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LETTINGS POLICY 
 
 

Introduction 

 
The Governing Body of Stoneydown Park Primary School welcomes applications to hire the premises.  This 
policy outlines the requirements for these lettings including limitations, conditions of use, charges and the 
responsibilities of each of the parties.  

 
 
Booking Conditions 
 
 
1. All correspondence and matters concerning the hire of the school and other educational premises should 

be made to the School Business Manager  
 
2. The hirer shall be the person who signs the school’s lettings form, who will also be responsible for 

payment for the hiring and will be present (or will nominate a representative to be present) throughout 
the duration of the hiring, ensuring that the conditions of hire are observed. 

 
3. The school reserves the right to decline an application for a letting without giving a reason. 

 
4. The School reserves the right to cancel any hiring, or where possible, offer alternative accommodation at 

another venue.   
 

5. The school is not available for the following events: 
 

Parties and celebrations 
Political events, unless agreed by the Governing Body 
 

6. The school is not available for hiring of meetings or rallies organised or held by political parties or 
professional entertainment promotions.  In the event that the premises are let for either of the above 
activities, it will be necessary for the hirer to obtain their own public liability cover, which must include a 
property clause extension.  A copy of the hirer’s public liability policy will need to be provided to the 
school for approval prior to acceptance of the letting. 

 
7. Other lettings should be covered by the school’s public liability insurance and the Hirer will be notified if 

not. 
 

8. The school, when deciding on individual letting applications, will seek to ensure the suitability of adults 
working with children on school sites at any time. All adults working with children must have a valid, up-
to-date DBS check and this information must be held on the school’s single central record.  If there are 
any reservations held about this, the letting request may be refused in line with point 3. The school 
reserves the right to decline an application for a letting without giving a reason.  

 
9. The Council expects the Sunday use of education premises to be restricted to one let per day.  Hiring 

charges for Sunday use tends to be higher due to additional expenditure incurred by the schools.  In the 
event of a series letting (i.e. regular weekly use), the finishing time should not be later than 5 pm. 

 
10. The School Governing Body requires a Site Services Officer, to be on duty at all times during periods of 

extraneous use of education premises. 
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11.  The hirer will be allowed to hire accommodation throughout the year with the exception of 
a) Public holidays 

 
12. The school’s Governing Body reserves to themselves, and their officials, the right to enter at all times on 

producing evidence of their identity.  The stewards are to be instructed accordingly by the hirer. 
 
13. a) The hirer will be responsible for the maintenance of good order during the hiring and for any loss or 

damage suffered by the School/Council including, but not limited to, damage to the premises and other 
property of the School/Council during the time the premises are hired, whether by persons attending the 
premises or by vehicles used by such persons.  The hirer agrees to pay the cost of reinstatement or repair 
as certified by or on behalf of the School/Council for any damage detailed above. 
 
b) The School/Council shall not be responsible for any damage to, or loss (including theft) of any property 

or goods brought, deposited or left in the premises.  The hirer must make his/her own insurance 
arrangements to cover such items. 

 
c) The hirer shall indemnify the School/Council and their officers for all actions, cost, claims, damages, 

penalties, expenses and demands arising out of or in any way connected with the letting.  Also, any 
accident, loss or theft of, or any damage to property or injury to any person sustained as a 
consequence of the letting. 

 
14. The following are not permitted: 

a) No bolts, nails, tacks etc. shall be driven into any part of the hired premises or furniture thereof. 
b) No wax or powder preparation shall be used on any floor except those used as part of the normal 

cleaning process. 
c) The wearing of stiletto heels. 
d) Gas filled balloons, confetti or streamers, either inside or outside the premises.  
e) Inflammable materials or articles of an explosive nature e.g. fireworks. 
f)  No animals, without School’s Governing Body/Education Committee approval 
g) Any alteration, addition or variation to lighting or other electrical installation (except by prior 

permission of the site representative), heating, fittings, fixtures or other arrangements of the hired 
premises. 

h) Butane or Calor gas canisters and articles, which are dangerous or offensive, are brought on to the 
premises. 

i)  No furniture, apparatus or appliances may be delivered to the hired premises on behalf of the hirer or 
unloaded, placed in position and removed by the hirer or person employed by him/her for such 
purpose unless with the written agreement of the Headteacher. 

j) Smoking on any part of the school grounds, including all outdoor areas. 
 
