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LETTINGS POLICY  
 
 

General 

 All bookings made are at the absolute discretion of the Headteacher in consultation if deemed 
necessary with the Governors of the Finance Committee. 

 Hirers must apply on an “application to use school premises” form ED110 and must sign to 
confirm that they have read and agreed the terms and conditions. 

 A letting will only be confirmed on receipt of the completed booking form and once payment 
has been received in advance of the event. A copy of the lettings policy will be issued with the 
confirmation. 

 Hirers must be covered by adequate public liability insurance either arranged privately or via 
the School. 

 All losses or damage however caused either to the School premises or equipment shall be the 
responsibility of the hirer.  Hirers shall have access only to specified parts of the premises.  No 
preparations may be applied to floors, which must be left swept and clean. 

 A refundable £50 deposit is required for all lettings to cover any loss or damage incurred from 
the letting. However, a non-refundable deposit may be requested for some. 

 A broom, dustpan and brush and mop and bucket will be available for your use, and any 
additional cleaning by school following your let may incur an increase in cost, or a reduction in 
the deposit returned. 

 Horley Infant School is a non-smoking zone. 

 Charges for lettings will be reviewed annually in the spring term by the Finance Governors. 

 Hirers must ensure that the main front school doors are locked at all times. Access should be 
via the hall doors. 

 

Use of School catering facilities 

The School kitchen may only be used for the preparation and provision of food in the presence of 
a member of the County’s contracted catering staff.  Where catering staff are involved, an account 
will be rendered to cover the resultant costs. 

 

Intoxicating liquor 

No intoxicating liquor may be brought onto or consumed on the School premises during or in 
connection with any letting, except with the approval of Governors.  It will be necessary for the 
hirer to apply for a licence if alcohol is sold. 

 

Health and Safety 

Health and safety information and policies, restrictions on use of equipment, restrictions on 
accessible areas, staffing requirements, first aid provision, telephone provision, fire and 
emergency arrangements, standard operating procedures, agreeing responsibilities at school 
fetes and other fund raising events, emergency lighting, public entertainment license to be advised 
by the Business Manager. 

While newly purchased electrical appliances can be used in school before an annual test, any 
person or group letting the hall must ensure ‘home appliances’ have a safety check before they 
can be used in school.  
 

 



 

Caretaking 

The Premises Manager will open and lock up the premises at the beginning and end of a let if the 
individual making the letting is not a member of school staff and is not a keyholder.  

The Headteacher will determine if the presence of the Premises Manager is required. If so, an 
overtime payment will be paid. 

 

Safeguarding 

We will seek to ensure the suitability of adults working with children on the school site at any time. 

The Governing Body is aware of its responsibilities for safeguarding children and so, when letting 
out the school premises for school curriculum related activities, has due regard to safeguarding 
policies and practices and the school’s Prevent duty on anti-radicalisation.  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 all hirers and 
individuals working on school premises on behalf of the hirer to have a DBS disclosure at an 
appropriate level (as defined by the Disclosure and Barring Service). 

Community users organising activities for children will be made aware of the school’s 
Safeguarding Policy and procedures. 

The procedure for managing the suspension of a contract for a community user in the event of an 
allegation of a child protection issue is in line with the County policy.   

 

Scale of charges 

Lettings for use shall be at the discretion of the Headteacher and Governors, bearing in mind at 
all times that the running costs of the School must be met and that the children will benefit either 
directly or indirectly from the proceeds generated.  There will be no charges for School Governor 
meetings or events run by The Friends of the School.  

 

Discretionary Clause 

Horley Infant School may offer special hire rates, which may be directly linked with the School 
Development Plan or where there is an identifiable benefit to the school/pupils for the hire taking 
place. Authorisation for such levies is to be agreed with the Headteacher. 

 

Termination 

Termination period for cancellation of regular hire agreement is 4 weeks’ notice for either party.  

 

Statutory requirements 

 Parliamentary and Local Authorities’ Elections 
The Authority for the use of the School for polling and for election meetings is given by the 
Representation of the People Act 1983. 

 Parish Council Meetings 
Provision is made under Section 134 of the Local Government Act 1972 for school premises 
to be used by Parish Councils for Council Meetings. 

 Smallholdings and Allotment Act 
Under the Smallholding and Allotments Act 1908 use of a classroom may be given for the 
purpose of allotment holders. 

