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IntroducƟon  

The Governing Body of Heaton Avenue, A Share Primary Academy, believes that the prime purpose of 
our school is the educaƟon of our children.  This document outlines the policy of our school with regards 
to leƫngs. It sets out the faciliƟes available, the charges and the responsibiliƟes of Governors and users 
when the premises are hired.   

  

The school will consider leƫng to suitable hirers that are able to comply with the terms and condiƟons 
of the booking procedure. However, in deciding whether or not to let our premises, the Governing Body 
will not allow any acƟviƟes prejudicial to good relaƟons nor if there is a likelihood of any damage being 
caused to the premises or any nuisance to the school or neighbours. The Governing Body will also take 
into consideraƟon any safeguarding issues surrounding our pupils.   
  
The final decision on compliance with the terms of the leƫngs policy/hire agreement lies with the 
Governing Body.  
    

Policy OBJECTIVES  

The Governing Body adopt and endorse this Leƫngs Policy and recognise the principles therein, namely:   

(i) School premises are a valuable community resource;   

(ii) educaƟonal usage consƟtutes a natural priority;   

(iii) that a profit margin would be welcome when derived from private or commercial usage 
but is not the objecƟve when facilitaƟng educaƟonal acƟvity by designated users. As a 
minimum, the aim would be to ensure that there would be no costs incurred by the school.  

    
MANAGEMENT/ADMINISTRATION OF LETTINGS  
  

General   

The Governing Body recognise that it would be impossible for them to personally vet every organisaƟon 
who wish to make use of the school premises. Accordingly, they have delegated the authority to accept 
applicaƟons for hire to the following people:   

• ExecuƟve Principal  
• Headteacher  



  
  

VariaƟons   

No member of staff is allowed to vary the terms and condiƟons under which the school premises are 
hired - to either individuals or organisaƟons. All hirers must complete a Booking Request and Booking 
ConfirmaƟon Form as well as agreeing to comply with the requirements set out. The booking request 
along with this policy is a a contract which the governors may enforce at law.   

If the ExecuƟve Principal/Headteacher has any concern about whether a parƟcular request for a leƫng is 
appropriate or not, they will consult with the Chair of Governors, who is empowered to determine the 
issue on behalf of the Governing Body. A risk assessment must be conducted for each proposed leƫng. 
Governing Bodies must consider the need for business & financial planning, procurement and legal advice 
in relaƟon to Extended Services, and any necessary changes in Governance.   
  
SCALE OF CHARGES  
  
The Governing Body is responsible for seƫng charges for the leƫng of the school premises. A charge will 
be levied which covers the following:   
  

• Cost of services (heaƟng, lighƟng & catering)  
• Cost of staffing (addiƟonal security, caretaking and cleaning) - including ‘on-costs’  
• Cost of administraƟon  
• Cost of ‘wear and tear’  
• Cost of use of school equipment (if applicable)  
• Fee in lieu of use of premises, ie a rental value  

  
The specific charge levied will be reviewed annually by the Finance and Resources CommiƩee, for 
implementaƟon from the beginning of the next financial year, with effect from 1st September of that year. 
Current charges will be provided in advance of any leƫng being agreed.   
  
All leƫngs fees which are received by the school will be paid into the school’s individual bank account, in 
order to offset the costs of services, staffing etc. (which are funded from the school’s delegated budget). 
Income and expenditure associated with leƫngs will be regularly monitored to ensure that at least a ‘break 
even’ situaƟon is being achieved.   
  
The school must ensure that the Hirer has ensured that the number of persons using the premises does 
not exceed that for which the applicaƟon was made and approval given, and that all terms and condiƟons 
are being adhered to, including responsibility for payment of all fees or other sums due in respect of the 
leƫng.    
  

Value Added Tax (VAT)  

The governors are constrained by law to apply VAT to all transacƟons where this is appropriate.   

  

Minimum charges and deposits   

The minimum hire period will be two hours. Charges will be made for full hours not part.  



The Governors reserve the right to require a deposit over and above the hiring charge as a surety against 
damage to the premises (including any) or the premises being leŌ in an unacceptable condiƟon 
necessitaƟng their incurring addiƟonal cost for cleaning, caretaking or other expenses.   

  

Payment methods   

The Governors are mindful of their responsibiliƟes in safeguarding the school from bad debt. One-off 
leƫngs will be invoiced in advance to avoid VAT implicaƟons and problems of debt recovery.  

