of the premises without using the school’s delegated budget to 
subsidise this 

 
Charge for the use of the premises to cover the costs of hire and, where appropriate, 
raise additional funds for the school 

 
Not let any hiring out of the premises interfere with the school’s primary purpose of 
providing education to its pupils 

 
Hire out facilities in a way that is safe, within current legislation and following 
government guidelines 

 
Areas available for hire 

The school will permit the hire of the following areas: 

 School hall 

 Classrooms 

 Playgrounds 

Application to use the school premises should be made to the School Business Manager 

and the Application Form should be filled in at least 21 days before the event. The 

School Business Manager will resolve any conflicting requests for the use of the 

premises, with school functions always receiving priority. The School Business Manager 

is responsible for the management of lettings, in accordance with the school’s policy, 

but the Headteacher retains overall responsibility. If the School Business Manager or 

Headteacher has any concern about the appropriateness of a particular request for a 

letting, he or she will consult with the Chair of the Finance Committee, who has the 

authority to determine the issue on behalf of the governing body. The governing body 

has the right to refuse an application and no letting should be regarded as ‘booked’ 

until approval has been given in writing. No public announcement of any activity or 

function taking place should be made by the organisation concerned until the booking has 

been confirmed in writing. 



Capacity and charging rates  

The maximum capacity and rates for hiring each area are as follows: 

AREA CAPACITY COST 

School Hall 100 £60.00 per hour or part 

Classrooms 25 £35.00 per hour or part 

Playgrounds 150 £100.00 per hour or part 

Opening/Closing of Building NA £60.00 per session 

 
Alternative rates may be agreed for regular, long-term, community or block bookings, 
taking account of the number of rooms used, frequency and duration of hire, staffing, 
utilities, cleaning and other costs. Any discounted or negotiated rate must ensure that 

the letting represents value for money and does not result in the school's delegated 
budget subsidising the letting. 
 

Charges 
The governing body is responsible for setting the charges for the hiring of the school 
premises. 

Rates  
The rates for hiring out different areas are listed in the table in the section above. We 
may decide that certain organisations or activities can use the premises for a reduced 

rate, or free of charge, if it supports the core aims of the school. We may decide to 
impose an additional cleaning fee on top of the hiring rates.  
 

Payment terms and invoicing 
All hirers will be invoiced in advance for the agreed cost of the letting. Invoices must be 

settled within 14 days of issue and no later than 5 working days before the first hire 
date. Payment should be made by bank transfer (preferred) or cheque payable to St 
Mary’s Catholic Primary School. The school reserves the right to cancel the booking if 

payment is not received within the stated timeframe. 
 
A refundable security deposit may be required at the school’s discretion. This will be 

invoiced alongside the hire fee and returned within 10 working days after the final 

session, subject to a satisfactory post-event inspection and deduction of any costs for 

damages or additional cleaning where applicable. 

 

 



Cancellations 

Where the school cancels an agreed letting, the school will provide as much notice as 

reasonably practicable. Any hire fees already paid in respect of the cancelled session(s) 

will be refunded or, with the hirer's agreement, credited against a future booking. 

The school will not be liable for any indirect or consequential loss arising from the 

cancellation of a letting. 

Where a hirer wishes to cancel a booking, written notice must be provided to the School 

Business Manager. 

For one-off bookings, cancellations received at least 14 calendar days before the date 

of hire will be eligible for a full refund or credit. Cancellations received less than 14 

calendar days before the date of hire will be charged in full. 

For recurring or block bookings, cancellations made at least 14 calendar days before the 

first date of the agreed period of hire may, at the school's discretion, be credited 

against a future invoice or period of hire. Where less than 14 calendar days' notice is 

given, the agreed charge for the period will remain payable in full. 

Once a recurring or block booking has commenced, individual sessions which the hirer 

chooses not to use will remain chargeable unless otherwise agreed by the school in 

exceptional circumstances. 

The school reserves the right to waive or vary cancellation charges in exceptional 

circumstances at the discretion of the Headteacher or School Business Manager. 

Applying to hire 

Those wishing to hire the premises should fill out the hire request form, which you can 

find in appendix 1 of this policy, and read the terms and conditions of hire set out in 

section 5. 

