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Principles 
The Governing Body regards the School buildings and grounds (which belong to Bradford Council) 
as a community asset and will make every reasonable effort to enable them to be used as much as 
possible. However, the overriding aim of the Governing Board is to support the School in providing 
the best possible education for pupils and any lettings of the premises to outside organisations will be 
considered with this in mind. 
 
 
 
Purposes 
• To provide clear guidance on lettings and the hire of School premises  
• To enable community and lifelong learning access to the School site and premises 
• To promote the use of School facilities by the wider community 
 
 
Definition of a Letting 
A letting may be defined as “any use of the school premises (buildings and grounds) by parties other 
that the school and its partners”.  This may be by either a community group which directly benefits 
children within the community (such as a sports coaching or drama group), a community group which 
directly benefits parents and community residents (such as a local sports team),  an individual or 
group of individuals, or a commercial organisation (such as the local branch of ‘Weight Watchers’)”.  
A letting must not interfere with the primary activity of the School, which is to provide a high standard 
of education for all its students.  
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 pupils organised by the school and school receive the income direct 
from parents.   
• School performances 
• Family learning 
• Parents’ meetings 
• Meetings of the Silsden Primary School Parents Group 
• Silsden Primary School Parents Group organised events 
• Services provided by partner organisations such as Children’s Centres, Bradford Council etc. 
 
 
 
Insurance 
The public liability insurance provided by the Council already insures schools against claims for injury 
or damage to members of the public that may arise due to negligence. All organisations wishing to 
use school premises should have their own public liability insurance to cover them for any services 
and activities they provide, and must have their own employers’ liability insurance if employing staff 
or volunteers. The original insurance document should be seen and a copy taken by the school and 
kept on file. 
 
 
Priority for lettings 
The following lettings are especially encouraged: 
• Educational activities open to school pupils and their families 
• Recreational activities open to school pupils and their families 
• Activities organised by local community groups for the benefit of the local community 

• Lettings to people living in the school’s local community 
• Lettings to voluntary organisations 
• Lettings to children’s groups 

 



 

The following activities are not considered to be appropriate for lettings as they are not deemed to be 
compatible with the ethos of the school or are not able to be accommodated within the schools 
facilities: 
•  Commercial activities with little potential to positively impact on the children and families of the 

school 
•  Events selling alcohol 
•  Activities promoting gambling 
 
Charges 
The Governing Body is responsible for setting charges for the letting of the school premises. A charge 
may be levied in order to cover the following: 

  

 Cost of services (heating and lighting);  

 Cost of staffing (additional security, caretaking and cleaning) - including “on-costs”;  

 Cost of administration;  

 Cost of “wear and tear”;  

 Cost of insurance (if the school has arranged its own public liability insurance – see terms and 
conditions p 5)  

 Cost of use of school equipment (if applicable);  

 Profit element (if appropriate).  
 
Where there are multiple lettings taking place at the same time, the costs for services and staffing will 
normally be shared between the organisations/partners involved.  
 
The Governing Body and Headteacher are responsible for setting charges for the letting of the school 
premises.  The scale of charges will be reviewed annually by the Governing body for implementation 
from the beginning of the next financial year, with effect from 1st April of that year. For the purpose of 
charging, the head teacher is empowered to determine to which group any particular individual or 
organisation belongs. They are also able to offer any discounts or agree a subsidy for any lettings, as 
they deem appropriate. The basis of charging will be determined by the purpose for which a letting is 
arranged. The minimum hire period will be one hour. 
 
 

Conduct of Users 
 
Safeguarding 
Hirers providing services to children, whether pupils at the school or others, must have policies and 
procedures in place to ensure children’s safety, and must provide evidence of these to the school as 
required e.g. Safeguarding Policy and Use of Mobile Phone Policy, DBS Checks. 
 
 
Security 
The Head teacher has delegated authority to determine the security risk for each letting and will be  
responsible for allocating a continuous security presence or other control measure. 
 
