
 
 

 

 
Lettings Policy 

2026/2027 
 

 

Policy Name  Lettings Policy 

Date of Issue  Autumn 2026 

DFE Guidance (statutory or 
recommended)  

Statutory 

Description Content  Policy to govern the hire of school facilities to 
third parties 

Reviewing Body  Reviewing body: PHS 
Responsibility for review: Head of Operations and 
Business / Facilities Manager  

Assigned Reviewing Period  Annually  

Date of Next Review  Summer 2027 

 
 
 
 
 
 
 
 
 



 
 

Contents 
 
Statement of Intent 
1. Legal Framework 
2. Definitions 
3. Roles and Responsibilities 
4. Charges 
5. Managing Lettings 
6. Safeguarding 
7. Asbestos 
8. Emergencies and Health and Safety 
9. Using the Site 
10. Equipment 
11. Data Protection 
12. Monitoring and Review 
 
Appendix 1 – Premises Application Form & Hire Agreement  
Appendix 2 – Model Terms and Conditions for Hiring the Premises 
Appendix 3 - Safeguarding Checks undertaken by the letting provider 

 
  



 
 

Statement of Intent 
 
Sherwood Foundation School recognises that its premises are valuable to the local community and as 
such, we will consider letting the premises to local organisations. All requests for lettings will be given 
due consideration to ensure they are appropriate and can be managed suitably. 
 
In considering to let the school premises, the school is aware that lettings can pose certain concerns, 
such as in terms of safeguarding, so this policy is to be distributed to all organisations that wish to let 
the premises and the conditions outlined within it must be followed at all times should a let be agreed. 
 
There is also important information that this policy communicates to organisations who let the 
premises from the school, such as health and safety matters and insurance arrangements. 

1. Legal Framework 
 
This policy has due regard to all relevant legislation and statutory guidance including, but not limited 
to, the following: 
 

• The School Premises (England) Regulations 2012 

• Health and Safety at Work etc. Act 1974 

• The Health and Safety (First-Aid) Regulations 1981 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) 

• Counter Terrorism and Security Act 2015 

• The UK General Data Protection Regulations (UK GDPR) 

• Data Protection Act 2018 

• Education Act 1996 

• DfE (2015) ‘Advice on standards for school premises’ 

• DfE (2022) ‘Keeping children safe in education’ 

• DfE (2015) ‘The Prevent Duty’ 
 
This policy operates in conjunction with the following school policies: 
 

• First Aid Policy 

• Premises Management Policy 

• Health and Safety Policy 

• Fire Safety Policy 

• Safeguarding policy 

• Moving and Handling Policy 

• Data Protection Policy 

• Letting School Premises Risk Assessment 

2. Definitions 
 
For the purpose of this policy, a “letting” is defined as any use of the premises by either a community 
group e.g., a football club, or a commercial organisation. 
 
The school will let out its premises; however, the letting arrangement will not interfere with the 
primary activity of the school, which is to provide a high-quality education and safe teaching 
environment. 
 
Use of the premises for activities such as staff meetings, parents’ meetings, governing board meetings, 
out of school hours learning support activities or any other extended services which support the rising 



 
 

of attainment and achievement, fall within the corporate life of the school. Costs arising from these 
uses are, therefore, a legitimate charge against the school’s delegated budget. 
 
When letting to commercial businesses, the school will first seek the permission of their governing 
board. Depending on certain conditions, the governing board may recommend the school inform the 
LA of DfE of the letting e.g., if the letting was during school time. 
 
The contact information for the DfE is schoolsassets.capital@education.gov.uk 

3. Roles and Responsibilities 
 
The Governing Board 
 
Control over the use of accommodation and facilities at the school rests with the governing board. 
The governing board have delegated the responsibility for the letting of the school building to the 
executive headteacher. The executive headteacher is responsible for approving or declining 
applications, subject to any directions given by the governing board and will issue a regular report on 
the use of premises outside of normal school hours. The executive headteacher has reassigned their 
responsibility for approving and declining lets to the Head of Operations and Business. 
 
The governing board will: 
 

• work with the executive headteacher to ensure all relevant policies and procedures are 
implemented and made available to hirers; and 

• delegate day-to-day responsibilities to the executive headteacher of the successful operation 
of lettings. 

