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Policy Document for: Lettings  
Approved: October 2021 
Due for Review: October 2024 

Aims and scope 

 
We aim to: 

• Make sure Trust school’s premises and facilities can be used, where appropriate, to support 
community or commercial organisations 

• Allow the hiring of the premises without using the school’s delegated budget to subsidise this 

• Charge for the use of the premises to cover the costs of hire and, where appropriate, raise 
additional funds for the school 

• Not let any hiring out of the premises interfere with the school’s primary purpose of providing 
education to its pupils 

• Hire out facilities in a way that is safe, within current legislation and following government 
guidelines  

Areas available for hire 

Available areas 

The Trust will permit the hire of the following areas: 
 

Iwade Bobbing Village School Either school 
Main Hall 
Playground/field 

Hall 
Playground/field 

Marquees (up to 2) 

 
The type of activities allowed in these areas will depend on latest national and local government guidance 
on COVID-19, including any protective measures and social distancing.  

Charging rates 

The Trust reviews the hiring rates for all organisations annually to ensure best value is being provided to 
the Trust and the organisation. 2 calendar months’ notice is given to all regular hirers of any change in 
hiring costs. 

Rates 

Commercial organisations  
This covers any organisation which runs for commercial gain. The hire period must also cover setting up 
and clearing away time. 
 

AREA COST PER HOUR 

Iwade/Bobbing Main hall £18  
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AREA COST PER HOUR 

Iwade/Bobbing main hall, playground and field £25 

Iwade/Bobbing playground and field (no toilet facilities) £15 

PLUS 1 marquee hire £50 per session 

PLUS 2 marquees hire £100 per session  

Weekend additional charge   £40 per session 

 
To comply with music entertainment guidance, music (live amplified, or recorded) must stop by 11pm 
Revised Guidance issued under section 182 of the Licensing Act 2003 (publishing.service.gov.uk) 
 

Occasional community use events and not for profit events  
Any event which not for profit and/or run by a charity or individual for fund raising benefits, as well as 
children’s parties etc. The hire period must also cover setting up and clearing away time. 
 

AREA COST PER HOUR 

Iwade/Bobbing Main hall – including chairs, benches and tables £10 

Iwade/Bobbing main hall, playground and field £15 

Iwade/Bobbing playground and field (no toilet facilities) £10 

PLUS 1 marquee hire £50 per session 

PLUS 2 marquees hire £100 per session  

Weekend additional charge  £40 per session 

 
To comply with music entertainment guidance, music (live amplified, or recorded) must stop by 11pm 
Revised Guidance issued under section 182 of the Licensing Act 2003 (publishing.service.gov.uk) 
 

Staff private celebration events 
 

AREA COST PER HOUR 

Iwade/Bobbing Main hall £10 

Iwade/Bobbing main hall, playground and field £15 

Iwade/Bobbing playground and field (no toilet facilities) £10 

PLUS 1 marquee hire £50 per session 

PLUS 2 marquees hire £100 per session  

 
To comply with music entertainment guidance, music (live amplified, or recorded) must stop by 11pm 
Revised Guidance issued under section 182 of the Licensing Act 2003 (publishing.service.gov.uk) 
 

PTA events run out of school hours 

Events run by the PTA of Iwade or Bobbing Schools which are run to benefit the school and its children – 
hire will be free of hourly charge, but there would be a charge of £40 per session to cover staffing costs, 
plus any additional charges for marquees.   

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/705588/Revised_guidance_issued_under_section_182_of_the_Licensing_Act_2003__April_2018_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/705588/Revised_guidance_issued_under_section_182_of_the_Licensing_Act_2003__April_2018_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/705588/Revised_guidance_issued_under_section_182_of_the_Licensing_Act_2003__April_2018_.pdf
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Cancellations 

We reserve the right to cancel any agreed hiring with a minimum of 10 days’ notice.  This may be subject 
to short notice change in the event that the Government guidance is to enforce a lockdown, or should the 
schools have to close due to high numbers of Covid cases.  In these instances, we will give as much notice 
as possible given the circumstances. 
 
