
 

 

 LETTING POLICY 

 

Last reviewed: March 2018 

Frequency of review: Every two years 

Next review date: March 2020 

Lead: Finance Committee 

 
Aims and Guiding Principles of Our School 
At Arnett Hills School we believe that each child is a success story – safe, happy and learning. We aim to produce 
responsible, respectful children, who have a love of learning. We aim to provide an excellent all-round education, so that 
each child achieves his or her potential.  The Arnett Hills team work in partnership with parents and the wider school 
community to foster an atmosphere in which each child may flourish and achieve, whatever his or her ability. Together we 
aim to ensure that our children are happy, well-educated, respectful, self-disciplined individuals, with the confidence to 
make the transition to secondary school and beyond. 

 
Purpose 
The purpose of this policy is to ensure that the most effective use is made of the school premises. We recognise that the 
facilities could generate resources for the school. This policy sets out the criteria for making decisions on requests for use 
by external organisations. 

 
Policy 
Governor Responsibilities 
The governing body, with advice from the headteacher, will: 

• balance the desire to generate income against the desire to support “worthy” groups within the community 

• rely on the headteacher’s judgement when considering requests for booking and review these at finance committee 
meetings. [These could include educational focus, charitable causes, benefit to the community, etc.] 

• take a positive approach to enhancing learning opportunities for the whole school community through promoting 
community use of the school 

• ensure that use by external organisations does not degrade the standards of the facilities to the extent that they are 
no longer suitable for use by pupils 

• consider issues of political balance 

• consider the implications of all requests received for the health, safety and security of pupils and staff 

• consider the implications for workload of all staff of any decisions it makes 

• take advice from the LA on the charges to be levied. 
 
The school secretary is responsible for maintaining records for each organisation/ individual hiring Arnett Hills School 
premises.  
 

Charging Rates 
• A termly report is made to the Finance Committee explaining charges or free lets to providers. 

• The Headteacher is delegated to set charges and will take into consideration basic running costs, e.g. heating, 
caretaking and cleaning, etc.  

• The Headteacher may use their discretion to give a discount to certain hirers depending on worthiness and numbers 
of children attending.   

• Hire charges are expected to be fully paid in advance of each session of hire. 

• Classrooms are not used for letting purposes with the exception of Local and General elections when a classroom is 
used for one day. 

• The school uses Hertfordshire County Council guidance on charges for letting fees for the hall and playing fields, 
however, in each case the school uses its discretion taking into account factors such as community use, engaging 
pupil interest, Healthy Schools agenda, etc.  An updated lettings schedule is maintained in the school office. 

 

 
Letting applications 



 

Enquiries for the hire of the school premises are directed in the first instance to the school office.  At the start of each hire 
period the hirer is asked to complete a formal application form, setting out the facilities that they wish to use, the time that 
they wish to attend and the proposed dates on which they wish to use the facilities.  For ongoing lettings, a new 
application form (see appendix A) is required at the start of each financial year.  The application forms are forwarded to 
the school secretary who ensures that the facilities and dates are available. 
 
All applications to hire the premises are approved and signed by the Headteacher and in accordance with the delegation 
given by the Governing Body.  The application form is then passed to the School Secretary for retention in the ‘Lettings’ 
file. 
 

Insurance 
The hirer is expected to hold their own public liability insurance with a minimum value of £5,000,000.  If the hirer does not 
hold their own insurance, a charge will be made to include them in the school’s cover, taken out through the Insurance 
Section at County Hall.  This charge will be 5% of the per session cost, or £1.00, whichever is the greater.  These 
charges are noted in the ‘Lettings’ file and paid over to the Local Authority as the premium in the following academic year. 
 

Lettings file 
The School Secretary maintains a record of all hirings and school use of the premises.  A note is kept to reflect any 
issues that may arise, e.g. failure to turn up, cancellation and the reason why.  The ‘Lettings’ file is referred to when 
raising invoices or dealing with queries raised by the hirer. 
 

Deposits 
‘One-off’ hirers are requested to pay a 10% deposit that is returnable after the event, providing that there is no damage or 
undue cleaning is required.  Deposits will be cashed in advance of the hire and returned within one week of the hire 
taking place. 
 

VAT 
Where the hire involves the use of the school sports hall or sporting facilities, consideration must be given to the potential 
for VAT, as set out in the Local Authority ‘Property Matters’ guide and Section 12 of the ‘Financial Handbook for Schools’.   
 
The hire of equipment and some other specialist areas of the school may also be subject to VAT.  In these instances, the 
School Secretary will either consult the VAT guidance published on the grid or the taxation advisers at County Hall. 
 