 
The executive headteacher will: 
 

• ensure compliance with the premises licence; 

• act as or appoint a designated premises supervisor; 

• liaise with the governing board to establish whether or not the proposed activity is suitable 
for the premises (as necessary); 

• ensure that the school has the correct insurance in place for hiring out the premises; 

• check that the hirer has the appropriate public liability insurance in place; 

• work with the head of operations and business / facilities manager to ensure the premises are 
fit for use; 

• ensure hirers familiarise themselves with the relevant school policies and procedures e.g., the 
Fire Safety Policy; 

• ensure the school adheres to its Premises Management Policy; 

• review and, where necessary, amend the school’s Letting Premises Risk Assessment to help 
ensure the safety of the hirer and their visitors; 

• assess whether the hirer’s proposed activities could result in disrupting any asbestos and 
taking the relevant safety measures as a result; 

• review the relevant safeguarding checks carried out by the hirer to ensure they comply with 
the school’s policies; 

• review the applications of a proposed letting arrangement and conduct a risk assessment to 
determine whether the arrangement would pose a risk to the primary activities of the school 
and its pupils; 

• contact the LA and the DfE; 

• contact a legal expert with regards to transactions, for specialised guidance; 

• ensure any safeguarding risks associated with the letting are identified and addressed; 



 
 

• have overall oversight of the letting, handling any queries from the hirer; 

• communicate any relevant information to the hirer e.g., fire safety precautions; and 

• agree a fair price for the use of the premises; these will reflect the condition of the facilities 
but remain competitive enough to be accessible to the wider community. 

 
The executive headteacher may delegate their responsibilities to the head of operations and business 
as deemed appropriate. 
 
The facilities manager will: 
 

• ensure the facilities and equipment requested are clean and in good working condition for 
each hirer; 

• work with the hirers to ensure high levels of security are maintained; 

• shoe the hirer how to properly secure and lock the premises after use; 

• organise any repairs and/ or replacement of equipment; 

• notify the hirer of any known asbestos in the school; and 

• ensure the hirer is made aware that CCTV cameras are installed within the school and ensure 
they have read the appropriate school policies. 

 
The data protection officer will: 
 

• act as the main point of contact for data protection enquiries from current and potential hirers 
of the school premises; 

• ensure that the statutory privacy information is provided to the hirer; 

• assist the hirer with any data breach investigation, where necessary; 

• ensure that the school’s Privacy Notice for Third Parties is kept up-to-date, and that it is 
published on the school’s website; and 

• ensure that the hirer’s information is stored in accordance with the Data Protection Policy. 
 
Hirers will: 
 

• ensure the proper use of the facilities and equipment they have requested to use; 

• take the necessary steps to ensure there is no damage to any equipment or furniture, or the 
building itself after use; 

• ensure all related visitors and volunteers have signed in during their period of hire; 

• leave the premises in a clean and tidy condition; 

• work with the facilities manager to ensure that the premises are secure after use; 

• obtain adequate public liability insurance to a minimum as follows: 
o smaller or non-commercial groups £2m 
o standard £5m 
o high-risk activities such as use of the swimming pool £10m 

• provide the executive headteacher with proof that they hold a current and relevant insurance 
policy; 

• obtain all necessary safeguarding checks for all activities involving children e.g., DBS checks, 
and providing proof of this to the executive headteacher; 

• read the school’s Safeguarding Policy and procedures and will ensure they understand the 
rules and procedures detailed within; 

• provide the school with a copy of their Safeguarding Policy in advance of their booking; 

• report to the school any safeguarding incidents that were referred to the LADO during the 
letting and confirm agreed outcomes i.e., issue has been resolved, was referred back to the 
hirer, was escalated; 



 
 

• inform the governing board of the activities that will be undertaken on the premises; and 

• adhere to the school’s Letting School Premises Risk Assessment. 

4. Charging Rates and Principles 
 
The governing board will be responsible for determining charges for the letting of the school premises 
– a charge may be imposed to cover the following: 
 

• costs of services (e.g., heating, lighting); 

• costs of staffing, including “on-costs” (e.g., additional security or caretaking); 

• costs of administration; 

• costs of wear and tear; 

• costs of insurance (if the school has arranged its own public liability insurance – see the hire 
terms and conditions); 

• costs of using the school’s equipment, if applicable; and 

• profit element, if applicable. 
 
Where there are multiple lettings taking place at the same time, the costs for services and staffing will 
normally be shared between the hirers involved. 
 
The charge issued for each letting will be reviewed as necessary (no less than annually) by the 
governing board. 
 
The review of charges will take place in the spring term as or when necessary, for implementation in 
the beginning of the next financial year, taking effect from 1st April that year. 
 
Current charges will be provided to the governing board in advance of any long-term lettings being 
arranged. A charging tariff may be established to ensure that access is affordable for particular 
individuals and groups. 
 
The school requires a 50 percent deposit of the overall fee to be paid to the school to secure a booking. 
The remaining amount will be paid to the school on or before the requested booking date. 
 
The following cancellation schedule is applied by the school.  The school will retain: 
 

• 100 percent of the cost of letting for cancellations made less than 24 hours prior to the 
beginning of the agreed letting period; 

• 50 percent of the cost of letting for cancellations made between 1 to 5 days prior to the 
beginning of the agreed letting period; or 

• 25 percent of the cost of letting for cancellations made between 5 to 10 days prior to the 
beginning of the agreed letting period. 