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.  This may be subject to 
short notice change in the event that the Government guidance is to enforce a lockdown, or should the 
hirer no longer be able to run the event due to Covid related issues.  In these instances, we would expect 
as much notice as possible given the circumstances. 
 

Any cancellations by the school made with at least 10 days notice or in the case of cancellations relating 
to COVID-19 with at least 2 days notice will be refunded.    

Any cancellations by the hirer received with less than 10 days notice, or in the case of cancellations 
relating to COVID-19 with less than 2 days notice will not be refunded. 

Review 

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

Application process 

Those wishing to hire the premises should fill out the hire request form, which you can find in appendix 1 
of this policy, and read the terms and conditions of hire set out in in this policy. The Trust reserves the 
right to terminate any activity which is not properly conducted. 
  
The completed form should be submitted to the school office at least two weeks before the proposed 
letting, or at least four weeks before the start of a regular letting.   
 
 Approval of the request will be determined by the Head of School where the hire is being requested.  If 
the request is approved, we will confirm to the hirer and make arrangements for the date and time in 
question. We will also send on details of the emergency evacuation procedures and other relevant health 
and safety documents.  
 
Once the hire is agreed, the hirer will need to provide proof of their public liability insurance and their risk 
assessment for using the premises and conducting their hire plus a copy of their current child protection 
policy where services are offered for children. 
 
We reserve the right to decline any applications at our absolute discretion, in particular where the 
organisation does not uphold the values of the school, reputational damage may occur, or the activity 
does not adhere to the latest government safety advice.   

Licences 

There are a variety of licences that may be required for different types of function. The onus is on the 
Hirer to ensure which are necessary, and must produce documentary evidence before the letting takes 
place. The Hirer will indemnify the trust against any action brought about by failure to obtain the 
necessary licence(s). The following categories of letting may require a licence: 
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• Theatre licence 

• Copyright/Royalty licence 

• Cinematography licence 

• Alcohol 

• Music, Singing and Dancing 
 
Any licence needed should be copied and given to the school as part of the hire. 

Insurance 

All commercial organisations including sports clubs will be expected to have their own adequate 
insurance cover appropriate to the services and activities they provide.  If they also employ staff or 
volunteers, they must also have their own employer’s liability insurance.   
 
The original insurance document should be provided and a copy taken by the school and kept on file. 
 
Any person or organisation that does not have and would not be expected to have public liability 
insurance will be covered under the trust’s cover arrangements with the DfE, for example a child’s party. 

Paying for your hire 

All payments are to be made via BACs.  Details will be provided on invoice.  Cash and cheques are not 
accepted. 
 
In the case of a regular booking, payment will be invoiced at the beginning of each term with payment 
due within 28 days.  Should payment not be made on time, the hire agreement may be cancelled with 14 
days notice. 
 
One off hirers will be issued with an invoice to be settled within 28 days or 7 days before the proposed 
hire date, whichever is the earlier.  Failure to make payment will result in the hire being cancelled. 

Using the school premises 

Security of the Premises 

• Entrance to the school will be via the hall entrance, which will be opened by the school at an agreed 
time.  

• For security reasons, the school keys will not be available to the Hirer.  

• It will be the responsibility of the Hirer to ensure that the school premises are secure during the 
time they are in use, i.e. ensure that the hall entrance is closed when all members of the group are 
inside.  

• Use of the car park may be limited to restrict having children and cars in the same area. 

Use of Facilities 

• The Hirer will be responsible for the proper use of the school facilities (specialist equipment is not 
generally available e.g. projectors, cookers etc., unless special arrangements have been made) and 
must take all reasonable precautions to ensure that there is no damage to the fabric of the 
buildings; furniture and fittings, or school equipment.  