 

We reserve the right to decline any applications at our absolute discretion, in particular 

where the organisation does not uphold the values of the school, reputational damage 

may occur, or the activity does not adhere to the latest government safety advice. 

Safeguarding 

Where a letting involves children, young people or adults at risk, the hirer is responsible 

for ensuring that appropriate safeguarding arrangements are in place for its activities. 



The hirer must comply with all applicable safeguarding legislation and guidance and 

must ensure that all staff, volunteers and other individuals engaged in the activity have 

undergone the appropriate recruitment, suitability and Disclosure and Barring Service 

(DBS) checks where these are legally required. 

The school may require the hirer to provide evidence of its safeguarding arrangements 

before approving or continuing a letting. This may include a safeguarding or child 

protection policy, safer recruitment procedures, evidence of appropriate DBS checking 

arrangements and details of the person responsible for safeguarding within the 

organisation. 

The hirer must immediately report to the school any safeguarding concern, allegation or 

incident arising during the use of the premises where it may affect the school, its 

pupils, staff or premises. 

Approval of a letting by the school does not constitute approval or endorsement of the 

hirer's safeguarding arrangements. Responsibility for safeguarding participants in the 

hirer's activities remains with the hirer. 

The hirer must comply with the school's site security and safeguarding requirements at 

all times and must not permit participants to access areas of the school which have not 

been included within the letting. 

Security and Access 

The hirer and all persons attending the letting must only access the areas of the school 

premises specifically included within the hire agreement. Classrooms, offices, 

cupboards, drawers, storage areas and other parts of the school must not be accessed 

unless expressly authorised by the school. 

School equipment, furniture, displays, teaching resources or other property must not be 

moved, used or removed without prior permission. Where permission is given to move 

items, they must be returned to their original location at the end of the letting. 

The hirer is responsible for ensuring that external doors and gates are not left 

unsecured and that access to the premises is limited to persons attending the agreed 

activity. Access codes, keys, alarm information or other security information provided to 

the hirer must not be shared with unauthorised persons. 

The hirer must comply with all opening, closing and alarm arrangements specified by 

the school and must ensure that the premises are not alarmed or secured while 

authorised persons remain within the building. 



Vehicles may only enter or park on the school site where this has been agreed in 

advance. The number and location of vehicles must comply with the arrangements 

confirmed by the school and must not obstruct pedestrian routes, emergency access or 

fire escape routes. 

Fire exits, escape routes, corridors, entrances, First Aid equipment, firefighting 

equipment and other emergency facilities must remain unobstructed at all times. No 

equipment or belongings belonging to the hirer may be stored on the school premises 

unless prior written permission has been given and an appropriate storage location has 

been agreed. 

Any loss of keys, security incident, unauthorised access or damage to the premises 

must be reported to the school as soon as reasonably practicable. 

Repeated or serious breaches of the school's security arrangements may result in the 

immediate termination of the letting and/or refusal of future bookings. 

Cleaning and Condition of the Premises 

The hirer must leave all areas used during the letting in a clean, tidy and satisfactory 

condition and, as far as reasonably practicable, in the same condition in which they 

were provided. 

The hirer is responsible for clearing away all rubbish, materials and equipment arising 

from its activities and for cleaning any equipment brought onto the premises. School 

furniture or equipment moved with the school's permission must be returned to its 

original position. 

The school's normal cleaning arrangements do not include additional cleaning arising 

from lettings. Where additional cleaning is required as a result of a letting, including 

during school holidays or other periods when the school's normal cleaning service is not 

operating, the school reserves the right to arrange additional cleaning and charge the 

full reasonable cost to the hirer. 

The hirer will also be responsible for the reasonable cost of repairing or replacing school 

property damaged as a result of the letting, except where the damage results from fair 

wear and tear. 

Where the premises are repeatedly left in an unsatisfactory condition, the school may 

require an additional cleaning/security deposit, increase the charges applicable to the 

letting or terminate/refuse future bookings. 

 



TERMS AND CONDITIONS 

The following Terms and Conditions apply to all lettings of the school premises. Failure 

to comply with these Terms and Conditions or any other requirement of this policy may 

result in additional charges, termination of the current letting and/or refusal of future 

bookings, as appropriate to the circumstances.  