15. Alcohol shall not be sold or consumed on school premises.   
 
16. Education premises may only be used for cinematographic exhibitions, public music, music and dancing, 

stage play or any other purpose for which a licence may be required if the relevant licence is held and the 
school approves the specific purpose for which the licence has been acquired.    Under such 
circumstances approval for the use of the hired premises shall be subject to the appropriate licence(s) 
being granted and to the inspection of the licence(s) by the Headteacher or site representative prior to 
the date of the function 

        No person shall give any exhibition, demonstration or performance of hypnotism on any living person at  
        or in connection with an entertainment on Education premises. 

 
17. The hirer shall vacate the premises at the end of the letting.  The latest any letting can end is by 10.30pm 

Monday to Thursday, 11.00pm Friday and Saturday and 5.00pm on Sunday  unless written authority, 
showing the time of extension, has been obtained from the Headteacher or school governors.  The hirer 
shall leave the premises in the same condition as they were found, unless alternative cleaning 
arrangements have been made. 
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The hirer must ensure that their articles and property are removed by 12.00 midnight on the day of the 
hire.  Any instructions given by the site representative in connection with the above must be observed. 

 
In the event of any article or property belonging to the hirer or any contractor or other person being left 
on the school premises after the above period of time the School shall be entitled to remove the same 
and charge the hirer for the cost of doing so. 

 
18. The seating accommodation provided is limited to the number of chairs and tables that are on the 

premises on the day of hire.  Further provision may be made by the hirer at his/her own expense, subject 
to approval by the Lettings Service/site representative and in compliance with Fire regulations. 

 
19. The hirer shall not use the premises, or permit them to be used for gaming or wagering other than lawful 

gaming carried out at an entertainment promoted for raising money to be applied for purposes other 
than private gain and complying with the provisions of the Gaming Act 1968. 

 
Extracts from the provisions of the Act are included as an appendix to these regulations.  It is policy that 
no monetary prizes or awards shall be given at any such entertainment, other than for activities 
conducted for the school’s benefit e.g. PTA run events. 

 
20. Headteacher’s domestic and staff rooms are not available for hiring.  Kitchens, dining halls and practical 

subject rooms shall not be used except with the special approval of the School.  It is a condition of use 
that where a kitchen is hired for a private function, the Hirer ensures that the kitchen certificate is 
requested and signed at the beginning and the end of the let. 

 
21. School resources (other than chairs and tables for use in halls) shall not be moved except by 

arrangement. 
 
22. The hirer shall not, during his/her occupancy of the premises, infringe any subsisting copyright or 

performing right and will be required to indemnify the Council against all sums of money which the 
School/Council may have to pay for any infringement of copyright or performing right occurring during 
the period of hire. 

 
23. If stage lighting and spotlights are required, it must be clearly stated on the application form.  Any 

operation of the spotlights and dimmers must be carried out by a competent person approved by the 
School. 

24. The unhired part of the premises may be locked. 
 
25. The Hirer shall, if called to do so by the School, furnish for approval a copy of the programme of any 

entertainment to be given by the hirer.  In such a case no entertainment shall be given by the Hirer except 
in conformity with a programme, which the School has approved.  Failing approval of a programme, the 
Hirer will be allowed to cancel the hiring in accordance with item 23. 

 
26.  The School/Governing Body endorse the principle of firm adherence to the right of free speech and 

reasonable access to public platforms for the purpose of that right, subject to the overriding need to 
ensure the safety of the buildings and public and to avoid the fomenting of racial hatred and 
discrimination.  Accordingly, the right is reserved to refuse applications for the hire of the premises for a 
purpose or by an organisation where there is cause for apprehension that there might be a breach of the 
above policy. 

