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Whitefriars Primary School 

Lettings Policy 

 

Policy 

At WPS we aim to promote positive mental health and well-being for our whole school 

community; pupils, staff, parents and carers, and recognise how important mental health 

and emotional well-being is to our lives and in order for pupils to be ready to learn. 

 



Hiring  
All lettings of the building or facilities are under the jurisdiction of the Governing Body, which delegates 

this function on a day-to-day basis to the Headteacher. In practice, all arrangements will be made 

through the School Business Manager. In the case of lettings to religious, political or marginal interest 

groups, the decision to let must be referred to the full Governing Body. The Governors will take into 

account the effect that such lettings may have on the well-being or image of the school. The Governing 

Body reserves the right to refuse to accept a booking from any individual or organisation, and also to 

curtail any booking if it seems fit to do so.  

 
All bookings will be made on an official booking form (Appendix A) and will be approved by the 
Headteacher in advance of the commencement of the booking. Hirers will also sign to acknowledge that 
they understand all terms and conditions, which may from time to time be applied to bookings, 
including responsibility for having their own public liability insurance cover. For any lettings involving 
tuition with children / young people, it is the hirer’s responsibility to ensure that DBS checks are carried 
out and are in place for all tutoring adults. They should also be familiar with child protection procedures 
and disclosures. A disclaimer must be completed by the hirer to this effect.  
 
If an approved keyholder is not available to undertake a letting during school closure periods, the school 
reserves the right to cancel the letting. A list of approved key holders can be found in Appendix B.  The 
school also reserves the right to cancel a letting should a school function or maintenance work be 
necessary. Every effort will be made to give maximum notice.  
 
All hiring agreements will be renewed in September of each year and also in the case of frequency of 
user changes – day, time or location, or if the original signatory is no longer a member of the user 
group. All hirers will receive a copy of fire emergency procedures and fire equipment location plan.  
The Premises, Health and Safety Committee of the Governing Body will review hiring charges on an 
annual basis, at the start of the academic year. An up to date scale of charges is attached to this 
document. The Governing Body reserves the right to alter or waive the charges applicable to any letting 
according to circumstance.  
 

Staffing  
Lettings are offered in the first instance to the Caretaker and approved key holders. The Caretaker can 
be asked to undertake up to 4 lettings per week, but should they decline, or are unable to take the 
letting, it may be offered to any other approved keyholder at the discretion of the Headteacher. Should 
the Caretaker not wish to undertake any lettings, the Governing Body can appoint a lettings officer, who 
will be an approved keyholder. The responsibility for ensuring that lettings are appropriately staffed lies 
with the School Business Manager. The member of staff responsible for any letting will:  
 

• ensure that furniture is supplied and arranged according to the school’s availability and the 
hirers requirements  

• ensure that the first aid equipment and fire extinguishers are in place and are serviceable  

• arrive on site at a time which gives the hirer reasonable “setting up” time  

• close and lock all doors which give access to parts of the building not included in the hiring 
arrangements  

• ensure that the heating and lighting – as required – are operating effectively  

• return to the premises before the hirers are due to leave  

• check the cleanliness of the facilities and if necessary clean and tidy the room(s) used, 
including the toilets  

• switch off all heating and lighting, secure and alarm the building.  



NB There is no requirement for staff to remain on the premises during the period of the letting. If the 
hirers have requested a staff presence during the whole letting then a greater hire charge becomes due, 
and an enhanced letting fee is payable to staff.  
 
Payments  
All hirers will be invoiced by the School Business Manager on a monthly basis arranged at the time of 
booking. Should payment not be received within the 30-day settlement period an administration charge 
of £10.00 will be added each time a reminder is sent.  
 
Staff will be paid on a monthly basis via a lettings fee. The School Business Manager will identify the 
overtime payments due and the Headteacher will countersign these. Payment for lettings is subject to 
satisfactory completion of the duties listed above.  
 
Restrictions  
Staff must not carry out activities that involve risk – e.g. carrying heavy furniture alone, using ladders 
unsupervised etc. The responsibility for ‘risk assessment’ lies with the management of the school but 
each individual must also consider any risks and act with care. Under normal circumstances, staff who 
are declared to be ill – either by Medical Certificate or by Self-Certificate may not carry out lettings as 
this may affect their cover under the Local Authority’s insurance of employees.  
 
Staff members or approved keyholders may not hand school keys to any other persons, nor may they 
arrange for other persons other than approved keyholders to carry out their letting duties on their 
behalf. Again, to do so would be likely to cause difficulties with insurance in the event of an accident, 
injury or negligence.  
 
Keyholders 
References will be required on appointment of keyholders as they are responsible for the security and 
safety of the premises, keys and security codes.  Keyholders will be DBS checked and suitable to work on 
a school site where there will be children; they should have integrity and be of good character. 
 
Keyholders will be required to sign an agreement outlining their responsibilities.  They will also be 
required to refresh their knowledge and practice of the locking and security routines on an annual basis 
with a member of the site staff. 
 