 
A full refund will be provided if the cancellation is made with over 10 days’ notice. 
 
If the whole fee has not been paid, the school reserves the right to refuse the hirer entry to the 
premises. 
 
In the event any fees are outstanding after the hirer has used the premises, their organisation will be 
barred from using the school facilities until the full amount has been paid. 
 
There will be a grace period of 30 days for payment to be made, after this period, if a payment hasn’t 
been made, the school will seek additional legal advice for payment to be recovered. 



 
 

The rates for hiring out different areas are listed in the table below: 
 

Area  

Capacity Cost per hour (current) From 1st April 2027(10% increase 
to be applied) 

Swimming Pool Pak TBD £78.57 (Minimum 2-hour Hire) £86.42 (Minimum 2-hour Hire) 

Main Hall Park TBD £45 Per hour £49.50 Per Hour 

Main Hall Hill TBD £55 Per hour £60.50 Per Hour 

Main Hall Manor  

TBD Custom Pricing Based on Hire  Custom Pricing Based on Hire 

Sports Hall Manor  TBD £55 Per hour £60.50 Per hour 

Classrooms Park 
TBD £25 Per hour (minimum 2-hour 

hire) 
£27.50 Per hour 

Classrooms Hill  
TBD £25 Per hour (minimum 2-hour 

hire) 
£27.50 Per hour 

Classrooms Manor 
TBD £25 Per hour (minimum 2-hour 

Hire) 
£27.50 Per hour 

Playground Hill TBD £50 Per hour £55.00 Per hour 

Dark Room Park TBD £30 Per hour £33.00 Per hour 

Sensory Room Park TBD £40 Per hour £44.00 Per hour 

Small Sensory Room Hill TBD £20 Per hour £22.00 Per hour 

Sensory Room Manor  TBD £60 Per hour £66.00 Per hour 

Pool Storage fee TBD £30 Per hour £33.00 Per hour 

 
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. In addition, we may decide to impose an 
additional cleaning fee on top of the hiring rates.  

Cancellations 

We reserve the right to cancel any agreed hiring with a minimum of 1 days’ notice. A full refund will 
be issued if we do cancel a hire. The school shall not be liable for any indirect or consequential 
losses, including (without limitation) any loss of profits, loss of business or the loss of any revenue 
arising out of the cancellation of any hire. 
 
The hirer of the premises can cancel any hire with a minimum of 10 days’ notice. If less notice than 
this is given, the licensee shall not be entitled to a refund. 

Following any cancellation by the hirer, the school will consider the refund the hirer is entitled to 
depending on the notice period served to the school. 
 
The school will retain: 
 

• 100 percent of the cost of letting for cancellations made less than 24 hours prior to the 
beginning of the agreed letting period; 

• 50 percent of the cost of letting for cancellations made between 1 to 5 days prior to the 
beginning of the agreed letting period; or 

• 25 percent of the cost of letting for cancellations made between 5 to 10 days prior to the 
beginning of the agreed letting period. 

 

 



 
 

Review 

The revenue raised from hiring out will be reviewed by the executive head teacher and will be fed 
into the school’s financial reporting, to ensure best value is being achieved. 
 

5. Managing Lettings 
 
The governing board will have overall responsibility for the management of lettings. 
 
The executive headteacher will be delegated the day-to-day management of the lettings; however, 
they will not be responsible for the administrative roles, such as setting charges, this role stays with 
the governing board. 
 
The headteacher may delegate aspects of the management of lettings to other relevant members of 
staff, such as the head of operations and business. 
 
If the headteacher has any concerns regarding the activities the hirers are conducting they will consult 
the governing board and reach a decision together. 
 
Organisations wishing to hire the premises will approach the headteacher, who will identify their 
requirements and clarify the facilities available. 
 
The governing board may ask to sporadically review applications and have the right to challenge the 
school on accepted / refused applications. 
 
Once the letting has been approved by the Executive Headteacher / Head of Operations and Business, 
a letter / email of confirmation will be sent to the hirer, setting out the full details of the letting and 
enclosing the terms and conditions of the hire agreement. 
 
The hirer will be invoiced for the cost of the letting as appropriate. 
 
The hirer will be named individual and the agreement should be in their name, giving their permanent 
private address. 
 
All lettings fees that are received by the school will be paid into the school’s independent bank 
account, to offset the costs of services, staffing etc. (which are funded from the school’s delegated 
budget). 
 
Fees can be paid in cash, by cheque or by bank transfer. The hirer will state how they intend to pay in 
their application form. 
 
The Senior Finance Manager / Finance Consultant will provide the hirer with the relevant bank details. 
 