Invoicing 
Invoices for casual hires are raised two weeks prior to the event taking place and full payment is expected 48 hours 
before the date of the hire.  Failure to make payment will result in the hiring being cancelled and the deposit forfeited. 
 
For current hirings, the ‘Application to Hire Accommodation’ (appendix A) is used to calculate the cost and copied to the 
hirer as the invoice.  Payment is expected in full.  If it is not settled within a reasonable period (before the end of the term/ 
half term) the hirer will be contacted and a formal invoice issued.  Failure to pay will result in future hirings being 
cancelled. 
 
All income received is collected through the School Office and recorded in the accounting package by the School 
Secretary.  Receipts are issued on request for all income received.  All income received must be paid into the school 
budget share account. 



 

                                                                                   APPENDIX ‘A’ 
 

APPLICATION TO HIRE ACCOMMODATION   
 

• Submit application to the Lettings Officer at least 14 days in advance of hiring 

• Use a separate form for each date unless the accommodation required is the 
same 

• A letting agreement may be terminated at the school’s discretion 

• Please complete form in BLOCK LETTERS 
ARNETT HILLS JMI SCHOOL (NO.707) 

Full name of organisation:
 …………………………………………………………………………….. 

Nature of function:  …………………………………………………………………………….. 
Dates required:   …………………………………………………………………………….. 
Total number of sessions: ……………………………………………………………………………… 

ACCOMMODATION REQUIRED: Tick if 
required 

Hall  

Classroom(s) number required  

Use of kitchen  

Playground  

Playing fields  

Piano  

Other equipment Details: 
 

Time of function   ………………………………………………………………… 
Additional time required for preparation /clearing up ……………….. 
 

Charge per occasion  

*Hirer insurance fee  

Total charge  

Payment due within 30 days 
VAT MAY BE APPLICABLE FOR SPORTS LETTINGS 
*Public Liability Insurance 
The Hirer is required to hold Public Liability Insurance, and to let the school have a copy of the cover note prior 
to the hiring.  If this is not produced, then the school will arrange cover in advance of the hiring and a charge will 
be made. 
 
No hiring should take place without this insurance cover arranged either by the Hirer or through the school. 
 
I have read the Terms and Conditions booklet, which I accept on behalf of the organisation named above.  I wish 
to apply for the use of the accommodation specified above and any special conditions required.  I agree to pay 
the charge according to the scale in force at the date of hire.  I am over 18 years of age. 
 
SIGNED (organiser):  ……………………………………………………………….. 
 
NAME:    …………………………………………………………………. 
 
ADDRESS:   …………………………………………………………….. 
   …………………………………………………………. 
 
CONTACT TELEPHONE NUMBER:  …………………………………. 
E-MAIL ADDRESS:    ……………………………………………………. 

AUTHORISATION OF HIRE 
Signed: …………………………………… Headteacher 
Date: ………………………………. 

 



 

                                                                                  APPENDIX ‘B’ 
 

LETTINGS INDEMNITY FORM 
 
INSURANCE COVER – to comply with the conditions of the hiring agreement 
 
Please complete where applicable: 
 
I maintain a Public Liability Insurance Policy and have provided the school with a copy of the current insurance certificate. 
 
I wish to be covered by Arnett Hills School’s Public Liability Hirers Insurance Policy during the period of hire and agree to 
pay the premium cost of 5% of the hire with the hire charge. 
 
I understand that there is an excess payable by me of £200 relating to each and every claim for loss or damage to Arnett 
Hills School’s property arising from my hire of the premises. 
 
I hereby undertake that in the event of claims arising during my hire of Arnett Hills School’s premises I shall not admit 
liability to the claimant but immediately forward such claims with a brief report on the incident to the Headteacher, Arnett 
Hills School 
 
Signature _______________________________ Date _______________ 
 
DECLARATION – please read before signing 
 
Any licenses necessary and the Theatres Act 1968 and the Cinematograph Acts 1909 and 1952 have been or will be 
observed and any requirements of the Licensing Justices, where necessary, have been or will be met.  I agree to pay the 
charges due as required and hereby certify that the premises and grounds will be used only for the purpose stated: 
 
Signature: _____________________________ date: ______________ 
 
NAME (block capitals) 
Mr/ Mrs/ Miss ________________________________ 
 
For School Use only 
 
It is confirmed that the accommodation required is available for the time and date(s) requested. 
 
Signature: _______________________________ date: _______________ 
ARNETT HILLS JMI SCHOOL 
 