• The Hirer will be responsible for making good any damage to the premises and property.  

• The premises are returned to the control of the school in a clean and satisfactory condition. 

• Furniture, equipment, or other obstructions must not be placed in corridors during the hiring. 

• The Hirer must use only that area of the building hired and must observe any instructions given by 
the school concerning the area available.  

• Any furniture or equipment moved by the Hirer should be returned to its original position at the 
end of each session 
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• Toilets are available in the hall corridor during lettings of the school halls. 

Health & Safety  

• Any precautions required to ensure the users’ safety when using equipment are the responsibility 
of the Hirer. This includes, for example, the provision of information and training in the use of the 
equipment.  

• In all cases, the Hirer must ensure that risks associated with the activity are properly controlled 
throughout the hire period and these are all detailed on the provided risk assessment 

• All mains powered electrical equipment brought onto the premises must be safe and evidence may 
be required that it has a valid test and inspection certificate (the certificate should be less than one-
year-old for earthed equipment, or less than 4 years old for double insulated equipment) 

• Lower voltage equipment must also be safe and in good condition.  

• For security reasons, the Hirer will not have access to the school telephone system 

• It is the responsibility of the Hirer to provide first aid equipment and trained personnel.  

• Animals, other than Assistance Dogs, are not permitted anywhere on the school premises 

• Users should acquaint themselves with the Fire and Safety regulations and procedures relating to 
the area of the premises in use. These will be clearly displayed in each of the designated areas.  

• Regular hirers must carry out their own fire drills and organise their own fire procedure.  

• Fire exits must not be blocked or locked at any time during the hire period 

• Smoking, including electronic cigarettes, is not permitted anywhere in the school building or within 
school grounds. 

• No combustible materials are to be used within the school, except with the express approval of the 
Trust Board. 

• In the event of fire - the Hirer will call the Fire Service (if school staff are not present and supporting 
the activity) All users will evacuate the building via the nearest fire exit and muster at the 
designated point (playground). Users must not re-enter the building until the ‘all clear’ has been 
given. The Fire Service will give this unless the site team are onsite and in attendance. 

 
Hirers are advised that they cannot rely on the school’s risk assessments for any activities carried out 
during the letting and must complete their own risk assessments, a copy of which must be held by the 
school. 

School fields and playgrounds 

Iwade: access to the field and playground is via the side gate or main vehicle gate – on opposite sides of 
the school building. Access will depend on what is agreed with the hirer 
Bobbing: access to the field and playground is via the vehicle gate to the side of the school building 
 
No access is given to hirers for use of the play equipment on either school site, or the pond area or Forest 
school area at Iwade.  Hirers should ensure that these areas are not used by anyone attending their event. 

Terms and conditions of hire  

The following terms and conditions must be adhered to in the hiring of the school premises. Any breach 
of these terms will result in cancellation of future hires without refund.  
 

1. “Hirer” means the person or entity identified in the relevant hire request form. 

2. The hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off 
any amount owing to the school against any liability, whether past or future, of the school to the 
licensee. 

3. The hirer shall occupy the part(s) of the premises agreed upon as a non-exclusive licensee and no 
relationship of landlord and tenant is created between the hirer and the school by this licence. 

4. The hirer shall not sub-licence any of the premises under the licence. 
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5. The hirer shall not use the premises for any purpose other than that agreed upon in the licence, 
as set out in the hire request form. 

6. Any additional uses of the premises not agreed in writing by the school will result in the 
immediate termination of the licence. 

7. The school shall retain control, possession and management of the premises and the hirer has no 
right to exclude the school from the premises. 

8. The hirer shall be responsible for all matters relating to health and safety and shall be responsible 
for those in attendance during the specified time. This may include implementing COVID-19 
protective measures in line with the latest government guidance.  

9. The hirer must take out its own public liability insurance with a reputable insurer approved by the 
trust unless they would not be expected to hold such and, where requested by the school, shall 
provide of copy of the relevant insurance certificate no less than 10 days before the start date of 
the licence. 