Considering applications for lettings 
Organisations seeking to hire the school premises should approach the Headteacher. Details of any 
charges and conditions of use should be given or referred to. An Initial Request Form (appendix 4) 
should be completed at this stage. A record of all enquiries should be kept on file. 
The Headteacher will decide on the application with consideration to: 
• The priorities for lettings agreed by Governors and set out in the school’s lettings policy 
• The availability of the facilities and staff 
• The school’s equal opportunities, health and safety, safeguarding policies 
• The health and safety considerations such as numbers of users, type of activity, qualifications of       
instructors etc. 
 
Issuing a lettings contract 
Once a letting has been approved, a letter of confirmation (appendix 5) will be sent to the hirer, 
enclosing a copy of the terms of hire (Appendix 1) and relevant licence document (Appendix 5 and/or 



 

6). The terms of hire and Licence agreement should then be signed and returned to the school. The 
school shall be in receipt of these signed copies before a letting takes place. The Headteacher on 
behalf of the Governing Body has the right to refuse an application, and no letting should be regarded 
as “booked” until approval has been given in writing. The reason for refusals should be recorded on 
the bottom of the application for lettings form and fully explained to the enquirer. 
 
Payment 
Payment may be made weekly directly to the School Business Manager for which a receipt will be 
issued.  Alternatively an invoice will be issued at the beginning of each term of hire.  The method of 
payment will be agreed upon booking. Payment in full will be expected within 30 days of the issue of 
an invoice.  Any delay in payment may result in the letting becoming void, and re-let to any other 
organisation on the waiting list.  The table of charges may be found in Appendix 2. 
 
In general, the letting of rooms for activities which benefit the school or the greater community are 
exempt of VAT, whereas lettings which do not benefit the school or the greater community are 
subject to VAT (although there are exemptions under certain circumstances).  
 
All lettings fees received will be paid into the school’s individual bank account. The income and 
expenditure relating to lettings should be clearly recorded by the school and reported under the 
guidelines for Consistent Financial Reporting. 
 
 
Approved by 
 

Chair of Resources Committee _______________________ Date______________ 

Headteacher    _______________________ Date______________ 
  



 

Appendix 1 

Silsden Primary School 

Letting of School Premises 

 

 
 

Conditions of Hire 
1. All organisations must provide qualified first aid instructors for all physical activities.    
2. The School Caretaker will be responsible for opening and closing the school building, this 

time will be recognised as part of his designated cleaning time. 
3. Silsden Primary School has a ‘NO SMOKING OR VAPING’ policy which must be adhered to. 

Any organisation not complying with this regulation may jeopardise their right to use the 
premises. 

4. No responsibility can be taken by the Governors of Silsden Primary School for the loss or 
damage to personal property whilst in the process of letting school premises. 

5. Consideration must be given to the local community when hiring the building.  Any use of 
school facilities which has a detrimental effect to the local community may result in the licence 
being revoked. 

6. Any wilful damage will be charged to the association concerned and notification of all 
damages or breakages must be reported to the school.  Any damage resulting from the failure 
of a group adhering to the schools ‘No Smoking’ policy will be charged accordingly. 

7. An additional charge of £15.00 per hour will be incurred to cover the cost of caretaking and 
cleaning should the premises not be left in a satisfactory manner. The Site Manager will be 
asked to submit a detailed report to reflect these charges. 

 
 
Fire evacuation procedures 
 
The hirer should ensure evacuation by the nearest available exit and take their members to the 
assembly point for the Hothfield site or Aire View site. All rooms have clear evacuation routes and 
these are identified on an attached plan of the schools – please refer to our fire policy and  
evacuation procedures.  
Once at the fire assembly point, a roll call should be made and a name count held against the days 
register. 
 
 
Before the start of your function I will familiarise myself with the location of the following; 
1.  Emergency Exits: As shown on a copy of the school’s map which is displayed in every corridor 

and every classroom, should you require a copy please ask the school office prior to your visit. 
3. Fire assembly point: It is important that you identify a fire assembly point and communicate this to 

attendees 
2.  Fire Alarms: It is vital that in the case of a fire the alarms are activated. 
3.  Telephone: In case of an emergency the nearest telephone is located either in the classroom or 

the School Office.  
4.  First Aid: Location of the nearest first aid box   
 
I have read and agree to the above Conditions of Hire and will ensure that when using the premises 
we adhere to the following Silsden Primary School Policies:  
 

 SPS Fire policy and evacuation procedures.  