 
27.  The School/Governing Body is not prepared to let land or buildings where it is satisfied that the safety of 

buildings and the public cannot be ensured; that the use will foment racial hatred, sex discrimination or 
homophobia: or that the use is by an anti-democratic or neo-fascist group or supporters of terrorism in 
general. 
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28. The Hirer should have the correct Public Liability Insurance in place and provide the  Public Liability 
Insurance No and the date of issue, along with a copy.   

They should confirm all DBS & Safeguarding checks have been completed ahead of the use of facilities.  
That they have organised sufficient first-aid provision in place during the facility hiring period.  And that in 
accordance to any government guidance all Risk Assessments are in place ahead of the use of the 
facilities, at all times i.e. Health & Safety, COVID-19, etc. 

  
 
 
29. If the hirer commits a breach of any of these regulations during a hiring, the School/Governing Body 

reserves the right to terminate the hiring immediately and to refuse any further application from his/her 
for the hiring of a school or other education premises. 

 
 
 
 
Charges for lettings 
 
1. All charges must be paid not later than one month prior to the date of the function.  No booking will be 

accepted later than 7 days prior to the date required.  Site representatives are not permitted to accept 
payment either in cash on any other form for hire of education premises. 

 
 
Scale of Charges  
 
 

Premises Mon – Fri  
(8 am – 5.30pm)  
Daytime School 

holidays only 

Mon – Thurs 
(5.30pm – 10.30pm) 

Evenings 

Fri/Weekend/Bank 
Holidays  

(8am – 11pm 
Saturdays) (8am – 

5pm Sundays) 

Hire of Classroom/ Hall/ 
Playground 1st hour 

£50 per area ph  £55 per area ph  £65 per area ph Fri 
evening and Saturdays 
£90 per area ph  

 
2. Governors reserve the right to charge at a different rate if they identify sufficient reason to do so. 

 
Cancellations 
 
1. The right is reserved to cancel any hiring without notice where the school’s Governing Body considers it 

necessary to do so in the event of any outbreak or prevalence of infectious disease or any other cause 
outside their control. 

 
2. In the event of a hiring being cancelled as a result of the above circumstances, the hiring charge and any 

other fees payable will be refunded to the hirer.  
 

3. In all other circumstances, it will be at the school’s discretion to refund the hiring charge should a letting 
be cancelled. Neither the Council nor the school’s Governing Body will be liable to pay compensation for 
any loss sustained as a result of the cancellation. 

 
4. Hirers may at the discretion of the school, be allowed to cancel or postpone bookings provided a 

minimum of one month’s notice is given in writing to the School.  Any expenses incurred by the 
School/Council through insufficient notice will be charged to the hirer.  If less than one month’s notice is 
given, only 50% of the Hire Fee will be repaid.  The Hirer will pay the full cost of the hire for bookings 
cancelled less than 24 hours before commencement of the Period of Hire. 



7 
 

 
 
 
 
 
 

 
Appendix 1 

Rules for the use of Gym Equipment 
 
1. Gym Equipment shall not be used unless or until a qualified teacher is present in the 

gymnasium.   
 
2. No one may enter the gymnasium, under any circumstances, unless wearing gym shoes or 

having bare feet.  Shoes with soles which could mark the floor must not be worn in the 
gymnasia.  This rule must also be observed by spectators. 

 
3. All members of the class must wear suitable clothing. 

 
4. The walls must not be marked by writing or drawing. 

 
5. Games of a type likely to cause damage to the equipment or fabric of the building should not 

be played in a gymnasium (e.g. Football with regulation-weight footballs).  Where necessary 
to avoid damage the nature of the game or the type of playing equipment should be 
amended. 

 
6. No gym apparatus, small or large, may be used, unless permission has been obtained from 

the School. This must only be used by the school representative present for the letting. 
 