10. The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or 
immoral act on the premises, nor any act that may invalidate any insurance policy taken out by 
the school in relation to the premises.  

11. The hirer shall indemnify and keep indemnified the school from and against: 
a. any damage to the premises or school equipment 

b. any claim by any third party against the school 

c. all losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities, 
arising directly or indirectly out of any breach by the hirer of the licence or any act or 
omission of the hirer or any person allowed by the hirer to enter the premises 

12. Save that nothing in the licence shall exclude or limit either party’s liability for personal injury or 
death arising from the negligence of either party or any other liability that cannot be excluded by 
law, the school shall not be responsible for any losses of a direct or indirect nature, and its 
maximum liability to the hirer shall not exceed the total fees paid or to be paid to the school by 
the hirer under the licence. 

13. The hirer will read the emergency evacuation procedures and be ready to follow them in the 
event of a fire or other similar emergency (see Health and Safety section) 

14. At the expiration of the hiring, the hirer shall leave the building in a clean and orderly state.  This 
includes bagging up rubbish and taking it away, sweeping, mopping if necessary, cleaning tables 
and chairs/benches.  All the property of the hirer and the hirer’s agents must be removed at the 
end of the hiring unless special arrangements are made. The school accepts no responsibility 
whatsoever for any property left by the hirer or their representatives on the premises. 

15. If the toilets are used during the hire, these will be cleaned by the School once the hire is over, 
but should be left in a clean and tidy state. 

16. The hirer shall not display any advertisement, signage, banners, posters or other such notices on 
the premises without the prior written agreement from the school 

17. If the hirer breaches any of the terms and conditions the school reserves the right to terminate 
the licence and retain any fees already paid to the school, without affecting any other right or 
remedy available to the school under the licence or otherwise. 

18. The hirer shall observe the maximum capacity rules of the part(s) of the premises being hired and 
not allow this to be breached. 

19. The hirer will acquire all appropriate additional licences for any activities they are running, 
including those required for use of any third party intellectual property. 
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20. The hirer is responsible for carrying out any risk assessments of the premises relating to the 
activities they are running. This includes a risk assessment for COVID-19 in line with latest 
Government guidance 

21. The hirer shall comply with all applicable laws and regulations relating to its use of the premises. 

22. The hirer and the individuals participating are responsible for adhering to the latest government 
guidelines on COVID-19 and social distancing at all times as these are needed 

23. The school’s premises hire policy, the relevant hire request form submitted by the hirer and the 
relevant hire confirmation letter issued by the school shall apply to and are incorporated in the 
licence. 

24. This licence shall be governed, construed and interpreted in accordance with the laws of England 
and Wales. 

25. The school and the hirer irrevocably agree that the courts of England and Wales shall have 
exclusive jurisdiction to settle any dispute or claim arising from this licence. 

Safeguarding 

The Trust is dedicated to ensuring the safeguarding of its pupils at all times. Under Keeping Children Safe 
in Education 2021, the Trust has a responsibility to ensure that “appropriate arrangements are in place to 
keep children safe”. Therefore, evidence of DBS certificates must be seen before a hire commences for 
any event which is not run by school staff and children are present, or may be present on the school site 
during the hire.  This must be presented at least 1 week ahead of the hire commencing.   
 
A copy of the child protection policy must also be submitted. 
 
If an external hirer has a concern about a child who attends Bobbing or Iwade schools, they should follow 
their own internal procedures and consider emailing safeguarding@timu-mat.org.uk to hold a 
professional dialogue about the concern. 
 
PTFA events would require a DSL from the Trust to be onsite during the event. The Trust Child protection 
and safeguarding policy arrangements will apply during these events. 
 
It is the responsibility of the hirers to ensure that safeguarding measures are in place while hiring out the 
space.  
 