Sub-letting of any kind is strictly prohibited. If the school receives any evidence pertaining to plans to 
sub-let, all bookings that the hirer has made will be cancelled. 
 

Swimming Pool Hire – Additional Terms 

1. The hirer must ensure that a qualified lifeguard is present for the duration of the hire. 
Evidence of valid NPLQ (National Pool Lifeguard Qualification) must be submitted to the 



 
 

school at least 10 days in advance. The school reserves the right to cancel the hire if 
appropriate supervision is not confirmed. 

2. The operational limit for the pool is no more than 15 people in the water at any one time, 

regardless of age or group composition. Supervision ratios must comply with current HSE 

guidance. Under-8s must be accompanied by an adult in the water. Failure to abide by these 

requirements may result in the booking being cancelled. 

3. Please see the attached Pool Capacity Quick Reference document, which shows the legal 

maximum capacity calculated in line with HSE/PWTAG guidance. This is provided for 

compliance purposes only. The operational limit above is enforced for all hires. 

4. All hirers must adhere to the site’s Normal Operating Procedures (NOP) and Emergency 

Action Plan (EAP), copies of which will be provided on booking. All supervising adults must 

familiarise themselves with these documents prior to the session. 

5. Swimmers must not enter the water within 48 hours of suffering from diarrhoea or vomiting. 

The hirer must ensure that all participants are fit to swim and follow hygiene expectations 

(e.g., showering before entry). 

6. Only agreed facilities (e.g., pool, changing rooms, showers) may be used. The hirer is 

responsible for ensuring users do not access unauthorised areas of the school. 

7. No diving, running, rough play or use of glass is permitted in or around the pool area. 

Buoyancy aids and toys must be approved by the school in advance. 

8. A charged mobile phone must be available poolside at all times for emergencies. Lifesaving 

equipment must not be removed or tampered with. 

9. The hirer is responsible for removing all belongings and rubbish and for wiping down any 

surfaces used. All floors, including those in the showers, must be squeegeed before leaving. 

Toilets and showers will be cleaned by the school’s staff unless otherwise agreed 

10. The hirer must ensure their insurance specifically includes swimming pool-related cover and 

accepts full liability for any incident arising from their use or supervision of the facility. 

11. No belongings are to be left on site. Items left behind will incur a storage fee. 

 

6. Safeguarding 
 
The school will ensure that appropriate safeguarding arrangements are in place when letting school 
premises or facilities that involve work with children. Organisations submitting a lettings request 
involving working with children and/ or young people will submit a signed copy of their current 
safeguarding policy. 
 
Where the hiring of school premises or facilities for work with children, regardless of whether the 
children are on the school roll, is directly supervised or managed by school staff, the hirer will abide 
by the school’s safeguarding arrangements. Where the services are provided separately by another 
body, the school will seek assurance that the body concerned has the appropriate safeguarding 
procedures in place. The school will inspect the provider’s safeguarding policy prior to the 
commencement of the letting. 
 
The school will ensure that safeguarding requirements are communicated with the hirer prior to the 
letting. This will be included in the school’s hire agreement document. 
 
Failure to comply with the school’s safeguarding conditions will lead to the termination of the hire 
agreement. 
 
All hirers will state the purpose of the hire. 



 
 

 
Each application will be vetted by the DSL and any concerns will be reported to the governing board 
prior to approval. 
 
When determining whether to approve an application, the governing board will consider the following 
factors: 
 

• the type of activity; 

• possible interferences with school activities; 

• the availability of facilities; 

• the availability of staff; 

• health and safety considerations; 

• the school’s duties with regards to the prevention of terrorism and radicalisation; and 

• whether the letting is deemed compatible with the ethos of the school. 
 
An application will not be approved if the hirer’s purpose: 
 

• is aimed at promoting extremist views; 

• involves the dissemination of inappropriate materials; 

• contravenes the statutory Prevent duty; or 

• is likely to cause offence to public taste and decency (except where this is, in the opinion of 
the trust, balanced or outweighed by freedom of expression of artistic merit). 

 
If any members of staff have concerns regarding the purposes for which the hirer is using the facilities, 
they will contact the headteacher immediately. 
 
The headteacher will file an incident report form if they have reason to believe that the letting has 
been used for political purposes not previously authorised, the dissemination of inappropriate 
material or any other purpose that contravenes the Prevent duty. 
 
Where an individual group is found to be promoting views in contravention of the school’s Prevent 
duties, the person or group is guilty of an offence, under the Education Act 1996, the school will 
contact the Police or school security who will remove the person or group from the school premises. 
 
All hirers will read and review the school’s Safeguarding Policy. 

7. Asbestos 
 
The school’s Asbestos Management Policy will be available to hirers. 
 