7. All apparatus must be handled with care.  Portable apparatus, including mats, should always 
be carried (and never dragged along the floor). 

 
8. Apparatus must be retained in the correct storage position when not in actual use.  

Protective material must be placed under apparatus, which would otherwise damage the 
gymnasium floor. 

 
9. Any damage, or defect, however slight, of apparatus, floor or structure, must be reported 

immediately in writing to the School or verbally to the Caretaker/Site Services Officer. If 
liability is proven to be as a result of misuse by the hirer, the school reserves the right to 
demand compensation equivalent to the cost of the repair or replacement of the damaged 
item. 

 
10. The person responsible for the class in the gymnasium is also expected to make 

himself/herself responsible for the proper use of changing rooms and for the conduct of the 
people using them. 

 
11. These rules are drawn up specifically for the prevention of accidents and for the proper use 

of gym equipment. 
 

The full co-operation of all concerned is therefore required. 
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Appendix 2  
 

Booking Form for Stoneydown Park Primary School Lettings 

Name of Hirer  
(person, body, association, limited 
company) 

 

Address of Hirer   

Contact Number(s)   

Email Address   

 

Purpose of 
Hire  

 

Attendees  Total No.   No. 
Adults  

 No.   
Children 

 

Single Booking  Date of 
Booking  

 Start 
Time  

 End 
Time  

 

Block Bookings  Frequency/
Days  

     

 Start Date     Start 
Time  

 

 End Date     End 
Time  

 

Booking times must allow sufficient time for preparation and clearing away before 
and after the  event. 

 

Facility Required  □ Juniors Hall  □ Infants Hall 

□ Kitchen  □ Classrooms No. 4 □ Junior playground 
&  toilets 

x□ Infants playground & toilets  □ Other (please specify)  □ 

Equipment Required  None 

 

Other arrangements   
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The School does not provide any warranty that the Premises, facilities and equipment 
provided are  suitable for the intended purpose of the hire. The Hirer is required to satisfy 
themselves that their  requirements are met and the facilities are fit for purpose 

 
 

Will refreshments be served?  □ Yes x □ No 

Alcohol is not permitted by the School  

I have read and accept the terms and conditions of Hire and I confirm that I am over the 
age of 18. 

 
I also confirm the following documents and checks are in place and take full 
responsibility for them (please tick/mark as confirmation). 
  

 I have the correct Public Liability Insurance in place and the details are as 
follows: 

The Public Liability Insurance No ………………………………     Date of Issue: 
……………………. 

(please supply copy of document to school). 

 I can confirm all DBS & Safeguarding checks have been completed ahead of 
the use of facilities. 

 I have organised sufficient first-aid provision in place during the facility hiring 
period. 

 I confirm that in accordance to any government guidance all Risk 
Assessments are in place ahead of the use of the facilities, at all times i.e. 
Health & Safety, COVID-19, etc. 

  
I agree to pay the balance of the cost due as set out above and to accept and comply 
with the terms and conditions of hire set out below and overleaf. 
  
Signed:                                                                                        Date: 
 
 
You will be sent confirmation of whether this application has been accepted or rejected 
by email. No letting will be regarded as booked until the deposit and booking fee is 
received in full and  the Hire Agreement has been signed by the Hirer and the School. 

Please return the form to: Carolyn Gladstone, School Business 
Manager,  Stoneydown Park Primary School, Junior Site, Pretoria 
Avenue, London E17 6JY  

Email: carolyn.gladstone@stoneydownpark.waltham.sch.uk 
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(School use only)  

This application for letting is: ACCEPTED/REJECTED  

Signed:  
Position:  
Date: 

 
 
 
 

Conditions of Hire  

Particulars of Hire  

The Governing Body of Stoneydown Park Primary School of Pretoria Avenue,  
London E17 6JY (the “School”) permits the hiring of facilities within the School  
(“the Premises” as set out below) on the Conditions of Hire and Booking Form  
attached and the following particulars apply:  

Name of Hirer  

Address of Hirer   

Premises to be hired   

Hire Period  
 

Hire Fee   

Deposit   

Permitted Use   

Equipment provided   

School Emergency  
Contact 

Mark Collier (Site Manager) Tel. 07961 536033   
Dennis Talbot (Site Officer)  Tel. 07916 720008  
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Any other information 
or  arrangements 

 

 
 

Signed on behalf of the School:………………………………………………………………….  

