
 

 

 
Roehampton Church of England Primary School  
Lettings Policy 2022  
 
1. CHARGES AND BOOKINGS PROCEDURE  
The Board of Governors wish to encourage community use of the school premises when not 
required by the School.  
 

All lettings must be approved by the Head Teacher or Deputy Head Teacher and be reported 
to the Finance and Premises Committee. In general, lettings should be in keeping with the 
ethos of the School and can be:-  
 

One off Hiring: 
A rate of £28.00 Monday – Friday, £35.00 Saturday – Sunday is charged per hour for all 
lettings.  All charges for one off hirings must be paid at least 7 days in advance. The Board of 
Governors does not undertake to refund any charge on cancellation of a booking unless 7 
days written notice is given. With one off bookings a £25.00 non-refundable deposit needs to 
be made to secure the booking. The school will issue an invoice stating the balance and 
payment conditions. All Payments need to be made in cash or cheque.  
 

Parental & Staff Bookings: 
If a parent or member of staff requests the hire of the hall, then they will be charged at a 
lower rate £25.00 per hour, however, they will also have to pay a £25.00 non-refundable 
deposit needs to be made to secure the booking. 
 

Block Bookings:  
All charges for block bookings must be paid termly. The school will issue termly invoices 
stating the balance.  Charges are £28.00 per hour and are non-refundable due regardless of 
whether you use the hall or not. 
 

Free Lets: 
School Activities which directly benefit the school (including training/meetings which 
members of school staff attend)  
• PTA  

• School Staff Social Activities  

• Board of Governors’ Meetings  
 

Terms and Conditions 
All applications must be on an official form, with Hiring Conditions and Lettings Policy 
attached, obtainable from the School Office. Precise times required must be stated.  
 

The hirer may not assign or sub-let the premises which s/he has hired.  Rates are to be 
reviewed and agreed annually by the Finance Committee.  
 

2. INSURANCE  
The school requires Hirers to have and maintain for the duration of the hire insurance cover 
arranged with a reputable company. A copy of their insurance certificate must be sent with 
the application. It is the responsibility of the Hirer to affect this cover and whatever other 
insurance he/she requires to cover his/her liabilities. The Hirer should produce the policy or 



policies of insurance at least 48 hours before the time of the hiring. In the case of a block 
booking proof of renewal of such insurance will be required where the renewal falls within 
the period of the block booking.  
3. VACATION OF THE PREMISES  
Use of the School premises or the relevant part thereof and entry thereto is limited to the 
purposes and times stated on the application form and no sub-letting is permitted. The agreed 
times of use are inclusive of any time necessary for setting up and clearing up from the agreed 
usage.  
 

All equipment or property brought into the School premises by the hirer must be removed at 
the end of the hiring. The school shall not be responsible for any property left behind. For the 
purposes of charging the hiring shall be deemed to have come to an end when all the Hirer's 
equipment has been removed. The Hirer is responsible for the adequacy, suitability and safety 
of all equipment brought onto the premises.  
 

At the end of each hire period the premises must be left in a clean and tidy state and all 
equipment must be put back after use. If the premises are not cleaned to the satisfaction of 
the Site Supervisor or registered key holder, the Hirer will be responsible for any payment 
necessary to have them cleaned.  
 

4. CANCELLATION  
The Board of Governors may cancel any letting at any time and either fees will be refunded 
or an alternative date offered, except in the case of misconduct. If this occurs, the Hirer can 
make no claim against the School for any loss s/he may sustain.  
 

The Board of Governors does not undertake to refund any charge on cancellation of a 
booking unless 7 days written notice is given by the Hirer.  
 

Authority to accept or cancel a booking shall rest with the Head teacher. 
 

The Hirer may cancel block bookings by giving the School one month’s notice in writing.  
 
5. MAINTENANCE OF GOOD ORDER  
The Hirer is responsible for and shall be charged by the School for all breakages or damage 
caused either to the School premises or to any property on the School premises which occur 
during or in relation to the hiring or whilst persons are entering or leaving the School premises 
however or by whomever caused. The Hirer is responsible for ensuring that all activities take 
place in a safe manner.  
 

