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MILTON ROAD PRIMARY SCHOOL 

 

LETTING POLICY 
 

 

1. The schools encourage the letting of school premises to the local community, because: 

 

 it involves the community actively in the life of the schools; 

 it fosters links between the schools and a range of local, voluntary and community 

groups; 

 it encourages parents to think of the schools as more than just the place they send 

their children to each day – more as a resource to make full use of; 

 it raises funds for the schools.  
 

 

2. However, the schools recognise that their primary role is to educate children.  

Therefore the following criteria shall apply to the consideration of any application for a 

letting of school premises: 

 

 in agreeing to any potential letting, the schools shall have regard to the impact it 

might have on the safe and efficient functioning of the school for teaching and 
learning, including the consequences of any physical disruption to the premises or 

resources of the schools; 

 the letting will cover any costs incurred by the schools (except by agreement in 

advance with the Chair of Governors, and only in exceptional circumstances); 

 the hirer will need to assure the school that the hiring is being done by someone 

associated with the school (such as a parent) or otherwise has educational or 

community value; 

 the hirer shall be bound by a written set of terms and conditions (forming annex A 

to this policy); 

 the schools shall have the absolute right, within the wish to maximise income from 

lettings, to refuse any letting which might bring the schools into disrepute, or 

where there is any doubt that the costs associated with the letting might be 

recovered.  
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3. Day to day management of lettings will be the responsibility of the Headteachers, who 

will make arrangements for: 

 

 ensuring hirers meet the criteria in paragraph 2 above; 

 setting an appropriate maximum safe occupancy number; 

 establishing (and agreeing annually with the governing body) categories of letting 
and a scale of charges for each category (see Annex B); 

 ensuring hirers are made aware of the costs of hiring as well as their 

responsibilities and legal obligations through written terms of hire (Annex A); 

 ensuring full written records of hiring are kept for audit, insurance and health and 

safety purposes (including each hirer signing agreement to the terms and 

conditions set out in Annex A). 

 

 

Annex A:  Terms and conditions for hirers or users of school premises 

 

Annex B:  Categories and scale of charges for letting of school premises 

 

Annex C:  Health and safety information 
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Annex A 

 

Terms and Conditions for Hirers or Users of School Premises 

 

 
Definition 

 

1. Throughout these terms and conditions the words “hire” and “hirer” shall include the 

words “use” and “user”. 

 

2. Application for the hire of school premises must be made in writing to the appropriate 

school, using the form provided (which includes details of hire charges).  When booking, 

the hirer shall agree areas of the premises to be used and times for access to the 

grounds and premises; access outside these times will lead to additional charges.  The 

schools reserve the right to refuse any booking at any time, and to cancel any booking 

up to 24 hours in advance; the schools shall not be under any liability to the hirer for 

any loss or damage he or she may sustain as a result of any such termination.  

 

 

Cancellation 

 

3. The hirer may cancel a booking by giving 14 days notice in advance in writing, but a 

cancellation fee of 25% may be charged for less than two weeks’ notice. 

 

 

Use of school equipment and services 

 

4. Use of equipment (such as seating, piano, overhead projector) should be agreed at the 

time of booking, and may be subject to a separate charge.  The hirer can make free use 

of the services laid on at the school (e.g. water, electricity) and cloakrooms, subject to 

paragraph 12 below.  The school shall ensure the premises are properly heated, safe and 

ready for the hirer’s use. 

 

 

Licences 
 

5. (a) The school does not hold a public entertainment’s licence, as its own events are 

not open to the general public.  Hirers must consider whether they might need 

one and, if so, make their own application and abide by its terms. 

 

 (b) No excisable liquor shall be sold unless an occasional licence has been obtained by 

the hirer, from the Licensing Justices, and the hirer shall ensure that the conditions 

attached to such a licence are complied with (the licence to be produced on 

demand). 
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 (c) The hirer shall not use the premises nor any part of them for a performance for 

which copyright subsists without the consent of the owner of such copyright or in 

any manner which might infringe any subsisting copyright. 

 

 (d) If any part of the premises are to be used for purposes of gaming or games of 

chance of any description, the hirer shall be responsible for ensuring that the 
provisions of the Betting, Gaming and Lotteries Act 1963, the Gaming Act 1968, 

or any subsequent amending Act are fully observed and complied with. 

 

 

Hirer’s responsibilities 

 

6. All equipment brought onto the premises and used by the hirer must be safe and must 

be used on school premises with the safety of the public in mind. 

 

7. Electrical equipment must not be brought onto the premises unless: 

 

(a) this has been approved in advance with the hirer; and 

 

(b) the equipment has been checked and has a current certificate to confirm that it 

complies with the Electricity At Work Regulations (such certificate or evidence of 

testing to be produced on demand) and any other relevant statutory 

requirements.  

 

8. Children shall be supervised at all times by a responsible adult. 

 

9. The hirer shall provide such number of attendants and stewards as may be necessary to 

secure the efficient supervision of the premises during the hiring, including: 

 

(i) the orderly and safe admission and departure of persons to and from the premises 

and the orderly and safe clearance of the premises in case of emergency; 

 

(ii) the safety of the premises and the preservation of good order and decency in 

them; and 

 

(iii) ensuring that all doors giving egress from the premises are kept unlocked and 
unobstructed and immediately available for exit during the whole time the 

premises are in use.  

 

10. The cloakrooms shall be in the care and custody of the hirer, who must provide 

attendants and be responsible for any loss that may occur. 

 

11. The wearing of footwear of any kind which is liable to cause damage to the floor of the 

main halls is prohibited. 

 

12. The hirer shall leave the school premises in the condition in which they are found.  If the 

premises are left in a dirty or untidy state, any extra cleaning costs will be recoverable 

from the hirer. 
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13. Apart from guide dogs, no dogs are permitted on the premises. 