 SPS Premises management and lettings policy.  

 SPS CCTV policy 

 Safeguarding Policy 

 Acceptable Use Policy (Covers the use of mobile phones)  

 
 



 

Signed:___________________________  Date:_______________________ 

 

On behalf of:__________________________________ 

(name of association/group 

 

This document must be signed alongside the relevant licence  



 

Appendix 2 

Silsden Primary School  

SUMMARY OF LETTINGS CHARGES - ACADEMIC YEAR  2019/20 

 

 Type of Organisation  

 

 

FACILITIES 
Available for Use 

 

 

Community Group benefiting 
children, parents or 

community 

(nominal charge to reflect the 
benefit to the community) 

 

Individual or 
group of 

individuals 

 

Commercial 
organisation 

 

 

Classroom  

(Max 30) 

Additional Facilities: 
Toilets 

 

£10.00 PER HOUR / 
CLASSROOM  

 

£15.00 PER 
HOUR / 

CLASSROOM 

 

£25 PER HOUR 

£40 FOR 2 
HOURS 

 

School Hall 

 

 

 

£15.00 PER HOUR   

 

£20 PER HOUR  

 

£30 PER HOUR 

  



 

Appendix 3 

 

 

 

 

 

Dear 

Letting Request 

Thank you for your recent enquiry regarding the booking of the hall at Silsden Primary School. 

Please find enclosed a formal booking application form, please complete and return it to me as soon 
as possible in order that I can confirm the dates you require are still available. 

Should you require additional information or I can be of any further assistance please do not hesitate 
to contact me. 

Yours sincerely 

 

 

 
Headteacher 

 

 

 

 

  



 

Appendix 4 

Silsden Primary School  

Booking Form 

Part 1(To be completed by the applicant. Please type or use ballpoint pen) 

Name of applicant:  
 

Name of organisation: 
 

Full postal address: 
 

Contact number: 
 

Email address: 
 

Purpose of hire: 
 
 

 

Day(s) of Week: 
 

Date required from 
 

Date required to 
 

Time required from 
 Time required to  

Public liability insurance 
held  

 

Safeguarding policy (if 
working with children) 

 Date seen 

DBS certificates held ( if 
working with children)  

 Date seen 

Acceptable Use Policy(if 
working with children) 

 Date seen 

Risk assessment for 
event 

 Date seen 

First aid trained staff: 
 

 

I agree to provide a copy of: 

 Public liability insurance 

 Safeguarding and use of mobile phones policies (if working with children) 

 Full list of all your employees who may attend run these sessions. They will provide identification and a 
clean enhanced DBS with barred list check if they are to work with children.  

 Risk assessment for activity/event. 

We agree to provide 1 qualified first aid trained staff for physical activities.     

I personally agree to be responsible for the fees charged in respect of this letting and I will observe the 
regulations which I have read. 

I personally agree to be responsible for full payment to Silsden Primary School of all and any damages caused 
during this letting to an unlimited amount. 

Signature of Applicant____________________________ Date ________________________ 

______________________________________________________________________________ 

 

 

 



 

Part 2 (Office use only) 

I recommend that this application is: Approved/Not approved 

 

Approved:  

Comments: (To include Type of Organisation 
and Rate of Charge) 
 
 

 

Weekly Charge 
 

Signed (office) 
 

Date 
 

Date caretaker informed 
 

 

Reason if not approved: 

 

 

 

 

 

   



 

Appendix 5 

LICENCE TO USE SCHOOL PREMISES 

 
 
1. THE GOVERNING BODY OF SILSDEN PRIMARY SCHOOL   

(“the Governors”), grants to 
 

 ................................................................................................................. 
 
 of .............................................................................................................. 
 

(acting on behalf of .........................................................................................................................  
 
 ....................................................................................................................................................... )  

 
(“the Hirer”) permission to use the room/s and facilities at the above named school as set out in The 
First Schedule hereto not exclusively but at the dates and times indicated below 
 

 
 
from  ..............................  am/pm to  ...............  am/pm 

 
on the following days ......................................................................................................................  
 
 ........................................................................................................................................................  

 
 ........................................................................................................................................................  
 
 ........................................................................................................................................................  

