
 

 

 

 

 

LETTINGS POLICY 
     November 2024 

The letting of the School’s premises is under the control of the Governing Body. 

Safeguarding 
  
Where services or activities are provided by an external body, the governing body will seek assurance that the body 
concerned has appropriate safeguarding and child protection policies and procedures in place (including inspecting 
these as needed); and ensure that there are arrangements in place to liaise with the school on these matters where 
appropriate. 
  
The governing body will also ensure safeguarding requirements are included in any lease or hire agreement as a 

condition of use and the occupation of the premises.  Failure to comply with this would lead to termination of the 

agreement.  External providers will be required to complete our External Provider checklist and provide the requested 

information before being granted access to the school site. (APPENDIX C) 

Invoicing and Payment 

1. The hire of the premises shall be in accordance with the school’s scale of charges and a deposit must be made 
prior to the letting. If a deposit has not been received one week prior to the date or to the first date of a series 
then the letting will be deemed to be cancelled. The balance is due within 7 days of the letting date.  Any deposit 
will not be refunded. 

2. For lettings on a regular basis, payment must be made termly (during the term of the let). Terms referred to are 
School term dates. 

3. In all cases, the hire shall be conditional upon the completion of an application form by which the Hirer undertakes:  
 

a. to abide by the regulations. 
b. to make good any damage to premises, furniture or equipment arising from any act for which the Hirer is 

responsible.  
c. to accept the decision of the School and its Governors should questions arise on any point. 

 
4. When the facilities are to be used by a group of people or members of a club a nominated contact person, and 

contact details must be notified to the school. This person will be responsible for settling, on behalf of the group 
or club, all invoices related to the hire of the premises.  

5. Please make any cheques payable to Wakefield Council. 
6. Invoices will be raised and sent to the nominated individual who is responsible for the hiring of the facility.  
7. Certain bookings are exempt of VAT charges.  For further clarification please refer to the VAT Education Manual 

(revised March 15) in section 9 of the School Finance homepage on the VLE. 
8. The charges for the use of the facilities are set and reviewed annually by the Governors. In special circumstances, 

and dependent on the extent of the partnership the outside body has with the School, these may be revised. If 
you would like to investigate the possibilities of a reduced cost hiring, please contact the school.  

 
 

 

 CARE – Prepare – Believe 
‘I can do all things through Him who strengthens me.’ 

Philippians 4:13 
 



General  

9. When the school hall is hired for public entertainment or meetings the hirer shall ensure that sufficient stewards 
are available at exits and entrances. The maintenance of order shall be the entire responsibility of the Hirer. The 
number of persons attending a function should be in line with the current Fire Regulations which state:  
 

a. For the Hall, a maximum number of 200 seated persons. 
b. For meeting in classrooms, a maximum of 30 persons is allowed.  
c. For meetings and activities in other rooms maximum occupancy will be agreed following negotiation with 

the School. 
d. If an audience is seated the chairs must be linked together, wherever possible. 
e. Compliance with these regulations will be the responsibility of the Hirer. 

 
10. No intoxicants are allowed on school premises if any person is under 18 years of age. If intoxicants are to be 

brought onto the school premises, it shall be the Hirer’s responsibility to ensure that the necessary license is 
obtained and to show the license in advance to the Events Coordinator. Without a valid license, the booking will 
be null and void and the deposit will be lost.  

11. The school hall is licensed for Music, Singing and Dancing. 
12. The Hirer must assume responsibility for providing any chairs or seats additional to those in the rooms hired and 

must undertake the removal of such chairs or seats before the commencement of school the following day. No 
responsibility for the acceptance or removal of any property can be taken by the school or the Governors. A fee 
will be charged for storage of any property not removed at the end of a hire period.  

13. If the position of any moveable furniture is altered during the course of a letting, the Hirer shall be responsible 
for replacing any items ready for the commencement of school on the following morning 

14. The liability of the school is limited to loss or damage to property or injury to persons arising out of the negligence 
of the Schools, its servants or agents.  

15. The school shall not be liable for any loss or damage to property or injury to persons arising out of the negligence 
of the Hirer.  