 

 

 

 



 

Appendix 1 

 

Lettings checklist 

 To do Date 
completed 

1.  School checks availability and sends out booking form for completion  

2.  Confirm Insurance cover or request SCC cover on booking form  

3.  Send completed booking form with copies of Child Protection Policy 
and/or DBS forms as appropriate, and copies of any licences required or 
qualification certificates held. (The Child Protection policy is available on 
the schools website).  

 

4.  £50 deposit and appropriate payment in relation to the schedule of 
charges received 

 

5.  Receive signed approval contract from school   

6.  Inform attendees of fire procedures and terms and conditions of hire.  

 

Emergency Contact numbers (will be issued privately) 

 

Premises Manager   Neil Young   

School Business Manager   Shazia Anjum   

Headteacher   Jason Walters   

 

All hirers must be familiar with emergency procedures, locations of fire exits and fire alarm call 
points.  Hirers must ensure that attendees are informed of the emergency procedures and the 
location of the assembly point (School playground – Albert Road side) 

 

IN CASE OF FIRE 

 

1. Sound the alarm by operating the nearest firm alarm call point. 

2. Call Emergency Services 999. 

3. Give the Operator your telephone number and the location as follows: 
     
     Horley Infant School 
     Lumley Road 
     Horley 
     Surrey 
     RH6 7JF 
      
     01293 782263 
 

4. Evacuate the building ensuring that all persons have left through the fire exits and     

     assembled on the school playground. 

 

5. No-one should re-enter the building until told to do so by a member of the  
    Emergency Services. 
 

6. Contact a member of the school staff (Premises Manager). 



 

Appendix 2 

Schedule of Charges 

Letting the school needs to, at a minimum protect the delegated budget, taking into account actual 
running costs including some or all of the following:  utilities, cleaning, waste removal, sundries, 
security and fire alarms, day-to-day maintenance, servicing, fire equipment, ground maintenance, 
business rates, admin costs. 

These charges are guidelines as advised by Surrey County Council, to include the Premises 
Manager’s National Insurance. 

1 Use of a Room £6.50 per hour 

2 Use of Hall £17.50 per hour 

3 Use of Playground or Field £4.00 per hour 

4 Elections 

 Candidates’ public meeting £3.50 per hour 

 Polling Day £56 per day 

5 Possible “uplift” of hourly rates: 

Use by Charities Room/Hall, Premises Manager cost plus 10% administration            

Use by Community Room/Hall, Premises Manager cost plus 25% administration 
and profit 

Use by Commercial 
companies 

Room/Hall, Premises Manager cost plus 50% administration 
and profit. 

Use for 
Parties/Weddings 

Hall/Kitchen (with Twelve:15 approval), Premises Manager, 
plus 100% Children’s party to 250% Wedding Reception 

 

 A refundable damages deposit will be charged. 

6 Extended use of school 

 Service charge for 7 hours per day 39 weeks per annum for childcare run by school or a 
charity is £8,599.50 per annum. Plus additional business rates if applicable. 

 Service charge for 7 hours per day 39 weeks per annum for childcare run for profit or 
commercially is £12,489.75 per annum. Plus additional business rates if applicable. 

 Service charge for 3 hours per day 39 weeks per annum for care clubs run by the 
school or a charity is £3,685.50 per annum. Plus additional business rates if applicable. 

 Service charge for 3 hours per day 39 weeks per annum for care clubs run for profit or 
commercially is £5,352.75 per annum. Plus additional business rates if applicable. 

Note:  The differences between the rates are due to business rates.  We are aware that some 
uses would attract a higher rating liability on premises, which should not be funded by the school.  
We pay careful attention to the rates payable and ensure the delegated budget is protected, this 
is why the service charge rate is higher for commercial uses. 

Service charges for holiday play schemes can be calculated pro-rata using these rates as 
guidance, energy costs for holiday play schemes, which run between October and May, will 
increase the service charge as the school would not normally pay heating during holidays.  This 
will not be met by the delegated budget and the additional charge should be by local negotiations 
or actuals costs of energy used. 

Contact 

Any questions regarding Surrey County Council’s recommended charges should be directed to 
Clare Neave, Estates Planning and Management, 020 8541 9387. 