 
 ........................................................................................................................................................  
 

(occasional booking) 
or 
 

 
 
from  .................................  am/pm to  .................  am/pm 

 
on  ...................................................................................................................................................  

 
in each week (of term) between  ..........................................................................  20  ...................  

 
and  ......................................................................  20  .............  inclusive 
 

(sessional booking) 
 

2. The grant of the licence to the Hirer to use the rooms and facilities is subject to the terms and 
conditions of hire set out in the Second Schedule, and is for the purpose of  

 
 ........................................................................................................................................................  
 
 ........................................................................................................................................................  
 
 ........................................................................................................................................................  
 
 .............................................................................................................................. (set out activity). 

 
3. The Hirer agrees to pay the charges shown in the First Schedule within (14 days of the receipt  
 
 of an invoice) / (on .............................................. ) 



 

FIRST SCHEDULE 
  

(Please indicate the number of the classroom etc, or otherwise describe as appropriate, the room 
and/or facilities to be used) 

Maximum Charge VAT 
Occupancy      

 
 Hall / and Stage  .........................   .........................   ...................  
 
 Classroom(s) No  .........................   .........................   ...................  
 
 Kitchen   .........................   .........................   ...................  
 
 Cloakroom   .........................   .........................   ...................  
 
 Boys and /Girls changing room(s)   .........................   .........................   ...................  
 
 Other Room (describe)   
 

 ...................................................   .........................   .........................   ...................  
 
 ...................................................   .........................   .........................   ...................  
 
 ...................................................   .........................   .........................   ...................  

 
 
 Tea making facilities   .........................   .........................   ...................  
 
 Equipment (describe) 
 
  ...................................................   .........................   .........................   ...................  
 
  ...................................................   .........................   .........................   ...................  
 

  ...................................................   .........................   .........................   ...................  
   
 TOTALS  ____________   _________________________  
 
   _________________________  
 
 TOTAL (INC. VAT)   _________________________  

 
DATED this day of 20 
 
SIGNED by the Hirer in the presence of: - 
 
(name).....................................................   ................................................................  
 
(address) .................................................   
 
 ................................................................  
 
SIGNED on behalf of the Governing Body in the presence of: - 
 
(name).....................................................   ................................................................  

 
(address) .................................................  
 
 ................................................................  



 

SECOND SCHEDULE 

 

TERMS AND CONDITIONS OF HIRE 
 

1. Interpretation 
 
In this Licence the following words have the following meanings: 
 
“the Rooms” means the room or rooms which are being hired and any facilities mentioned in the 
schedule. 
 
“the Hirer” means the person who is named as the Hirer and who signs this Licence (and includes 
any agent or person acting on behalf of the Hirer) and where the organisation or body of persons is 
also named in this Licence as the Hirer, that organisation or body shall also be considered the Hirer 
and shall be jointly and severally liable with the person who signs this Licence. 
 
“the School” means the school named in paragraph 1 of this Agreement. 
 
Where the Governors’ consent or agreement is needed, or where the Governors are to be informed 
of any matter the Hirer should contact the Governors by writing to the Headteacher at the address 
of the school marking the envelope “urgent lettings”. 

 
 
2. Cancellation 
 

The Governors may in their absolute discretion cancel the hiring of the Rooms and facilities on any 
or all of the dates for which they are hired, for any reason including, but not limited to, the following 
reasons: 
 
i) the Governors deciding to enter into a transfer of control agreement 
ii) repairs or alterations being carried out 
iii) school closure (permanent or temporary) 
iv) the premises being required for the school purposes or for an election or other public purposes 
v) fire, flood, epidemic or other emergency 
vi) industrial dispute affecting the school 
vii) the receipt of a direction from the local education authority or its agent 
viii) breach of any of the provisions, terms or conditions of this licence by the Hirer 
ix) if in the opinion of the Governors the financial position of the Hirer has become untenable e.g. 

the bankruptcy of an individual; in the case of a company, entering into liquidation 
x) likely or actual breach of the peace 
xi) any use or proposed use of the room, which the Governors consider unsuitable 
 
If the Governors cancel the hiring for any of the reasons set out at ii) – vii) above, the Hirer may 
claim repayment of any hire charge already paid, but in all other cases the Governors may retain 
the payment.  The Governors will not be liable for payment of any compensation for any loss or 
damage incurred or sustained in consequence of any cancellation. 
 