1.  “Hirer” means the person or entity identified in the relevant hire request form. 

2. The hirer shall pay the full amount as stipulated by the school, and shall not be 

entitled to set off any amount owing to the school against any liability, whether 

past or future, of the school to the hirer. 

3. The hirer shall occupy the part(s) of the premises agreed upon as a non-

exclusive licensee and no relationship of landlord and tenant is created between 

the hirer and the school by this licence. 

4. The hirer shall not sub-licence any of the premises under the licence. 

5. The hirer shall not use the premises for any purpose other than that agreed 

upon in the licence, as set out in the hire request form. 

6. The hirer must not use any part of the premises for any additional purpose or 

activity that has not been agreed in writing by the school. Unauthorised use may 

result in termination of the letting and/or refusal of future bookings. 

7. The school shall retain control, possession and management of the premises and 

the hirer has no right to exclude the school from the premises. 

8. The hirer is responsible for the health and safety of its activities, staff, 

volunteers, participants and guests during the period of hire and must comply 

with the school's health and safety arrangements applicable to the premises. The 

school remains responsible for those health and safety matters relating to the 

premises for which it has a legal responsibility. The hirer must maintain 

appropriate public liability insurance with a reputable insurer and provide the 

school with evidence of cover no less than 10 working days before the first date 

of hire. 

9. The hirer must not conduct, permit or facilitate any unlawful activity on the 

premises, or any activity which may invalidate the school's insurance, 

compromise the safety or security of the premises or its users, or cause 

significant reputational harm to the school.  



10. The hirer shall indemnify and keep indemnified the school from and against: 

a. any damage to the premises or school equipment; 

b. any claim by any third party against the school; and 

c. all losses, claims, demands, fines, expenses, costs (including legal costs) 

and liabilities, arising directly or indirectly out of any breach by the hirer of 

the licence or any act or omission of the hirer or any person allowed by 

the hirer to enter the premises. 

11. Save that nothing in the licence shall exclude or limit either party’s liability for 

personal injury or death arising from the negligence of either party or any other 

liability that cannot be excluded by law, the school shall not be responsible for 

any losses of a direct or indirect nature, and its maximum liability to the hirer 

shall not exceed the total fees paid or to be paid to the school by the hirer under 

the licence. 

12. The hirer must familiarise itself with the school's emergency evacuation 

procedures and ensure that those procedures are followed in the event of a fire 

or other emergency. 

13. If the hirer breaches any of the terms and conditions the school reserves the 

right to terminate the licence and retain any fees already paid to the school, 

without affecting any other right or remedy available to the school under the 

licence or otherwise. 

14. The hirer shall observe the maximum capacity rules of the part(s) of the 

premises being hired and not allow this to be breached. 

15. The hirer will acquire all appropriate additional licences for any activities they are 

running, including those required for use of any third party intellectual property. 

16. The hirer is responsible for carrying out suitable and sufficient risk assessments 

relating to the activities it conducts on the premises and for implementing any 

necessary control measures. For higher-risk activities, or where otherwise 

requested by the school, a copy of the relevant risk assessment must be 

provided to the school at least 10 working days before the activity. 

17. The hirer shall comply with all applicable laws and regulations relating to its use 

of the premises. 



18. The school's Lettings Policy, including its provisions relating to cancellations, 

safeguarding, security and access, cleaning and condition of the premises, 

together with the hirer's completed Hire Request Form, these Terms and 

Conditions and the school's Hire Confirmation Letter, form part of the agreement 

between the school and the hirer. 

19. This licence shall be governed, construed and interpreted in accordance with the 

laws of England and Wales. 

20. The school will provide the hirer with relevant health and safety and emergency 

evacuation information prior to the first session.  

21. Where a letting involves children, young people or adults at risk, the hirer must 

comply with the safeguarding requirements set out in the Safeguarding section 

of this policy. Failure to provide safeguarding information or evidence reasonably 

requested by the school may result in the application being refused or an 

existing letting being suspended or terminated. 

22. The hirer must comply with the Security and Access requirements set out in this 

policy, including restrictions on access to unauthorised areas, site security, gates, 

keys, alarms, vehicles and storage. Serious or repeated breaches of these 

requirements may result in immediate termination of the letting and/or refusal of 

future bookings. 