The facilities manager will inform all hirers of any asbestos-containing materials (ACMs). 
 
When approving the applications to hire the premises, the facilities manager, head of operations and 
business and headteacher will conduct a risk assessment to establish whether the requested purpose 
of use will disrupt any ACMs. 
 
The facilities manager will ensure that the hirers have access to the school’s Asbestos Management 
Plan. 
 
If the school finds that there has been, or may have been, an unplanned disturbance of asbestos, the 
following action will be taken: 
 



 
 

• the hirers will be informed by the governing board immediately; 

• all activities will stop, and everyone will be evacuated from the affected area; 

• staff, pupils and visitors will not be allowed to re-enter the affected areas until any necessary 
remedial action has been taken; 

• items, including equipment, books or personal belongings, will not be moved from the area; 
and 

• advice will be sought from an asbestos expert regarding remedial action. 
 
Unless the incident is minor, the school will notify the HSE, as this is a legal requirement under The 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). 
 
Hirers should have procedures in place to deal with the unintended or unexpected release of asbestos. 
 
Anyone who has come into contact with asbestos, and is concerned about their exposure, will be 
advised to contact their GP. 
 
The school’s AMP will detail the procedures for staff to follow in the event of an incident, and this will 
be communicated to all staff and hirers. 

8. Emergencies and Health and Safety 
 
The facilities manager and head of operations and business will undertake relevant risk assessments 
before activities are carried out on the premises to ensure the safety of the hirer and any additional 
visitors. 
 
In case of an emergency, the on-site telephones can be used to call the emergency services. 
 
The facilities manager will check first aid kits to ensure their stock levels remain high and, where 
necessary, advise the school’s delegated senior first aider who will restock the first aid kits with the 
relevant items. 
 
The facilities manager will show hirers where first aid kits are, should they be required. 
 
A first aider (provided by the hirer) will be on site at all times. 
 
Smoking is not permitted on the premises at any time. 
 
The hirer will familiarise themselves with the school’s Fire Risk Assessment and other relevant risk 
assessments before using the premises. 
 
The headteacher will make copies of the school’s Fire Evacuation Plan available to the hirer on arrival 
at the school. 
 
The hirer will be shown the school’s fire exits and evacuation points by the facilities manager on arrival. 
 
The hirer will be provided with a copy of the school’s Health and Safety Policy and First Aid Policy, and 
will be expected to act in accordance with these at all times. 

9. Using the Site 
 
The hirer will liaise with the facilities manager to ensure the school remains secure before, during and 
after use. 
 



 
 

Hirers will be given an emergency contact number for the facilities manager in case of any security 
breach. 
 
The school premises are closed after 10pm to avoid any noise complaints from neighbouring residents. 
 
The facilities manager will make arrangements for a member of the school team to return to site to 
lock up each evening. Keys/ security codes will not be passed to any hirer or other person without 
written permission from the governing board. 
 
The facilities manager will return to the site before the last hirer leaves, to ensure the site is clean and 
secure ready for the next day. 
 
The school uses a ‘three strike’ rule when handling noise complaints lodged against hirers. 
 

• Strike one – hirers will receive a verbal warning about their conduct on the school property 
and be warned that repeated offences will result in their booking privileges being suspended. 

• Strike two – hirers will receive a second verbal warning and a letter explaining that the school 
takes a zero-tolerance approach to any excess noise. This letter will outline that any fines for 
noise that the school is issued may be passed on to the hirer if there is sufficient evidence to 
do so. 

• Strike three – the hirer will be barred from booking the school premises for any activity for a 
period of two months. The governing board also expects the hirer to issue an apology to the 
school and complaint in writing. 

 
The use of public announcement systems and loudspeakers must be agreed with the headteacher and 
site manager, this agreement must include a maximum noise level which is not to be exceeded. 
 
The school’s car park is available to hirers during their time on the premises; however, the governing 
board and school will not accept responsibility for any loss, damage or accident that may occur whilst 
the car park is in use. 
 
Hirers will only use the car parking spaces allocated and, should any additional spaces be required, the 
facilities manager will find suitable spaces on the school grounds if possible. Alternatively, there is free 
parking on the main road which can be used. 
 
In the event of additional parking being required, the facilities manager will ensure the school 
premises remain accessible to the emergency services, should they be required. 
 
Alcohol will not be brought onto, or consumed on, the premises unless the school holds a licence to 
sell alcohol and this has been agreed in writing with the headteacher. 

10. Equipment 
 
Hirers will identify any equipment they require from the school and detail this in their application 
form. Hirers must seek permission from the governing board to use any additional equipment once 
the form has been submitted. 
 
The facilities manager will conduct an inventory of all the equipment that the hirer requests, noting 
its condition. The facilities manager will review this inventory after the hirer uses the equipment to 
ensure its proper use. 
 