The Hirer may cancel the hiring by giving 14 days notice.  The charge shall be payable unless the 
Governors are able to let the rooms. 

 
 
3. Assignment of the Licence 

 
This Licence is personal to the Hirer. The Hirer must not assign the Licence to use any of the rooms 
unless s/he first has the written consent of the Governors. 
 
 
 
 

4. Admission 
 
The Hirer must not admit to any of the Rooms a greater number of persons than the number 
specified (if any) as the maximum occupancy for that Room or facility. Where a maximum occupancy 
is not specified, the Hirer must not allow the Rooms to become overcrowded. 
 



 

The Governors shall have the right to enter any of the Rooms at any time, and/or to refuse to admit 
or readmit any person to the Rooms. 

 
 
5 Times of Hire 
 

The times agreed for the hire of the Rooms and/or facilities must be strictly adhered to. If they are 
not, the Governors reserve the right: - 
 
i) to cancel the right to use the Rooms and/or facilities on any future date and retain payments 

made, and 
ii) to charge the Hirer for the additional time the Rooms or facilities are used (1 hour minimum) at 

the rate per hour calculated according to the agreement, plus any additional costs incurred.  
Each part of one hour shall be charged as a full hour. 

 
6 Condition 
 

The Hirer shall keep the Rooms clean and tidy and clear of rubbish and shall leave the same in a 
clean and tidy condition at the conclusion of each period of hire. 

 
 
7 Keeping Order etc 
 

The Hirer is responsible for the preservation of good order at all times during the hiring and in 
addition, will not cause or permit any unlawful or dangerous act. 

 
 
8 Gangways, Exits and Fire Precautions 
 

The Hirer will ensure that all gangways staircases and passages leading to or from the Rooms are 
kept free from chairs and / or other obstructions (whether permanent or temporary). 
 
All Fire Hydrants, hoses and fire appliances shall be kept ready for immediate use and nothing shall 
be placed so as to interfere with or obstruct free use of them. 
 
All exit doors shall be left unlocked and unobstructed and immediately available for exit during the 
whole of such time as the Rooms are in use. 

 
 
9 Provision for Children 
 

Where the Rooms are to be used for the purpose of providing care or accommodation for children, 
or any kind of facilities for children, the Hirer shall ensure that any equipment used in connection 
with such provision is safe, free from defects, and suitable for the purpose; any food supplied is 
wholesome and well prepared and suitable for children, and that a safe system for the preparation 
and consumption of food is established and carried out.   
 
The Hirer shall ensure that a sufficient number of staff are engaged during the hiring (either paid or 
voluntary) and such staff shall include appropriate leadership.  All staff shall have been appropriately 
trained and, where required, satisfactorily passed child protection checks.  The number of staff and 
the training received shall accord with what is regarded by the City of Bradford Metropolitan District 
Council as best practice.   
 

 
 
 
 
9 Furniture and Fittings 
 

The Hirer shall not without first obtaining the written consent of the Governors:- 
 
i) bring into the school any furniture, curtains, fittings, temporary structures, scenery or 

inflammable materials 
ii) move any school furniture (other than chairs for use within the specific Rooms) except by prior 

arrangement 
iii) decorate or change the fabric of the rooms in any way whatsoever 



 

iv) exhibit any advertisements inside or outside the School 
v) carry out or permit any works to any parts of the  School to be carried out  
vi) cause any nails, screws, or similar items to be driven into walls, floor or ceiling of any of the  

Rooms or into any furniture fixture of fittings 
vii) remove or alter any electrical wiring or fitting or fix or place any new electrical wiring or fitting 
 

 
10 Licences 
 

It is the sole responsibility of the Hirer to ensure that all functions or activities are permissible and to 
obtain or ensure that all necessary licences have been obtained and any conditions observed.  The 
Hirer must obtain the prior written consent of the Governors before making any applications for any 
licence(s). 
 
It shall be the sole responsibility of the Hirer to pay any Royalties and other fees (including all 
payments to the Performing Rights Society Limited and Phonographic Performance Limited), 
becoming due as a result of the use of the Rooms by the Hirer. 