Securing your keys 
When the keys are in use/on the school premises the keyholder should never leave them unattended.   
When the keys are not in use/on the school premises, they must be kept in a secure place such as a 
drawer.  They must not have any identifiers eg. ‘Whitefriars School Keys’ on them and keyholders 
should make sure that others do not have any access to them. 
 
Emergency Procedures 
Hirers are responsible to follow the emergency procedures outlined to them by the school. In the case 
of an emergency it is the hirers’ responsibility to contact the emergency services required.  
 
Hirers must provide their own phone to make such calls.  
 
The school is providing the use of the venue only. It is the hirer’s responsibility to  

• be suitable trained in first aid  

• hold all licenses to undertake the activity  

• hold the required DBS for its personnel as required by law  

• have adequate personnel and public liability insurance  



 
Hirers are responsible to provide all necessary licences required for their event, this is not the schools 
responsibility.  
 
All staff, Governors and members of the leadership group will be given a copy of this document. This 
document will be reviewed and monitored by the Premises, Health and Safety Committee annually.  
 
 
  



Whitefriars Primary School 
Hire of Premises – Scale of Charges from April 2024 (+12%) 

 
Personal Insurance to be taken out by individual hirers in addition to the following charges: 
 
 

 Junior Hall  
 

Meeting Room  
 

Infant Hall  
 

Field/  
Playground  

1st Hour £43.00 £6.85 £34.00 £40.00 

Subsequent 
hours 

£7.50 £3.50 £6.50 £8.00 

Daily fee  
(based on 7 
hours) 

£80.00 £25.00 £65.00 £80.00 

Weekly fee 
(based on 5 
week days in 
school holiday 
time) 

£350.00 - £300.00 £350.00 

 
 

There will be a 15% discount for non-profit organisations.  
Lettings include access to toilet facilities and kitchen facilities by agreement.  
These charges cover lighting, heating and caretaking fees.  
Longer term secure lettings might be available by arrangement with our partner groups and 
agreement with this governing body. 
 
 
 
NB: No lettings available after 10pm for either Hall with the exception of Whitefriars Church.  

+++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
 

These lettings charges are subject to annual review by the Premises, Health and Safety Committee.  
 
VAT may be applicable depending on the nature of the activity being undertaken in the school hall.  
If this should be the case, hirers will be informed before the booking is confirmed.  
 

• A Booking Form will need to be completed by all hirers before the start of hiring the 
facilities. 

• Confirmation that school fire procedures will be followed is necessary at the time of 
booking. 

• Confirmation that safeguarding arrangements, at least in line with Keeping Children Safe in 
Education, are in place is necessary at the time of booking. 

  



Hiring of Premises Booking Form                                  Appendix A 

 
Name of Organisation: .......................................................................................................................  

Contact Name  ……………………………………………..     Contact Number …………………………………………….…  

Contact Address  ……………………..…………………………………………….……….………………………………….. 

Venue :   Hall / Field / Other If other please specify  
 
 
Day of the Week ……………………………              Number of hires ……………………...  

Time Start   …………………………..              Time Finish ………………………….. 

First Hire Date  ..............................    Last Hire Date ………………………. 

Charge per each occasion of use ……………… 

Please make sure that you allow time to pack up and clear the premises in your hire time. 

These lettings charges are subject to annual review by the Premises, Health and Safety Committee.  
 
Hirers are responsible to follow the emergency procedures outlined to them by the school. In the case of 
an emergency it is the hirers’ responsibility to contact the emergency services required. Hirers must 
provide their own phone to make such calls.  
 
The school is providing the use of the venue only. It is the hirer’s responsibility to  

• be suitable trained in first aid  

• hold all licenses to undertake the activity  

• hold the required DBS for its personnel as required by law  

• have adequate personnel and public liability insurance  
 
VAT may be applicable depending on the nature of the activity being undertaken in the school venue. If 
this should be the case, the hirer will be informed before the booking is confirmed.  
 
Please let us know at the earliest possible time if the hire is to be cancelled.  If cancellation is within 24 
hours, a cancellation charge of £12 applies. 
 
Please sign below to validate the booking and confirm that: 1. you have reviewed your emergency and 
fire safety plans to cover the hire period in line with our fire emergency procedures and fire equipment 
plan; 2. that your child safeguarding procedures are effective and in place.  If no children are included in 
the club, a vulnerable adults policy should be in place: 
 
 
On Behalf of the School    On Behalf of the hirer  

Lucy Burman     Print Name  ……………………………  

Head Teacher     Position  ……………………………  

Date: ……………………………   Date: …….…………………… 



 

List of Keyholders        Appendix B 
 
 
1. Lucy Burman 
2. Sallyann Wright 
3. Sarah Allan 
4. Jennifer James 
5. Alison Pearce 
6. Sam Horne 
7. Liam Nicell 
 


