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1. Introduction 

The Diocese of Salisbury Academy Trust (DSAT) makes every reasonable effort to facilitate the 

use of its Schools by the community as a whole.  

The purpose of this policy is to:  

• provide clear guidance on short term lettings and regular licence agreements for the 

hire of school premises   

• enable safe access to the school site and premises  

• promote the use of school facilities by the wider community  

• safeguard the interests of DSAT and the children in its care 

 

2. Definition  

A letting is defined for this purpose as “any use of the school buildings and grounds by parties 

other than the school” and can be ad hoc (one off) or a regular hire to another organisation 

such as a Guiding Association or Sports Club. A letting must not interfere with the normal daily 

activities of the school.  

Use of the premises for activities such as staff meetings, parents’ meetings, Academy Standard 

and Ethos Committee (ASEC) meetings and extra-curricular activities of pupils supervised by 

school staff, fall within the normal operation of the school. Costs arising from these uses are 

therefore a legitimate charge against a school’s delegated budget and do not require a letting 

agreement. 

3. Charges for a Letting 

DSAT is responsible for setting charges for a letting on the school premises. A charge will be 

levied which includes but is not limited to the following:  

• Cost of services (e.g. heating & lighting etc)  

• Cost of staffing (e.g. security, caretaking & cleaning etc)  

• Cost of “wear and tear”  

• Cost for use of school equipment (if applicable)  

The charges will be reviewed and approved annually by DSAT using the prevailing RPI rate 

applicable in April of each year.  

For reference, the standard charge to be applied from 1st September 2025 is as follows: 

Classroom £10.45 per hour 

School Hall £20.90 per hour 

Playing Fields £31.35 per hour 

Car Park £62.70 per day 

 

 



 

 

Current charges will be provided in advance of any letting being agreed. The school is 

constrained by law to apply value added tax to all transactions where this is appropriate. The 

school reserves the right to require a deposit over and above the hiring charge as a surety 

against damage to the premises (including any equipment) or the premises being left in an 

unacceptable condition incurring additional cost for cleaning, caretaking, or other expenses. The 

school will seek to recover any costs incurred by the school that are unavoidable and result 

directly from the cancellation of a letting. 

4. Letting Times 

Lettings times will be discussed and agreed as and when requested subject to the approval of 

the school. 

5. Management and Administrations of Lettings 

The responsibility for the management of lettings rests with the school. The Headteacher will 

need to be satisfied that the Hirer is able to manage the let in accordance with school 

procedures before agreeing to accept the booking. If the Headteacher does not feel that 

satisfactory management procedures will be in place during the letting, he/she should not 

accept the booking application. If the Headteacher has any concerns about whether a particular 

request for a letting is appropriate or not, he/ she will consult with the CFOO who will make a 

final decision. 

6. Administrative Processes 

An individual or organisation should approach the Headteacher to request the use of facilities 

under a licence agreement. The Headteacher will consider the potential risks and solutions 

associated with the proposal and determine if the proposal is adequate for the school. The 

Applicant should sign the Licence Agreement, acknowledging and agreeing to adhere to the 

stated terms and conditions (see Appendix A) The Hirer should pay the fee prior to the date of 

the hire. 

7. Cancellations 

The school will: 

• seek to recover any cost incurred by the school which are unavoidable and result 

directly from the cancellation of a letting as set out in the charging policy.  

• reserve the right to terminate a hiring agreement at any time and reserves the right 

to cancel any booking based on reasonable grounds and shall seek to give one 

month’s notice in writing for any cancellation. 

 

8. Right to refuse 

The school may refuse an application to hire the premises if:  

• the premises are required by the school.  

• there has been any damage to the property, or breach of these conditions during 
previous use of the premises by the Hirer.  



 

 

• for any other reason, the Headteacher deems it necessary or expedient to refuse the 
application.  

• if the school feels the Hirer does not have adequate insurance in place. No 

compensation shall be payable by the school by reason of such a decision. 

 
9. Appeals Procedure 

If a Hirer has a letting application rejected or agreement withdrawn, they have a right to appeal 

to the ASEC of the School. The appeal should be made in writing and will be presented at the 

next full meeting of the ASEC. The Hirer will be informed of any action and/or decision taken by 

the ASEC. The ASEC’s decision is final. 