 
 
11 Films, Exhibitions, and Plays 
 

The Hirer shall give details to the Governors of all films, plays, performances and exhibitions 
intended to be shown or performed in the Rooms at least seven days before the date on which the 
films or plays, performances or exhibitions are to be shown or performed. The Governors reserve 
the right without liability to prohibit the showing of any film, play, performance or exhibitions if in their 
opinion it is unsuitable for exhibition in the Rooms.  It is the sole responsibility of the Hirer to obtain 
any necessary entertainment licences. 
 
If stage or spotlights are required (if available) an extra charge may be made and any operation of 
the spotlights and dimmers must only be carried out by a competent person. 

 
 
12 Reproduction of Broadcasting, Photography etc 
 

The Hirer shall not use or allow the Rooms to be used for any film, radio, or television production 
and shall not without the written consent of the Governors, by any means transmit or permit 
transmission of any entertainment, exhibition meeting, performance, event or happening of any kind 
in or from the School. 

 
 
13 Cloakrooms 
 

Use of cloakrooms is entirely at the Hirer’s risk and the Governors shall not be liable for any loss or 
damage however incurred arising from the use of the cloakroom, and the Hirer shall indemnify the 
Governors in respect of all costs and claims arising from the use of cloakrooms. 

 
 
14 Kitchens 
 

The Governors may at their sole discretion provide supervision or additional facilities where a kitchen 
is hired and may charge the Hirer such amount as they consider reasonable for the provision of 
supervision and labour and any equipment foodstuffs and materials provided.  If the Hirer is to make 
significant use of the kitchen then the Hirer should inform the Governor 14 days in advance and the 
hire of the kitchen may then become the subject of a separate agreement. 

 
 
15 Sale of Goods 
 

The Hirer shall not without the previous written consent of the Governors sell or exchange or permit 
the sale or exchange in the School of any goods of any kind, save for materials, programmes, or 
brochures relating to the function for which the Rooms or facilities have been hired. 

 
 
16 Damage 
 



 

The Hirer shall be responsible for any damage done to the Rooms and access ways, and any 
furniture, equipment, fixtures and fittings and any property of the School during the time the Rooms 
or facilities are hired. If any damage does result or if any items owned by the School or the Governors 
are lost or subsequently found to be missing, the expense of making good, repairing or replacing 
the article shall by paid by the Hirer to the Governors on demand. 

 
 
17 Property 
 

The Governors will not be responsible for the safe custody or for loss or damage, however caused, 
to any property of the Hirer or of any other person on the School premises, arising directly or 
indirectly form the Hire of the Rooms or facilities. 
 
The Hirer shall at the conclusion of each period of hire remove all property brought on the School 
premises by the Hirer or any other person on his behalf from the School premises unless the prior 
written consent of the Governors to store such property is obtained. Any such property that has not 
been removed after a reasonable time has elapsed after the Hirer has been advised to remove the 
property may be disposed of as the Governors think fit. 

 
 
18 Equipment 

 
The Hirer shall ensure that all equipment mentioned in the Schedule is used correctly and the Hirer 
shall pay to the Governors the replacement cost of any equipment which is lost or made incapable 
of efficient use and the Hirer will indemnify the Governors in respect of all costs and claims arising 
out of the Hirers negligent or misuse of equipment. 

 
 
19 Indemnities and Insurance 

 
In the event of any claim being made by any person or persons in respect of death personal injury 
damage or loss to any property arising from or in connection with the hiring or any breach of any 
legal requirement on School premises during the time the premises are hired to the Hirer, or for any 
purpose connected with any event for which the Rooms or facilities were hired by the Hirer, the Hirer 
shall be solely responsible to the extent permitted by law, and shall indemnify the Governors in 
respect of all claims, except that the Hirer shall not be responsible for any damage or loss caused 
by the act neglect or default of the Governors. 
 