Regular leƫngs or a series of bookings will be invoiced on a monthly basis.   

  

Security   

Where the school buildings are used then there will always be at least one member of staff on site 
during the period of hire. The school reserves the right and has delegated power to the ExecuƟve 
Principal/Headteacher to insist upon addiƟonal staffing presence where in their view, the nature of the 
hiring may leave the school vulnerable to theŌ or damage. All staffing costs will be borne by the hirer 
and be subject to prior negoƟaƟon and approval prior to the leƫng.  

  

Safeguarding   

The Governing Body are responsible for ensuring that appropriate arrangements are in place to keep 
children safe.  On behalf of the Governing Body, school will seek assurance from the Hirer concerned 
that they have appropriate safeguarding and child protecƟon policies and procedures in place.  This 
applies regardless of whether or not the children who aƩend any of these services or acƟviƟes are 
children on the school roll. These assurances will be in the form of (but not exclusive to) providing leƩers 
of assurance confirming all necessary staff/volunteers have completed suitable safeguarding training, 
evidence of Enhanced DBS checks being carried out and are clear.    

  

ReporƟng a safeguarding issue or concern  

Should a safeguarding concern arise/take place whilst on the school premises, the Hirer must noƟfy the 
School’s Designated Safeguarding Lead (or a member of the SG team) as soon as pracƟcably possible.  
Following any such disclosure, the Safegurading & Child protecƟon Policy and Procedure will be 
followed.    

The contact details are:  

Designated Safeguarding Lead –   
Mr McManamin, email: sean.mcmanamin@sharemat.co.uk  

The Governor responsible for Safeguarding is idenƟfied in the school’s Safeguarding Policy can be found 
on the school website here – Heaton Avenue, A SHARE Primary Academy - Safeguarding   



Review of Policy   

The governors will review the policy each year and the scale of hire charges for the forthcoming year will 
also be reviewed and updated.  

All formal hiring of the schools’ premises, including those for which no charge is made, shall be properly 
documented.  

  
  

PRINCIPALS OF HIRE  
  
Aim  
The aim of this Leƫngs Policy is to set out procedures for the leƫng of Heaton Avenue Primary Academy 
in order to provide maximum safe use of the facility for the Community, whilst retaining their condiƟon 
and character.  
  

Use of School Premises   

The use of the school premises both during and outside of normal school hours is under the control of 
the School Governing Body.   

The Governing Body will make accommodaƟon available subject to assurance that the purpose for which 
the premises are hired will not result in controversy, disrepute, legal acƟon or disorderly behaviour.  
  

ResponsibiliƟes of the School’s Governing Body.   

The Governors of Heaton Avenue Primary Academy are responsible for hiring procedures, arrangements 
and condiƟons. All advice and guidance and requirements of the MulƟ-Academy Trust will be shared in 
order to safeguard users, buildings, equipment and sites and cover the legal liabiliƟes of the Governors 
and the MulƟ-Academy Trust in the event of accident or damage.   

The Governors will ensure that the area and any furniture or equipment being hired is in a suitable 
condiƟon for use.   

The Governors will ensure, as far as is reasonably pracƟcable, that there are no risks to health and safety. 
This duty extends to the rooms or spaces being hired, corridors, staircases, and pavements used to 
access the premises and accommodaƟon, toilets, furniture and equipment used. The procedures 
adopted by the school for the safe hire of premises and use outside of school hours is outlined in the 
school Health and Safety Policy.   

If the accommodaƟon is to be used at night, suitable fire exit and emergency lighƟng to escape routes 
will be in place to allow users to evacuate safely.   

The Governing Body is responsible for the security of the school premises when they are hired out to 
other users. Keys to the school buildings will not be given out to hirers. The school must be always 
locked/unlocked by a designated member of the school staff and without excepƟon.    
The school reserves the right to terminate the contract at any Ɵme.   



CondiƟons of Hire  

For every hire, the hirer must complete, sign and retain a copy of the Booking Request Form and will be 
given a copy of the Leƫngs Policy together with a Booking ConfirmaƟon Form. The hirer will also receive 
a confirmaƟon leƩer once all paperwork/checks are complete.  

All hirers will be given an inducƟon briefing by an appropriate member of staff.  

