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HURST PARK PRIMARY SCHOOL 
  

LETTINGS AND HIRINGS POLICY 
 

Our School Vision:  ‘Inspiring a community of successful 
learners’ 

 
Our School Values:  Respect, Resilience and Positivity 

 
 
 
INTRODUCTION 
 
At Hurst Park Primary School we recognise the need to make effective use of the school buildings and grounds. 
Our buildings are a community asset and we will make every effort to enable them to be used as much as 
possible. 
 
However, the overriding aim of the governing body is to support the school in providing the best possible 
education for its pupils, the promotion of equality of opportunity and the community cohesion of the local area. 
Any lettings of the premises to outside organisations will be considered with this in mind. 
 
DEFINITION OF A LETTING 
 
A letting may be defined as: 
 
“Any use of the school buildings and grounds by parties other than the school and its partners. This may be a 
community group (such as a local music or dance group), or a commercial organisation.” 
 
The following activities fall within the corporate life of the school. These activities are not considered to be lettings 
and costs arising from these uses are therefore a legitimate charge against the school‟s delegated budget. 
 

 Governing body meetings 

 Extra-curricular activities for the pupils organised by the school 

 School performances 

 Family learning 

 Parent‟s meetings 

 Meetings of the Friends 

 Friends organised events 

 Breakfast Club and After School Club 
 
PROCEDURES 

 

 All regular lettings shall be confirmed on an annual basis and the rates will be notified to hirers at the 
first possible opportunity after the Board of Governors spring term meeting at which the rates shall 
have been established. 

 

 Use of the school premises shall be approved by Governors who delegate this authority to the Finance 
Committee. Certain types of lettings may be accepted with the approval of the Headteacher. 

 

 Terms and conditions of any lettings are stated on the back of the application form ED110. There will 
be a minimum letting charge of 2 hours when outside school hours. 

 

 A detailed procedure for the hire of any of the schools premises will be available for issue to all hirers 
and those making enquiries. 
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 An application form ED110 must be completed to request the ad hoc use of the school premises. 
Once a letting is approved written confirmation will be issued and payment requested by the school 
Bursar on a “Fin 566‟. 

 

 Cheques shall be made payable to Hurst Park Primary School and must be deposited not less than 
two weeks prior to the letting unless otherwise agreed by the Governors/Headteacher. 

 

 Increase in charges shall be approved annually by the Board of Governors on recommendation from 
the Finance Committee. Any changes will normally take effect from 1

st
 January each year. 

 

 Charges will include allowances for the caretaker‟s overtime and for any heating and lighting. 
 

 In cases where the Headteacher deems it appropriate a refundable damage deposit of £50 may be 
required in advance of a hiring being agreed. 

 

 All lettings/after school clubs must have public liability insurance with an indemnity limit of not less 
than £5,000,000 in respect of any incident and a copy of the certificate should be passed to the 
school. Insurance on one-off lettings (for instance, children‟s parties) is arranged through the surrey 
council insurance liability policy and will be charged accordingly. 

 

 The kitchen may only be used if agreed at the time of hiring. Good care must be taken of all equipment 
and fittings. Any breakages or damage should be reported by the hirer to the caretaker at the end of 
the session. 

 

 If facilities are only required for boiling kettles and washing up the hirers must nominate in writing at 
the time of the application for the letting the name of the person who will be responsible for leaving the 
facilities in good order and for settlement of any costs arising from damage. 

 

 The hirer will be responsible for ensuring that the caretaker is advised the premises are about to be 
vacated before they are left unattended. 

 

 The Governors and/or Headteacher reserve the right to cancel at anytime lettings that do not comply 
in any way, with the school policy. 

 

 No alcohol shall be brought onto or consumed on the premises without prior approval of the 
Governors, which approval is delegated to the Headteacher.  If alcoholic drinks are to be sold, the user 
will be responsible for obtaining a Temporary Even Notice from Elmbridge BC and a copy of the Notice 
must be forwarded to the school. 

 

 The school operates a „no smoking’ policy within all the school premises. 
 

The school is committed to safeguarding and promoting the welfare of children and young people and expects hirers 
and their representatives to share this commitment. The Governors require that for all hirings involving groups working 
with children, an appropriate level of disclosure has been obtained from the DBS for the individuals working on the 
school premises.  Where a DBS/CRB disclosure includes convictions, or other relevant information, the hirer is 
required to undertake an assessment of risk to determine whether that individual is suitable to work with children and 
young people. 

 
Rates 
The following rates will be charged and are in line with Surrey County Council Guidelines for lettings: 
 
School hall: £20.00 per hour  
Field:   £20.00 per hour 
MUGA:   £15.00 per hour 
Classroom:  £12.00 per hour 
Specialist room:  £15.00 per hour 
Field + MUGA:  £30.00 per hour 
Field + MUGA + hall: £45.00 per hour 
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All hirers out of hours will incur an additional cost towards the Caretakers time and where applicable a cost towards 

utility charges (£3.00). In addition the following rates will apply to specific groups: 

 

Use by Charities:    As for all hirers plus 10% 

Use by Community for Community:  As for all hirers plus 25% 

Use by Commercial Company:   As for all hirers plus 50% 

Use by Community for Private use:  As for all hirers plus 100% 

 

Elections: 

Candidate public meeting:   £3.10 per hour plus cost of Caretakers time after 6pm 

Polling:      £52.00 per day plus Caretakers time after 6pm   

  

PTA:      No charge 

Use by Staff: The hiring of the school hall by staff will be at the Headteachers 

discretion. In such circumstances, staff will be charged for a 

contribution toward utilities and the Caretakers costs. 

 
 
 

Date of origin:                November 2009 

Updates and reviewed:     October 2017 

Date of Revision:      
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