The Hirer shall take out and maintain to the satisfaction of the Governors appropriate insurance 
cover with reputable insurers in respect of their own legal liabilities arising out of and in connection 
with this hiring and produce the said insurance to the Governors who should retain a copy.  No hiring 
shall take place unless such insurance is satisfactory to the Governors.  The Hirer shall also produce 
to the Governors on demand suitable evidence that the current premium has been paid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 

Appendix 6 

 

LICENCE FOR USE OF SCHOOL PLAYING FIELDS 

AND OTHER SPORTS FACILITIES 

 

 
1. THE GOVERNING BODY of  ..................................................................................................  SCHOOL 

(referred to as the “Governors”) hereby grant to: 

 ..........................................................................................................................................................................  

of  ......................................................................................................................................................................  

[acting on behalf of*  ........................................................................................................................................  

 ......................................................................................................................................................................... ] 

(referred to as “the Hirer”) licence and permission to use the playing field/s/sports facilities and other 

facilities stipulated in the First Schedule below, belonging to the above-named school (referred to as 

the Facility). 

EITHER (occasional booking) 

 

on the following day(s)  ......................................................................................................................  

 ..........................................................................................................................................................................  

 

 

OR (sessional booking) 

 

during the period  ........................................................................................................................... 20 .............  

to  ...................................................................................................................................... 20 .............. inclusive 

from  ...................... am/pm  ....................................................................................................................  (day) 

to  ........................... am/pm ...................................................................................................................... (day) 

 

* state frequency of use 

2. The Hirer accepts and agrees that the particular pitch or pitches to be used on any given day will be designated 

from time to time by the Groundsman/Caretaker of the playing fields, or other representative of the 

Governors.  (delete if clause not required) 

3. The grant of the licence to the Hirer to use Facility is subject to the terms and conditions of hire set out in the 

Second Schedule, and is for the purpose of  



 

 

 ..........................................................................................................................................................................  

 ..........................................................................................................................................................................  

 ..........................................................................................................................................................................  

 ..........................................................................................................................................................................  

 ............................................................................................................................................... (set out activity). 

 

4. The Hirer agrees to pay the charges shown in the Schedule (within 14 days of the receipt of an invoice) or (on  
 ) 

 



 

FIRST SCHEDULE 

 

FACILITIES  CHARGES V.A.T. 

Sports facilities  ..........................................................................   ........................................................  

Area of land  ..............................................................................   ........................................................  

Changing accommodation  ........................................................   ........................................................  

Other  .........................................................................................   ........................................................  

Equipment .................................................................................   ........................................................  

V.A.T.                                                                                                                                      __________    

 Total  £  _________________             

DATED this  ...................................  day of  ..................................................................................  20  ..............  

 

SIGNED by the Hirer in the presence of: - 

 ...................................................................................................   ........................................................  

(name) (signature) 

 ...................................................................................................  

(address) 

 ...................................................................................................  

SIGNED on behalf of the Governing Body in the presence of: - 

 ...................................................................................................   ........................................................  

(name) (signature) 

 ...................................................................................................  

(address) 

 ...................................................................................................  

 

 

 

 

 

 

 



 

SECOND SCHEDULE 

 

TERMS AND CONDITIONS OF LETTING OF SCHOOL PLAYING FIELDS AND OTHER SPORTS FACILITIES 

 

1. BOOKING 
The person by whom the agreement is signed shall be considered to be the Hirer.  Where a promoting 

organisation or body of persons is also named on the hiring agreement that organisation or body shall also 

be considered the Hirer and shall be jointly and severally liable with the person who signs the agreement. 

2. USE 
(a) The Hirer shall not use any Facility other than that specified in the First Schedule without the 

consent of the Governors.  The Facility hired shall only be used for the purposes specified in the 
First Schedule of the hiring agreement.  At the expiration of the period of hire, the Hirer shall leave 
the Facility in a tidy and orderly condition. 

(b)  
(c) *Goal posts and nets and other equipment not belonging to the Governors must be removed 

immediately at the close of the season/at the end of each game. 
 

(d) *Any such posts, nets and equipment remaining on the land in breach of this agreement may be 
removed by the Governing Body at the expense of the Hirer. 

 

(e) *The Hirer shall ensure that no motor vehicle of any kind shall be brought on to the Facility 
without the consent of the Governors, which consent may be subject to conditions. 