 

14. The parking of cars is entirely at their owner’s risk and is restricted to the designated 

parking area.  The school accepts no responsibility for theft from or damage to vehicles 

whilst parked on the premises. 
 

15. No nail or fastening of any kind shall be driven or put into any wall, partition or pillar. 

 

16. The hirer shall repay to the school on demand the cost of reinstating, replacing or 

repairing any part or parts of the premises, including any furniture or fittings, which are 

damaged, destroyed, stolen or removed as a result of the negligence of the hirer. 

 

17. The hirer shall indemnify the school Governors and Cambridgeshire County Council 

against all claims, demands, actions or proceedings in respect of any loss, damage or 

injury caused by or to any persons which shall occur while such person is in or upon 

part of the premises, or which arise from any accident or occurrence which happens 

while such person is in or upon any part of the premises, or in respect of any loss or 

damage suffered or sustained by any person by reason of the use of the premises by the 

hirer. 

 

18. The hirer shall arrange insurance to cover the terms of indemnity set out above and 

produce for inspection written confirmation from the insurance company or broker 

concerned.  If no suitable insurance has been arranged by the hirer, the hirer may, on 

payment of an additional 12.5% of the facilities hire fee, effect insurance through a policy 

arranged by the school Governors.  Where a nil hire fee is agreed, a minimum premium 

of £1.25 per booking will apply.  Hirers should indicate clearly on the hire application 

form if this option is to be taken out. 

 

19. The Governors reserve to themselves and their officers, servants or agents a right of 

entry to every part of the premises at any time. 

 

20. The hirer shall have paramount regard to health and safety issues in connection with the 

hiring of the premises.  The hirer shall also take steps to ensure that all persons on the 

premises during the letting are aware of these terms and conditions and the attached 

information. 
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Annex B 

 

Categories and Scale of Charges for the letting of school premises 

 

Category  

A  Local charity organisations  

B  Local private organisations  

C  Private/commercial organisations / individuals (out of 

catchment) 

 

 

Hourly Charges for the hire of the Hall 
     

 

Weekday lettings  per hour 

A £18  

B £20 

C £25 

Weekends and Bank Holidays  

A £20 

B £25 

C £30 

 

Charges for the hire of other parts of school premises are by negotiation 
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MILTON ROAD PRIMARY SCHOOL 

 

Application for the hire of school premises 

 

Name of organisation or hirer:    

 

Address:  

  

 

  

 

  

 

  

 

Telephone No. (daytime):    

 

Other contact details (e-mail, fax):    

 

Purpose of hiring and equipment to be used:    

 

  

 

Facilities required: 

  

 

Occupancy No:     

 

Date for booking :     

 
Time access required:    

 

Time event begins:     

 

Time event finishes:    

 

Music or dancing? Yes / No 

 

Licensed bar? Yes / No 

 

(If yes, please give details of bar provider:) 

  

 

  

 

 

PTO 
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Insurance arranged? Yes / No 

 

Are you VAT registered? Yes / No 

 

(If yes, please give VAT number:)    

 

 

I confirm that I have read and agree to abide by the Terms & Conditions for Hirers. 

 
I agree to pay a £10 deposit on application for this letting and I undertake to pay the balance 

of the charges within one month of the letting. 

 

Signed:    

 

Date:    

 

Regular users please also complete the additional booking sheet 

 

 

For school use: 

 

Received and agreed by:  

 

Date:    
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MILTON ROAD PRIMARY SCHOOL 

 

Booking Sheet for regular users, e.g. local groups, affiliated clubs and small groups 

 

Name of organisation:     

 
Name of secretary:    

 

Address:     

 

  

 

  

 

Telephone:    

 

Other contact details (e-mail, fax, child in school) 

  

 

We would like to make the following bookings for our meetings: 

 

Autumn Term Spring Term Summer Term 

Room(s) 

 

 

 

 

Room(s) 

 

 

 

 

Room(s) 

 

 

 

 

Times 

 

 

Times Times 

Dates: Dates: Dates: 

   

   

   

   

   

   

   

   

   

   

   

   

   

 

 

Signed:     Date:    
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Annex C 

 

Health and Safety Information 

 

Important Information on Fire Safety 
 

Organisers of any event at the school must be aware that fire is likely to be their most serious 

potential risk.  It is therefore essential that the following information is studied and that the 

organisers are aware of procedures in the event of a fire. 

 

This essential information includes:- 

 

1. A site plan of the school site showing 

 The main vehicle access for cars, pedestrians and emergency vehicles; 

 The relationship of the school with Gilbert Road and Milton Road; and 

 The open space around the building available for emergency evacuation. 
 

2. The Fire safety Plan showing the arrangements at the school 

 The exact location of the areas being let; 

 The location of Fire Exit doors; and 

 The location of Fire Extinguishers. 
 

For any letting you must:- 

 

1. not exceed the maximum safe occupancy number; 

2. not block or interfere with any fire exit; 

3. only use fire extinguishers in the event of a fire; 

4. learn where your routes of escape are and check them; 

5. ensure that cars are parked away from exits to allow for clear, safe escape routes; 

6. determine who is to be responsible for ensuring people evacuate the building, who 

is to take charge of the situation including liaison with the fire authority and for 

contacting the School caretaker; 

7. decide where people should assemble outside. 

 

It is recommended that the safest action plan should a fire be detected would be:- 

 

To raise the alarm in the school 

To ensure that people evacuate as calmly as possible 

To have someone call 999 for the fire service 

To ensure that people are not allowed back into the building until the Fire Officer 

determines it is safe. 

 

Normally a fire should only be tackled if it is safe to do so without anyone being put at risk.  

The safe evacuation of people remains your most important first step. 