16. The Hirer must arrange suitable insurance to cover personal liability and to protect any equipment/property 
brought on to the premises, plus arrange for third party liability.  

17. The Hirer must provide their own First Aid Kit and qualified First Aid personnel. The Hirer must provide their own 
mobile phone for use in the event of an emergency. 

18. Items of school equipment such as stage lighting, projectors and piano may be used only by prior arrangement 
with the Events Coordinator.  An appropriate additional charge will be levied. No alterations or additions shall be 
made to lighting or electrical installations.  

19. No chalk polishes or other preparations shall be used on school floors. Shoes likely to damage the floor (e.g., 
stiletto heels) must not be worn.  

20. No activity is to be permitted that is potentially dangerous to participants or third parties (e.g., hang gliding, 
parachute jumping and skate-boarding). Under no circumstances can the school’s PE equipment can be used 
unless it is included as part of the hire agreement.  

21. The proper car parks must be used and vehicles must not be driven onto any grassed areas. Any damage caused 
in this way will be the responsibility of the Hirer as in Paragraph 3.  

22. The Hirer shall not sub-let any part of this accommodation. 
23. The accommodation shall be open to inspection at all times by the School’s staff, Governors and the officers of 

the Authority.  
24. It is against the law to smoke on Badsworth C of E J & I School premises and grounds. 
25. The Hirer is responsible for any damage caused to the premises during the period of hire.  
26. Hirers may be asked for a returnable bond to cover any damage/extra cleaning caused by the letting.  
27. Hirers expecting to use their own electrical equipment, powered by school’s supply must ensure that such 

equipment is covered by an appropriate safety certificate. All such certificates should be made available for 
inspection by the school caretaker. Electrical items must not exceed a 1kw (one kilowatt) rating. 

28. NO footwear is permitted to be worn when using the school hall for sporting activities without prior agreement of 
the Events Coordinator. 
 

 



The School Field  

29.  Please ensure the playing surface and changing rooms are left suitable for use by the subsequent Hirers.  
30.  The Hirer is requested to ensure that participants refrain from smoking, chewing gum and spitting when using 

the facilities. In addition, no food, glass bottles, animals or bicycles must be taken into these areas.  
31. Due consideration must be shown to other persons using the facility simultaneously.  

 

HIRE CHARGES FOR THE USE OF BADSWORTH CE J&I SCHOOL 

Room Rate per room 

Weekdays 

Rate per room 

Saturdays 

 

 

Hall and Changing rooms 

 

 

£20 per hour or part thereof* 

 

 

£30 per hour or part thereof* 

 

Minimum letting two hours 

 

 

Minimum letting two hours 

 

Field and Changing Rooms 

 

£20 per hour or part thereof* 

 

 

£30 per hour or part thereof* 

 

Minimum letting two hours 

 

 

Minimum letting two hours 

 

* Charges are per hour or part of an hour, e.g., 3 hours 30 minutes would be charged at 4 hours. 

Classrooms are not available for hire.   All charges to be paid in advance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPLICATION FOR USE OF PREMISES 

APPENDIX A 

SINGLE LETTING 

I would like to apply for use of the following accommodation  ---------------------------- 

------------------------------------------------------------------------------------------------------ 

On ----------------------------- 201X  

 

From----------------------- am/pm to ----------------------------- am/pm 

 

 

1 Purpose for which accommodation will be used? 

------------------------------------------------------------------------------------------------------- 

2 Give approximate number attending. -------------------------------------------------------- 

3 Do you require use of changing rooms? ---------------------------------- 

I/We agree 

 

a) To adhere to the safeguarding requirements as set out above 
b) To pay the agreed fee. 
c) To pay Badsworth C of E J & I School the cost of making good any damage to the premises, furniture or fittings 

arising out of our use of the premises. 
d) To abide by the decision of the School should any question arise on any point 
e) To have valid insurance on behalf of the hirer. 
 