All hirers should make themselves aware of the emergency procedures, fire- fighƟng equipment and 
informaƟon displayed in the area of hire.   

A no smoking policy is in place across all areas (both internal and external) of all school sites and must be 
strictly adhered to.  
  
  
  

HIRING OF SCHOOL PREMISES AND FACILITIES  
  
CondiƟons of Use  

1. ApplicaƟon for use of the school premises must be made to Heaton Avenue Primary Academy, on 
the aƩached Hire Request Form, for consideraƟon. Arrangements for payment will be agreed 
before the use of premises commences. These payments are non-refundable if the hire is 
approved by the school and is then not used.   

2. The Ɵme of hiring must be strictly adhered to and access to the premises for preparatory work 
and clearing up at the end in connecƟon with the hiring must be covered by the hiring period.   

3. Alcohol must not be consumed on the school premises or site at any Ɵme.   
4. If the premises are suitable and to be used for dance, concert or stage performance, the hirer 

must obtain any necessary licence(s).  
5. The hirer must ensure that adequate supervision is available at all Ɵmes and see that no 

unauthorised persons are permiƩed to enter the premises. All security and fire procedures must 
be adhered to including having an emergency plan in place. The hirer is responsible for the 
behaviour and safety of all parƟes aƩending. This will include direct users of the premises and 
spectators.   

6. The use of the premises shall not be granted for any purposes that may interfere with the 
operaƟonal acƟviƟes of the school.   

7. The laying of any composiƟon or other preparaƟon on floors/walls is prohibited.   
8. The hirer shall take good care of, and shall not cause damage or permit or suffer any damage to 

be done to the hired premises, or any part or parts thereof to any fiƫngs, equipment or other 
property therein and shall make good any pay for any damage thereto (including accidental 
damage) caused by an act or neglect of himself, his servants, agents or any person resorƟng to 
the hired premises by reason of the use of the hired premises by him/her. It shall be the 
responsibility of the Hirer to saƟsfy himself/herself that the premises, furniture, fixtures and 
fiƫngs are fit for purpose.   

9. All hirers must complete risk assessments for their acƟviƟes. A copy of the assessment must be 
provided to the school prior to booking.   

10. The hirer must provide evidence that insurance cover in respect of both the hirer’s liability to the 
public and to the school under the terms of this hire has been arranged with a limit of indemnity 
of at least £5,000,000. A copy of the cerƟficate of insurance must be provided to the 
AdministraƟon Manager before the hire takes place.   



11. All means of escape, security and fire precauƟon measures, instrucƟons and noƟces must be 
adhered to during the hire.   

12. First aid supplies should be provided by the hirer.   
13. All hirers must leave the school site promptly at the end of the hire period. Any Ɵme over and 

above what is determined reasonable to pack up will be chargeable to the hirer.   
14. The school reserves the right to cancel a booking if it is necessary to hold a school event that 

would clash with the booking, e.g. examinaƟons, parent evenings, school sports fixtures. Every 
effort will be made by the school to give as much noƟce as possible to the hirer or to help 
arrange alternaƟve provision where appropriate (i.e. with long standing lets). Bookings that are 
cancelled by the school in such circumstances will not be chargeable.   

15. The school reserves the right to cancel a booking due to circumstances beyond its control, e.g. 
electricity failure or weather condiƟons.  

16. If the hirer wishes to cancel a booking, then advance noƟce of at least seven days must be given. 
Any cancellaƟons by the hirer aŌer this Ɵme will be chargeable.   

17. All invoices issued by the school to hirers must be seƩled in full within thirty days of the invoice. 
The school reserves the right to terminate a hire agreement if the hirer fails to pay within this 
Ɵmeframe.   

18. All visitors’ vehicles are parked at owner’s risk whilst on the school site. The school reserves the 
right to restrict parking at any Ɵme. At such Ɵmes all visitor vehicles must be parked off the 
school site.  

19. School equipment, materials, etc., must not be used unless wriƩen permission has been received 
via the booking request form and agreement.  Hiring of specialist equipment is VAT chargeable.  

    
INSURANCE  

Hirers   

When the premises are used for purposes not under the direcƟon of the ExecuƟve  
Principal/Headteacher then the person in charge of the acƟviƟes for which the premises are in use will 
have responsibility for safe pracƟces.   