Where an event is organised and run by school staff, out of school hours, the Trust safeguarding and child 
protection policy will be in use and a DSL will be on-call. 
 

Monitoring arrangements  

We will review and update this policy when the guidance on which it is based changes or when this 
version of the policy otherwise stops being applicable, such as where COVID-19 is no longer a risk. 
 
Any updates to this policy will be shared with the Trust board. 
 
 
  

mailto:safeguarding@timu-mat.org.uk


P a g e  | 8 

Appendix 1: Hire request form 

Before filling out a request form, please familiarise yourself with our terms and conditions for the hire of 
our premises and our rates of hire, which you can find in sections 2 and 5 of this policy. If you have any 
questions, please contact the Office Manager at the relevant school.  

Details of letting: 

Name of 
applicant/orga
nisation  

  Company number (where 
applicable) 

  

Address:   
  
  
  
  

Email address:   

Telephone 
number 

  Contact number during letting (if 
different) 

  

Purpose/activit
y of 
organisation 

  
  
  

Does activity involve children 
under the age of 18? 

Y/N 

Total number 
of participants 
expected 

  Name of public liability insurer 
and policy number 

  
  
  

Please select type of booking: 

Commercial 
organisation 

Community booking Staff one-off event PTA event 

Areas to be hired (please circle all that apply): 

Iwade main hall Iwade playground and field Iwade Field plus one marquee 
(one off events only) 

Iwade Field plus 2 marquees 
(one off events only) 

Bobbing hall Bobbing field 

Period of Hire 

Date and time of first hire   

One off event?  Y/N If no, state expected length of hire: 

For regular hire, please state preferred times: 

Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

              

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  

  
  

Child protection policy 
attached? Y/N 

Risk Assessment attached? Y/N Public liabilty insurance 
certificate attached? Y/N 
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By signing below, I agree to the terms and conditions set out in the school’s premises hire policy. 
 
Name _____________________________________________________________ Date ______________ 
 
Signature______________________________________________________________________________  
Please return this form via email to  
Bobbing: bobbing.office@timu-mat.org.uk  
Iwade: iwade.office@timu-mat.org.uk  
 
or drop it into the school office. We will be in touch to inform you if your application is successful, and if 
so details of the full cost and documents that will need to be shared. 
 
 
Users sign an agreement that covers:  

• Terms and conditions relating to type of and length of use 

• Cancellation 

• Damage 

• Insurance 

• Charging 

• Restrictions on use 

• Licensing for the sale of alcohol, or public performances 

• Parking - liability 
 
 
 
 
 
 
  

mailto:bobbing.office@timu-mat.org.uk
mailto:iwade.office@timu-mat.org.uk
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Appendix 2: Confirmation of licence template letter 

Dear [contact name] 
Thank you for submitting your hire request form to us.  
We’re pleased to say the area you’ve requested is free on the date(s) and time(s) of your request and 
we’d be happy to grant a non-exclusive licence to you to use the area for the purpose set out in your 
request form, subject to the [terms and conditions already provided to you in the letting application 
form]. 
Based on the length of time and area requested, the full amount for the hire will be [insert amount, and 
where relevant, explain that this includes an additional cleaning fee].  Payment will be due by BACS and 
an invoice with full details will be sent to you shortly.  We request full payment of the fee by [insert date]. 
We’ll also require you to submit to us proof of your public liability insurance and risk assessment.  If your 
activity includes children under the age of 18, you must also supply your child protection policy before the 
letting can take place. 
We’ve provided with this confirmation details of emergency evacuation procedures in the event of a 
fire/similar emergency. Please make sure you’re familiar with these before the date of hire. 
You can contact the school office [named contact and details] with any questions about hiring the 
premises. 
You may wish to have an additional ‘out of hours’ contact/contact details for when the hire is happening 
if the person is hiring the premises outside of school hours, unless you plan to have a member of staff on 
site to support with any issues. 
Kind regards, 
[staff member] 
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