Furniture and fittings will not be removed or interfered with in any way unless permission has been 
granted, the facilities manager will oversee the move. 



 
 

If a furniture move has been agreed, the hirer and facilities manager will negotiate restoring the 
premises back to its original state. 
 
Any damage to equipment, furniture or the building will result in the hirer being charged the cost of 
any repairs or replacements. 
 
Any seating provided is limited to the number of chairs on the premises. 
 
Hires are allowed to bring their own equipment onto the premises; however, they will be required to 
acknowledge this in their application form. 
 
The hirer will ensure that any equipment that they provide meets the relevant health and safety 
standards. 
 
The school cannot be considered responsible if any of the hirer’s equipment is damaged, stolen or lost 
whilst being used on the premises. 
 
CCTV systems will be used to monitor events and identify incidents taking place whilst the premises 
are in use, in accordance with the school’s policies. 
 
Hirers will report any stolen or missing equipment to the facilities manager immediately. 
 
Risk assessments for manual handling will be carried out by the headteacher and facilities manager in 
accordance with the school’s Moving and Handling Policy. 
 
Food and drink may be prepared on the premises; however, hirers must seek direct permission from 
the governing board. 
 
The hirer will prepare food and drink in line with current food and hygiene regulations. 

11. Data Protection 
 
The school will adhere to the Data Protection Policy at all times. The school will liaise with their DPO 
to ensure that: 
 

• it undertakes its requisite due diligence to ensure that the hirer is compliant with the relevant 
data protection legislation; 

• it provides hirers with the statutory privacy information in the form of the Privacy Notice for 
Third Parties; and 

• it ensures that the hirer’s information is processed in accordance with the UK GDPR and the 
Data Protection Act 2018. 

12. Monitoring and Review 
 
This policy is reviewed every year by the governing board and the headteacher. 
 
Any changes made to this policy will be communicated to all relevant members of staff and all hirers. 
 
  



 
 

Appendix 1 – Premises Application Form / Hire Agreement 
 

Premises Application Form / Hire Agreement  

 

Name of applicant/organisation and 
company number (where applicable)  

 

Applicant contact details Address: 

 

 

Phone no: 

Email address: 

Preferred method of contact  

Purpose/activity of organisation  

Hire Period   

Part of the premises requesting to be 
hired 

 

Date and time of first hire  

Date and time of last hire  

Further Dates and times for hire 
within this booking Request. 

 

Dates the school Can Not offer   

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 

 

The school will process the data collected in this form in accordance with the UK GDPR and Data 

Protection Act 2018. For further information about how the school will process your data, please see 

our Privacy Notice for Third Parties, which can be accessed on the school website.  



 
 

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 

 

Confirmation and details of the 
safeguarding and child protection 
arrangements you have  
in place 

 

Insurance  
Proof of insurance cover will be required.   

By signing this document, I acknowledge that I have read, understood and agree to the terms of this Lettings 
Policy.  
 
I acknowledge that my signature confirms all the details in this application form are correct.   

Hirer’s Signature  

(Include date) 
 

This form should be returned to Sherwood Foundation School thalil1@suttonmail.org 
Once the booking is confirmed, including costs, the final form will be sent to the hirer for their final 

signature/agreement. 

For School Processing 

Fee  
 

Sherwood Foundation School agrees to hire the premises to the hirer on the date(s) and for the period(s) mentioned 

above, upon payment of the fee specified.  

The hirer accepts all the conditions of hire as set out in the attached terms and conditions document.  

The hirer's attention is specifically drawn to the indemnities contained in the hire conditions, and the need to ensure 

that suitable insurance cover is in place for any loss, damage or injury. 

Signature  

(Induce date) 
 

 

 

 

 

 

mailto:thalil1@suttonmail.org


 
 

Appendix 2 – Model Terms and Conditions for Hiring the Premises 
 
The school requires the hirer to read and abide by these terms and conditions. Please read these terms 
carefully along with any other documents that are referred to throughout. These terms and conditions 
should be read alongside the school’s Lettings Policy. 
 
Terms of Letting 
 
The school agrees to hire out the school to the hirer on the following terms. These terms are a formal 
contract between the school and the hirer which represent an agreement between the school and the 
hirer to use the premises as the school would expect. 
 
In these terms: 
 

• ‘The school’ is used throughout to refer to Sherwood Foundation School. 

• ‘The hirer’ is used to represent the individuals who are bound by these terms. 

• The ‘application form’ refers to the school’s Premises Application Form, which must be 
completed by the hirer prior to using the premises. 

 
Application Form 
 
All applications for the hire of the school premises shall be made to the headteacher via the school’s 
application form. The person signing this form must be over 18 years of age and must be present on 
the day of the premises hire. 
 