 * delete if not required 

 

3. CANCELLATION 
(a) The Governors have the absolute right to cancel any letting or lettings for any reasons including, 

but not limited to, the need to carry out work, industrial action, the need to use the Facility for 
another purpose, or because the Facility is not fit to be used. 

 

(b) In the event of such cancellation the Hirer may claim repayment of any deposit or hiring charge in 
respect of such day or days unless the cancellation is due to any fault of the Hirer or to any likely or 
actual breach of the peace.  The Governors shall not be liable for the payment of any allowance or 
compensation to the Hirer for such cancellation. 

 

(c) In the event of the Hirer failing to observe and perform or failing to cause to be observed and 
performed all or any of the requirements of this licence, or for any other substantial reason, the 
Governors may, without prejudice to any rights of action which they may have against the Hirer, 
immediately cancel the letting of the Facility and the Hirer shall forfeit to the Governors any 
deposit or letting charges the Hirer has paid and shall have no claim against the Governing Body 
for any damage or loss s/he may sustain in consequence of such cancellation. 

 

(d) In the case of an occasional booking, the Hirer may cancel by giving 14 days notice. The charge(s) 
shall be payable unless the governors are able to let the facilities 

 

4. ASSIGNMENT OF THE LICENCE 
 The Hirer shall not assign or sub-let the Facility or any part thereof unless the Governors consent in writing. 

 

 



 

5. ADMISSION 
The Governing Body reserve at all times a right of entry to every part of the Facility and a right to refuse 

admission or remove from the Facility any person at their discretion. 

 

6. TIMES AND DATE OF HIRE 
The times agreed for the hire of the Facilities must be strictly adhered to. If they are not, the Governors 
reserve the right: - 
 
iii) to cancel the right to use the Facilities on any future date and retain payments made, and 
 
iv) to charge the Hirer for the additional time the Facility is used (1 hour minimum) at the rate per hour 

calculated according to the agreement, plus any additional costs incurred.  Each part of one hour 
shall be charged as a full hour. 

 

7. KEEPING ORDER ETC 
(a) The Hirer is responsible for the preservation of good order at all times during the hiring and in 

addition, will not cause or permit any unlawful or dangerous act. 
(b) The Hirer will ensure that the use of the Facility causes no nuisance and the minimum 

inconvenience to the occupiers of the neighbouring properties, and other users of the Facility. 
(c) The Governing Body reserve the right to put a stop to any activity not properly conducted. 

 

8. DAMAGE 
 

The Licensee shall be liable for any damage done to the Facility or to any property arising directly or 
indirectly out of the letting of the Facility. If any damage does result or if any items owned by the School or 
the Governors are lost or subsequently found to be missing, the expense of making good, repairing or, in 
the case of an item of equipment the cost of replacement, shall by paid by the Hirer to the Governors on 
demand. 

 

9. PROPERTY 
The Governors shall not be responsible for the theft, or the loss of, or damage, howsoever caused, to any 

property brought on to the Facility or any part thereof by the Hirer or any other person attending the 

activity. 

 

10. CHILDREN AND YOUNG PEOPLE 
The Hirer shall ensure that a sufficient number of staff are engaged during the hiring (either paid or 

voluntary) and such staff shall include appropriate leadership.  All staff must have been appropriately 

trained and, where required, satisfactorily passed child protection checks. 

 

11. INDEMNITY AND INSURANCE 
In the event of any claim being made by any person or persons in respect of the death or injury of any 

persons or damage or loss to any property which may have been sustained or incurred by such person or 

persons on the facility during the time of the letting or for any purpose connected with the activity for 

which the Facility has been hired the Hirer shall alone be responsible and shall indemnify the Governing 

Body in respect of all such claims, except that the Hirer shall not be liable for any injury, damage or loss 

caused by the neglect or default of the Governors. 

 

 The Hirer is required to take out and maintain appropriate insurance cover with reputable insurers, 

including third party cover in respect of their own legal liabilities rising out of or in connection with the 



 

letting.  The policy of insurance shall be produced to the Governing Body before the commencement of 

letting who should retain a copy, and if the policy is not regarded by the Governing Body as satisfactory the 

licence will not be granted.  The Hirer shall also produce to the Governors on demand suitable evidence 

that the current premium has been paid 

 

 

 

 

 

 

 

 