 

Signed-------------------------------------  On behalf of ------------------------------------ 

 

Address ---------------------------------------------------------------------------------------- 

 

Telephone No ---------------------------------------  Date ---------------------------------- 

  



APPLICATION FOR USE OF PREMISES 

APPENDIX B 

REGULAR LETTING 

I would like to apply for use of the following accommodation  ---------------------------- 

------------------------------------------------------------------------------------------------------------- 

On ----------------------------- 201X  

 

From----------------------- am/pm to ----------------------------- am/pm 

 

 

1 Purpose for which accommodation will be used? 

-------------------------------------------------------------------------------------------------------------- 

2 Give approximate number attending. ----------------------------------------------------------- 

3 Do you require use of changing rooms? ---------------------------------- 

I/We agree 

 

a) To adhere to the safeguarding requirements as set out above 
b) To pay the agreed fee. 
c) To pay Badsworth C of E J & I School the cost of making good any damage to the premises, furniture or fittings 

arising out of our use of the premises. 
d) To abide by the decision of the School should any question arise on any point 
e) To have valid insurance on behalf of the hirer. 
 

 

Signed-------------------------------------  On behalf of ------------------------------------ 

 

Address ---------------------------------------------------------------------------------------- 

 

Telephone No ---------------------------------------  Date ---------------------------------- 

 
 
 
 
 
 



 
 
 
 

CARE – Prepare – Believe 
‘I can do all things through Him who strengthens me.’ 

Philippians 4:13 
APPENDIX C 

External Provider Checklist 

 
Visitors are welcome at Badsworth (VC) J&I School. They make a contribution to the life and work of the school in many 

different ways. It is the school’s responsibility, however, to ensure that the security and welfare of its pupils is not 

compromised at any time. The school is equally responsible to the whole school community for ensuring that visitors 

comply with the guidelines. 

 The ‘Prevent’ statutory guidance (The Prevent Duty: Departmental advice for schools and childcare providers, Defy, 

June 2015) requires schools to have clear protocols for ensuring that any visitors and visiting speakers whether invited 

by staff or pupils, are suitable and appropriately supervised. 

External Provider/Company Name:  …………………………………………………….. 

Service to be provided:  ………………………………………………………………….. 

Contact Name:   …………………………………………………………………………….. 

Contact Details:……………………………………………………………………….. 

…………………………………………………………………………………………………. 

How long has your organisation been operating?  

Have you worked with other local schools?  (Please state.) 

Is your organisation affiliated to any professional organisation?  Yes/No (Please state.) 

Can additional support needs of participants be accommodated?  Yes/No  

Are risk assessments in place for all activities undertaken?  Yes/No 

 Copies provided 
 

Do you/your staff members have the experience, training and qualifications required?   Yes/No 

 Copies provided  
 

Do you have Public Liability Insurance cover?  Yes/No 

 Copy provided 
 

Do you and your staff members have valid DBS documents that can be presented to the school?  Yes/No   

 Assurance from provider that staff members will present their original document on first visit to school. 
 

Signed:…………………………………………………. 

Teacher/Other Signature………………………………………. 



 
 
 
 
 
Please ensure that the above named receives a copy of each of the documents listed below. 

 Safeguarding Policy  
 School Employee Code of Conduct (Key points) 
 Health and Safety Policy  
 Whistleblowing Policy  
 DfE Keeping Children Safe in Education School (Part 2) 
 Visitor Safeguarding Guide 
 Visitor and Visiting Speaker Policy 
 Photographic Images Policy 
 EVN2 Provider Assurance Form (to be completed and returned to school before start date) 

 
 

I, the above named, agree to share these documents with all members of my staff who will be coming into the school.  

Signed ……………………………………………………………………….. 

Date………………….. 

I have made the external provider aware of: 

 Signing in/out book at the front of school 
 Location of the toilet facilities and staffroom 
 Evacuation/fire procedure instructions displayed around school 

 

Signed (teacher/Other)…………………………………………………………… 

Date ……………………….. 

 
 
 
 
 
 
 
 
 
 
 
 
 

The Designated Senior Lead (DSL) for Safeguarding & Child Protection is the 

Headteacher, Jenny Griffiths, supported by the  Deputy Headteacher Jake 

Thomson, Dominique Jenkins EYFS and KS1 Team Leader and the SENDCO 

Marie Parker. 

Social Care Direct 0345 8 503 503 
 