The headteacher reserves the right to refuse any application or cancel a letting without notice. 
 
Applications must be made at least 20 days prior to the date of hire. 
 
All applications will be considered within 10 working days – the hirer shall receive written confirmation 
of the outcome of their application within this timeframe. 
 
No application will be considered for partially completed application forms. 
 
Cost of Hire 
 
The cost of hire shall be paid by the hirer prior to the use of the school premises. The cost to hire will 
be outlined to the hirer in the Hire Agreement Form, which must be completed alongside the 
application form. 
 
The school will issue the hirer with an invoice detailing what payments need to be made, the method 
of payment and the date by which the payment needs to be paid to the school. 
 
The school may request a deposit to be paid by the hirer depending on the nature of the premises 
hire, which will be returnable once the date of hiring has ceased and the school is satisfied that the 
premises have been used appropriately. Deductions to any deposits paid may be necessary to cover 
the cost of any broken, damaged, lost or stolen items and additional cleaning fees. 
 
Cancellations 
 
The headteacher reserves the right to cancel any booking where: 
 

• The premises is required for unforeseen circumstances e.g., the premises is being used in a 



 
 

parliamentary election as a polling station. 

• It becomes apparent that the purpose for the letting will be undesirable, inconvenient or likely 
to cause disturbance. 

• The original purposes for hiring the premises has changed to the extent that the premises 
would no longer be suitable for the requirements of the hirer. 

• The premises become damaged or unfit for use. 
 
In the event that the headteacher does need to make a letting cancelation, the hirer will be issued 
with a refund covering the cost of the letting; however, no compensation will be considered. 
 
In the event that the hirer makes a cancellation, they must notify the headteacher in writing. 
 
Following any cancellation by the hirer, the school will consider the refund the hirer is entitled to 
depending on the notice period served to the school. 
 
The school will retain: 
 

• 100 percent of the cost of letting for cancellations made less than 24 hours prior to the 
beginning of the agreed letting period; 

• 50 percent of the cost of letting for cancellations made between 1 to 5 days prior to the 
beginning of the agreed letting period; or 

• 25 percent of the cost of letting for cancellations made between 5 to 10 days prior to the 
beginning of the agreed letting period. 

 
A full refund will be provided if the cancellation is made with over 10 days’ notice. 
 
Where the hirer does not turn up on the agreed time or date, the school will keep 100 percent of the 
cost of hiring. 
 
First Aid and Fire Safety 
 
The hirer will be provided with the school’s Fire Safety Policy and First Aid Policy – these policies should 
be read and understood by the hirer. 
 
The hirer will be responsible for providing first aid cover for their cohort and should confirm that they 
have arrangements in place to cover first aid requirements. 
 
The hirer will communicate fire safety and first aid requirements and procedures o their cohort. 
 
All hirers must adhere to the school’s smoke-free policy at all times. 
 
Fire doors must be kept clear and remain closed at all times and only opened in emergencies. 
 
Hirer’s Liability 
 
The hirer will recognise that the school cannot take responsibility for any injury, nor the loss, damage 
or theft of any items during the hiring period. The premises are used at the risk of the hirer, who will 
remain liable for the property brought onto the school premises and persons under their supervision. 
 
Any damage caused to school property will be reported to the headteacher, who may need to inform 
the hirer that they are required to pay a sum to the school to reinstate, repair or replace property. 
 
Any vehicle left in and around the school site are left at the owner’s risk. 



 
 

Improper Use 
 
The hirer will not use the premises for any reasons other than those noted on the application form. 
 
The hirer will be responsible for ensuring that the hiring period does not cause any nuisance to others 
on the school site or to local residents. 
 
Hirers will keep noise levels to a reasonable level for the time of day and the purpose of their letting. 
Any hirers wishing to play music will be required to inform the headteacher to consult on acceptable 
noise levels and noise management. 
 
Animals 
 
The hirer must notify the school if they intend to bring animals to the premises – the decision on 
whether animals are permitted will lie with the headteacher. 
 
Guide dogs are allowed; however, the headteacher must be informed. 
 
Altering the Premises 
 
The hirer will not be permitted to make any alterations to lighting, heating, fittings, fixtures or other 
items without the prior approval of the headteacher. 
 
Leaving the Premises in Good Condition 
 
Hirers will tidy the premises prior to leaving and will ensure that the premises are left as they were 
found. 
 
Modification to These Conditions 
 
The headteacher reserves the right to modify or vary these conditions at any time where the nature 
of the application deems it necessary. 
 
Hirer Declaration 
 

 I confirm that I have read and understood the above terms and conditions and will ensure that all 
conditions are abided by. 
 