23. The hirer must comply with the Cleaning and Condition of the Premises 

requirements set out in this policy and will be responsible for any additional 

cleaning, repair or replacement costs properly incurred as a result of the letting. 

24. The hirer is responsible for the conduct and supervision of its staff, volunteers, 

participants, visitors and any other persons admitted to the premises in 

connection with the letting, and must take reasonable steps to ensure that they 

comply with the requirements of this policy. 

25. Any damage, defect, accident, incident or other issue affecting the premises or 

school equipment arising during the letting must be reported to the school as 

soon as reasonably practicable. The hirer must not undertake or arrange repairs 

to school property without the school's prior agreement. 

26. The hirer must not make any alteration to the premises or attach, affix or display 

any decoration, advertisement, signage, banner, poster or other item to the 

premises without the school's prior written permission. Nothing may be fixed to 

walls, doors, windows, floors or other surfaces in a way that may cause damage. 



27. Smoking and vaping are prohibited throughout the school premises and grounds. 

Illegal drugs and substances are prohibited on the school premises. Alcohol must 

not be brought onto, sold or consumed on the premises without the school's 

prior written permission and compliance with any applicable licensing 

requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MONITORING ARRANGEMENTS 

We will review and update this policy annually and whenever the guidance on which it 

is based changes. 

 

Any updates to this policy will be shared with the full governing board. 

  



Appendix 1: Hire request form 

Before filling out a request form, please familiarise yourself with our terms and 

conditions for the hire of our premises and our rates of hire, which you can find in this 

policy. If you have any questions, please contact the School Business Manager.  

Name of applicant/organisation   

Applicant contact details Address: 
 
 

Phone no: 
Email address: 

Preferred method of contact  

Purpose/activity of organisation  

Part of the premises requesting to be hired  

Date and time of first hire  

Is this a recurring request, or one off? If recurring, 
indicate the frequency and number of occurrences 
(e.g. weekly, 10 weeks) 

 

Number of expected participants in the activity  

Additional equipment you will require from the school 
(please note we may not always be able to provide this 

but will inform you where this is/is not possible) 

 

Additional equipment you will be providing yourself  

By signing below, I agree to the terms and conditions set out in the school’s premises 

hire policy. 

Signature: ____________________________ 

Name: _______________________________ Date: _____________________ 

Please return this form via email to sbm@stmarysrc.lbhf.sch.uk  or to the school office 

at St Mary’s Catholic Primary School, Masbro Road London W14 0LT. We will be in 

touch to inform you if your application is successful, outlining details of the full cost and 

documentation that must be shared. 

mailto:sbm@stmarysrc.lbhf.sch.uk


Appendix 2: Template Hire Confirmation Letter 

Dear [Hirer’s Name],  

 

Thank you for your application to hire facilities at St Mary’s Catholic Primary School. I 

am pleased to confirm that your booking has been approved, subject to the attached 

terms and conditions. 

 

Details of Letting: 

- Hirer: [Organisation/Individual name] 

- Area(s) hired: [Hall/Classroom/Playground – specify] 

- Dates and times: [Insert details] 

- Capacity permitted: [Insert capacity] 

- Hire fee: £[amount] per [hour/session] 

- Opening/Closing charge (if applicable): £[amount] 

- Total cost: £[amount] 

 

Payment: 

An invoice will be issued in advance for the total hire cost. Payment must be received 

[within 14 days of invoice date / prior to the first session]. Payment can be made by 

[bank transfer / cheque payable to St Mary’s Catholic Primary School]. 

 

Where applicable, a refundable security deposit of £ [amount] will also be invoiced and 

returned after the event provided the premises are left in satisfactory condition. 

 

Documents Required:  

Please provide the following by [insert date, usually 10 working days before hire]: 

- Evidence of valid public liability insurance. 

- Any safeguarding or risk assessment documentation requested. 

 

The hire agreement must be signed and returned to us before the hire can proceed. 

 

We look forward to working with you. If you have any questions, please do not hesitate 

to contact me directly. 

 

Yours sincerely,  

 

School Business Manager 

St Mary’s Catholic Primary School 