The School shall not be responsible for any loss or damage to any property arising out of the 
hiring or be liable for any person who suffers injury or loss or damage to his property whilst 
on School premises from any cause whatsoever or for any loss due to breakdown of 
machinery, failure of supply of electricity or gas, leakage of water, fire, government 
restriction, requirement of the Local Education Authority or act of God which may cause the 
premises to be temporarily closed or the hiring to be interrupted or cancelled.  
 

The Hirer shall ensure that good order is kept in the premises and that all regulations and laws 
governing the use of the School premises will be complied with. The behaviour and safety of 
persons on the premises for this booking are the responsibility of the Hirer. 
 
 
 



6. HEALTH AND SAFETY  
The Hirer must familiarise himself/herself with the emergency procedures for fire, first aid, 
accidents and defects reporting and carrying them out to the best of his/her ability. 
 

In the event of a fire or the fire alarm going off the assembly point is on the heath or KS2 
playground, whichever is closer. Please leave the hall through the nearest, unblocked, exit. 
 
As Hirer of the hall you should make yourself and others aware of the route. This should be 
shown to you by the key holder when opening the hall. 
 

Any lights or other electrical apparatus which shall be connected to the electrical installation 
in the premises shall be properly insulated and fused and electrical plugs and sockets shall 
not be overloaded. If audio, video or other mains electrical equipment is bought onto the 
premises the hirer must ensure that the equipment is in good working order and is safe in 
every respect.  
 

All Hirers whether working with young people or not should be aware that young children 
may be on the premises during their usage and that the care of such young people is of 
paramount importance.  
 

The Hirer must ensure that there are sufficient stewards located in areas which will prevent 
unauthorised persons from entering the premises and to ensure that guests are restricted to 
the area hired for the function.  
 

Alcohol, smoking, vaping or drug use, is not permitted in any part of the School or its grounds. 
 

The Hirers are prohibited from bringing animals onto the premises. Failure to adhere to this 
restriction may lead to your hire being immediately cancelled. Working service animals are 
exempt from this restriction provided prior permission has been granted by the Owners. 
  

If the hiring includes use of a kitchen the Hirer shall comply with such conditions as the school 
may prescribe at the time of the hiring.  
 

The Hirer's attention is drawn to the total exclusion of the use of the Outside Playground and 
any computers and their related accessories. Hirers and all those invited to the premises by 
the Hirer are expressly prohibited from using the facilities and the Owners decline to accept 
any responsibility or liability for accidents or injury to any person or persons resulting directly 
or indirectly from the unauthorised use of their apparatus. The Hirer is automatically deemed 
to have accepted unconditionally this exclusion clause which is a strict condition of hire that 
cannot, under any circumstances, be waived.  
 

It is the specific responsibility of the Hirer to ensure that the Outside Playground apparatus 
and any computers remain totally 'out of bounds' whilst any person or persons are present 
on the School premises.  
  

7. GENERAL  
The right at any time to enter the School premises and remain on the premises during the 
hiring is reserved to the School and any police officer.  
 

The school may put a stop to any entertainment or meeting which in their opinion is not 
properly conducted or which may infringe any of the provisions hereof.  
 

The school may refuse admission to any person without giving any reason for doing so and 
may similarly require any person to leave the premises.  



  

Toilets are available down corridor from the Hall.  
 

Please note: - for block bookings 
The Hirer unlocks the premises at the beginning of the hiring and lock up again at the end at 
the time agreed on the lettings application form. The school Site Manager will not be available 
during the period of the hire, except in extreme circumstances. 
 
Chair of Finance Committee: _________________________________ 
 
Date: ___________________________________________________ 
 
 
This was reviewed at the Autumn Finance Committee Meeting 2022 and will be reviewed in 

the Autumn Finance Committee Meeting 2023. 