 I confirm that I will abode by the Safeguarding requirements as set out in this policy; namely should 
there be any reportable LADO incidents, the school’s DSL will be advised accordingly (brief summary, 
outcome from LADO and follow up) 
 

Name 
 
 

Signed 
 
 

Date 
 
 

 
 
 
 



 
 

Appendix 3 

Safeguarding Checks  
undertaken by the Letting Provider 

 
Safeguarding pupils is a priority for Sherwood Foundation School. It is a requirement of the school that 
all providers using school premises have a duty of care towards the children who attend. This means 
that by law you must take reasonable steps to ensure the safety of the children and to protect them 
from harm. We require all providers to adhere to the DfE statutory guidance document “Keeping 
Children Safe in Education” (2026) particularly paragraph 167 to ensure the highest possible standards 
of child protection. 
 
In line with these regulations, Sherwood Foundation School is required to obtain written assurance 
from the provider that appropriate safeguarding and child protection policies are in place. The 
guidance is detailed here: 
 
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-
of-practice/keeping-children-safe-during-community-activities-after-school-clubs-and-tuition-non-
statutory-guidance-for-providers-running-out-of-school-settings. Where applicable, we may choose 
to inspect said policies.  
 
Sherwood Foundation School may receive an allegation relating to an incident that happened when 
an individual or organisation was using their school premises for the purposes of running activities for 
children (for example community groups, sports associations, or service providers that run extra-
curricular activities). As with any safeguarding allegation, the school will follow their safeguarding 
policies and procedures, including informing the LADO. The provider should liaise immediately with 
the School, should any situations occur.  
 
Letting provider: 
 

Name of company: 
 
 

Address of company and point of contact: (full 
address) 
 

 
DECLARATIONS 
 
I confirm that: 

• We have considered the suitability and safety of the setting for employees and take steps to 
reduce any risks identified. 

• All staff should have first aid training and/or a first aid kit to hand as well as awareness of 
what to do in an emergency (for example, call 999 if a child is having an asthma attack). 

• We have a fire safety and evacuation plan. 

• We have more than one emergency contact number for each child, where reasonably 
possible, and know of any medical concerns or allergies. 

• We have a safeguarding and child protection policy in place, including procedures for dealing 
with safeguarding incidents which are communicated to and understood by all staff 
members. 

• Staff have awareness of and training on the specific safeguarding issues that can put children 
at risk of harm (for example, abuse and neglect, peer-on-peer abuse, extremism and 
radicalisation) 

• We have clear procedures on what to do if they have concerns about a staff member, 
volunteer or other adult who may pose a risk of harm to children. 

• We have appointed a designated safeguarding lead (DSL), who has undertaken safeguarding 

https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice/keeping-children-safe-during-community-activities-after-school-clubs-and-tuition-non-statutory-guidance-for-providers-running-out-of-school-settings
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice/keeping-children-safe-during-community-activities-after-school-clubs-and-tuition-non-statutory-guidance-for-providers-running-out-of-school-settings
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice/keeping-children-safe-during-community-activities-after-school-clubs-and-tuition-non-statutory-guidance-for-providers-running-out-of-school-settings


 
 

and child protection training. 

• We have provided parents with a named individual (such as the DSL) so they can raise 
safeguarding concerns, or if you are a lone provider provided the contact details of your 
local authority’s children’s services or the NSPCC helpline number. 

• We have the contact details for the DSL and the local authority designated officer (LADO) 
and know the local referral route into children’s social care. 

• We ensure that staff and volunteers have had relevant pre-employment checks (for 
example, DBS check, verification of identity) or, if you are a volunteer or self-employed, 
checked if the organisation contracting your services, can apply for a DBS check on your 
behalf. 

• There are regular performance reviews in place to check the suitability and training 
requirements of staff and volunteers after their appointment. 

• We have a clear complaint procedure. 

• We have an effective whistleblowing policy. 

• Hirer must maintain Public Liability insurance, depending on the activity, the following 
applies: minimum limit of £2m (of smaller or non-commercial groups), £5m (standard) or up 
to £10m may be required for high-risk activities such as pool hire. Proof of insurance must 
be supplied before hire and a copy sent with this signed document to the Facilities Manager 
thalil1@suttonmail.org 

• I am authorised by the above organisation to confirm this information. 

• The above company will provide a fully completed and signed copy of this document to the 
Facilities Manager thalil1@suttonmail.org  prior to the start of the lettings agreement. 

 

The above company will provide a fully completed and signed copy of this document to the Facilities 
Manager thalil1@suttonmail.org  prior to the start of the lettings agreement. 

 

 
 

Signature of person providing information:  
 

Name of person providing information:  
 

Contact email address:  
 

Contact telephone number:  
 

Date information provided:  
 

Signature of person who has read the Well-being 
Restrictive Practice Policy: 

 

mailto:thalil1@suttonmail.org
mailto:thalil1@suttonmail.org