The Headteacher will seek to ensure that hirers who use the school premises conduct themselves and 
carry out their operaƟons in such a manner that all statutory and advisory safety requirements are 
always met.  
  
When the school premises or faciliƟes are being used out of normal school hours as long as they are 
being used for school-sponsored or school-run acƟviƟes they are suitably insured. However, the 
organiser of a non-school-run or school-sponsored acƟvity, even if an employee, will, for the purposes of 
this policy be treated as a hirer. The ExecuƟve Principal will ensure that hirers, contractors or others who 
use the school premises provide wriƩen confirmaƟon of Public Liability Insurance cover (minimum of £5 
million) before hiring of the premises is allowed.  
  
Policies  
  
The following Policies, which the Hirer is required to comply with, are available on the Heaton Avenue 
website:   
  
Heaton Avenue, A SHARE Primary Academy - Policies & Documents  



  

• Leƫngs  
• Complaints  
• Equality  
• Child ProtecƟon  
• Disability & Diversity Policies  
• Health & Safety  

  

Copyright or Performing Rights   
  
The school is not responsible for infringements of any subsisƟng copyright or performing right, and the 
Hirer must indemnify the School/Trust against all sums of money which the School/Trust may have to pay 
by reason of an infringement of copyright or performing right occurring during the period of hire.   
  

Electrical Equipment   
  
Any electrical equipment brought by the Hirer onto the school site MUST comply with the  Trusts code of 
pracƟce for portable electrical appliance equipment. Equipment must either have a cerƟficate of safety 
from a qualified electrical engineer or be inspected by the qualified electrician on site prior to use and 
cerƟfied fit for use. The intenƟon to use any electrical equipment must be noƟfied on the applicaƟon form.   
  

PromoƟonal Literature/NewsleƩers   
  
A draŌ copy of any informaƟon to be distributed to parƟcipants or through the school must be 
sancƟoned by the Headteacher at least seven days prior to distribuƟon by the Hirer.   
  
  

Site Security  
  
The Governors will hire and pay for a person to be responsible for the security of the premises before, 
during and aŌer the hire, and for the cleaning of the premises aŌer use. This cost will be included in the 
charge for the leƫng. If no suitable person can be employed, then the leƫng will not be allowed or will 
be cancelled. Only named key holders may operate the security system. Keys should not be passed to any 
other person without direct permission of the Governing Body of the school.  
  
The school will be responsible for communicaƟng arrangements for out of hours, school closure, keys and 
alarms, checking and switching off technical equipment, explaining fire procedures & fire risk assessments 
and ensuring appropriate risk assessments are completed. The school will also be responsible for checking 
fixtures & fiƫngs before and aŌer the leƫng and keeping signed copies of the Leƫngs Agreements.   
  
The school is responsible for annual checks of fire equipment and displaying arrangements for fire safety.  
  

CANCELLATION POLICY  
  

In the event that the Hirer cancels a booking the full charge will be payable unless a replacement hire 
booking is obtained in which case the school, at their discreƟon, may waive up to 90% of the hire charge. 
When such cancellaƟon is made by a hirer who has obtained a regular booking, the school may waive 



payment of the hire charge provided that the hirer gives the school not less than 30 days’ noƟce of such 
cancellaƟon.   

The school reserves the right to withdraw facility or parts thereof from the use of the Hirer at their 
discreƟon. The school will not be liable for any expenditure incurred by the Hirer arising from such 
cancellaƟon or withdrawal.   

The school shall have the right to terminate or adjust the hiring summarily or otherwise if, in their 
opinion, inadequate or improper use being made of the faciliƟes hired and in the case of inadequate 
use, the ExecuƟve Principal may at their discreƟon, adjust the hire charge accordingly.   

The school shall not refund any hire charge paid in respect of the bookings cancelled or terminated for 
improper use.   

The school reserves the right to rearrange bookings cancelled due to inclement weather; in order to 
stage tournaments, compeƟƟons or special events of which prior noƟce shall be given to the Hirer.   

When making a booking please understand that we are a working school and therefore school acƟviƟes 
such as performances, sporƟng acƟviƟes and exams will take precedence. This also affects car parking 
during school Ɵmes  

  
REFUND POLICY  
  
AlternaƟve dates will be offered where possible if due to adverse weather condiƟons. In excepƟonal 
circumstances a refund may be given if a mutually convenient rearrangement date is not possible.  
  
  