The Hirer confirms that they have read and understood these Conditions of Hire and 
agrees to  be bound by such terms and conditions from the commencement of this 
agreement. 

 
Print Name:…………………………………………………………………………………… 

Signed on behalf of the Hirer:                                      Date:  

Terms and Conditions  

1. Interpretation  
a. Health and Safety Legislation:  

b. School: means the Governing Body of the School, its employees and agents.  

2. Use and Access  
a. The School permits the Hirer to access and use the Premises on the times 

specified  for the Permitted Use.  
b. The School do not warrant that the Premises are fit or suitable for the purpose 

of the  hire.  
c. The Hirer is responsible for ensuring these terms and conditions of use are 

observed  and for the effective supervision of the arrangements and activities 
in the Premises  during the Hire Period and for the prevention of disorderly 
behavior.  

d. The Hirer will be responsible for obtaining and paying for any Public 
Entertainment  Licence required, but prior permission must be obtained from 
School for any such  entertainment. The school reserves the right to refuse 
this.  

e. The School retains the right to access the Premises at all times during the 
Hire Period and the Hirer must comply with any reasonable instructions given by 
School staff. f. The Premises remain in the Schools’ legal possession 
notwithstanding the Hirer’s  occupation during the Hire Period and such 
occupation shall not be deemed to  constitute or create any lease or tenancy.  

3. Restrictions on Use  
a. The Hirer shall not use the Premises for any illegal purpose nor for any purpose 

or  in a manner that would cause loss, damage, injury, nuisance or 
inconvenience to the  School or any other occupiers within the Building or any 
owner or occupier of  neighbouring property.  

b. School kitchens may only be used with the express consent of the School and 
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will incur an additional fee to cover the attendance of a representative of any 
contractor  and/or additional cleaning.  

c. The Hirer shall not make any alterations or addition to the Premises, shall not 
affix  any items to the Premises and no interference is to be made with School  
property/equipment or other parts of the building which do not form part of this 
hire  agreement.  

d. Alcohol is not to be allowed to be sold on the Premises, under any 
circumstances. e. Illegal drugs are not to be brought onto or consumed on the 
Premises. f. No items of a flammable, dangerous or noxious character may be 
brought onto the  Premises, including fireworks, confetti or gas.  
g. Smoking is not allowed on the Premises or the building at any time.  
h. No betting, gaming or gambling is allowed on the Premises without the written  
permission of the School and the relevant licence from the licensing authority. i. 
Dogs, other than guide dogs for the blind or other assistance dogs, shall not be  
allowed on the Premises.  

4. Hire Fee and Deposit  
a. The Hire Fee is due and payable one month prior to the Hire Period.  
b. The School reserves the right to require a deposit over and above the Hire Fee 

as a  surety against damage to the Premises (including any Equipment) or the 
Premises  being left in an unacceptable condition requiring additional cleaning, 
caretaking or  other expenses.  

5. Condition and Damage  
a. The Hirer will keep the Premises in a clean and tidy condition when in 
occupation.  The Premises must be left in the same condition as before the Hire 
Period.  b. Any damage, destruction or theft that occurs during the Hire Period in 
or to the  Premises, to the building, equipment or School property will be the 
responsibility of  the Hirer and the Hirer shall pay to the School the cost of 
making good any such  damage. 

6. Insurance  
a. The Hirer must hold public liability insurance in respect of their occupation of 
the  Premises for a minimum of £5 million and will provide a copy to the School.  
b. [The School may at its discretion waive the requirement to hold public liability  
insurance where the Hirer is an individual or small informal group of individuals 
(not  using the Premises for commercial or business purposes) who do not hold 
public  liability insurance and who may find it difficult to obtain. In these 
circumstances, the  School will arrange for the Hirer to be covered under the 
Schools own public liability  insurance and any extra associated costs will be 
reflected in the Hire Fee.  

7. Indemnity  
a. The Hirer shall keep the School indemnified against all expenses, costs, claims,  

damage and loss (including any diminution in the value or loss of amenity of 
the  Premises) arising out of the use of the Premises by the Hirer or from any 
breach of  any of the Condition of Hire by the Hirer, or any act or omission of 
the Hirer, or any  other person on the Premises with the actual or implied 
authority of the Hirer.  

8. Loss  
a. The School does not accept liability for any loss, theft or damage to property 

brought  onto the Premises by or on behalf of the Hirer or damages to vehicles 
parked in any  car park provided or injury to any person however caused.  

b. The School shall not be liable for any loss or damage suffered by the Hirer as 
a direct  or indirect result of the performance of this hire agreement being 
prevented, hindered  or delayed by reason of any act of god, riot, strike or 
lockout, trade dispute or labour  disturbance, accident, breakdown of plant or 
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machinery, fire, flood, difficulty in  obtaining workmen’s materials or transport, 
electrical, power failures or other  circumstances whatsoever outside its control 
and which affect the provision by the  School of access to or use of the 
Premises.  

9. Assignment   
a. This hire agreement is personal to the Hirer and the Hirer shall not assign or 

underlet  or part with or share possession or occupation of the Premises.  

   
10. Health and Safety  

a. The Hirer must comply with all laws relating to the Premises and the occupation 
and  use of the Premises by the Hirer, including but not limited to Health and 
Safety  legislation.  

b. The Hirer should, as far as possible, have an accurate list of those present. c. 
Any portable equipment to be used must have a current PAT test certificate. d. 
The Hirer must ensure they are aware of the fire exits and the fire and 
emergency  

evacuation procedures. The Hirer is required to take any precautions 
necessary to  ensure the safety of those attending during the Hire Period, 
including ensuring the  means of escape from fire are not blocked or impeded.  

e. The Hirer will immediately inform the School of any emergency, accident or 
serious  incident that occurs during the Hire Period by telephoning the School 
Emergency  Contact. The Hirer will be responsible for reporting any accident 
to the Health and  Safety Executive.  

11. Safeguarding and Child Protection  
a. Hirers providing services to children must have policies and procedures in place 

to  ensure children’s safety and any Risk Assessments and DBS certificates 
required by  the Hirer must be supplied to the School upon request.  

b. At an event where the number of children is likely to exceed 100, the Hirer must  
ensure that a sufficient number of adults are stationed to prevent more children 
being  admitted, to control the movement of the children and to take all 
reasonable  precautions for the safety of the children as required by the 
Children’s and Young  Person’s Act 1933. 

12. Cancellation   
a. The Hirer may cancel the booking at any time by contacting the School. If a 

booking  is cancelled with more than one month’s notice, the full Hire 
Fee and any Deposit  will be repaid. If less than one month’s notice is 
given, only 50% of the Hire Fee will be repaid. The Hirer will pay the full 
cost of the hire for bookings cancelled  less than 24 hours before 
commencement of the Period of Hire.  

b. This agreement will be cancelled immediately should the Hirer breach these  
Conditions of Hire at any time and no Hire Fee (or part thereof) shall be 
refundable. c. The School reserves the right to cancel the booking at any time 
without notice and  without assigning any reason, but will endeavor to give as 
much notice as possible.  In such circumstances, the School will refund the Hire 
Fee (and any deposit), but will  not be responsible for any loss or expenditure 
whatsoever in relation to the letting  which the Hirer may have incurred or be 
liable to pay.  

13. Advertising  
a. The School must approve all advertising and posters concerning the use of 

the  Premises. 
  
 
 
 