10. Complaints Procedure 

If a Hirer is dissatisfied with any aspect of the service received, they should at the earliest 

opportunity attempt to resolve this with the staff of the school. Every effort will be made to 

resolve disputes between the parties quickly and effectively. 

In the event of a dispute, the complainant should use the Trust’s Complaints Procedure which is 

available on the website. 

11. Alcohol and Gambling 

In no circumstances shall alcoholic drinks be available at any function without prior written 
consent of the Trust. Permission will be granted only in exceptional circumstances. Applications 
must be made in writing at the time the Hirer applies for the use of the premises. If permission is 
granted for alcoholic drinks to be sold it will be the responsibility of the Hirer to ensure that a 
Temporary Event Licence is obtained from the local Licensing Authority. The Hirer agrees to 
comply with all conditions and limitations attached to the Temporary Events Notice obtained. 

The premises may not be used for games of chance, other than bingo, unless specific permission 
has been granted by the Trust. 

The school reserves the right to require sight of the Temporary Event Notice prior to the letting. 

12. Staff Discount 

Staff from Diocese of Salisbury Academy Trust are entitled to a 50% discount on public hire fees, 
where the hire is for their personal use e.g. child’s birthday party. Where a member of staff is 
hiring premises for the running of an out-of-school activity as a private commercial enterprise 
(not a school-based activity), the hire fee will be at the usual rate for such providers. 

13. Licence Agreements 

A licence agreement is defined as a legal contract that grants a party (the Licensee) permission 

to use a property or facility owned by another party (the Licensor) under specific terms. Unlike a 

lease, a licence does not confer exclusive possession or a legal interest in the land. These are 

typically used where a separate organisation uses school space over a long period of time and 

for a specific purpose e.g. nursery provider. Due to the nature of licence agreements, they 

must not be entered into without consent provided by Salisbury Diocesan Board of Education 

(SDBE) as landlord. Licence agreements must be approved by the CFOO before signing. 



 

 

14. Attendance and Behaviour 

The Hirer shall ensure that the number of persons using the premises does not exceed that for 

which the application was made and approved.  

The Hirer shall be responsible for ensuring the preservation of good order for the full duration of 
the letting and until the premises are vacated. The Hirer shall at all times provide an adequate 
number of supervisors for any activity and those supervisors shall be present throughout the 
hiring period. The Hirer shall be liable for any damage.  

It is the Hirer’s responsibility to ensure that all those attending are made aware of their 
responsibilities and the School’s and the Hirer’s insurance arrangements. 

The school reserves the right to exclude individuals or companies that it considers undesirable or 
inappropriate. The Headteacher reserves the right to require a representative to be in attendance 
for the preservation of good order and safety and to recover from the Hirer any additional 
expenses incurred as a result of this condition. If the Headteacher’s representative considers the 
behaviour of the Hirer, its guests/delegates, or third-party contractors to be unreasonable, the 
representative may cancel and/or terminate the event with immediate effect, and the school shall 
not be obliged to refund any part of the hire charge. 

15. Safeguarding and Child Protection 

The Hirer should have clear safeguarding and child protection policies and procedures in place 
which comply with current Government guidance from DfE (e.g. adoption of the Sport England 
Safeguarding Standards). 

The Hirer will consult with the school in the event of any concerns arising about the safeguarding 
of children or child protection. 

16. Fire and Safety Regulations 

The telephone in the school office will not be available for hirers. All hirers must ensure they 
have a working mobile telephone available at all times during the hire. The hirer should be 
aware of the position of escape routes, fire alarms, firefighting equipment, and the 
arrangements for emergency assembly areas. Organisers of any activity must also ensure that, 
as far as possible, an accurate list of those present is available as a roll call in case of fire.  

a.  Before using the premises, hirers are responsible for checking, that: 

• Escape routes are unlocked and unobstructed internally and externally and that all 

doors are easily and immediately operable from the inside; 

• Safety lighting is working satisfactorily; 

• Seating and gangways are arranged in accordance with safety rules: 

• Firefighting equipment is available for immediate use;  

• The maximum permitted number to be admitted is not exceeded; 

• The hirer is familiar with the layout of the building. 

b. At the beginning of the event, the hirer should point out the escape routes to those 
attending the event.  



 

 

c. In the event of a fire the person in charge of the hired premises is, when the alarm 
sounds, responsible for evacuating the hired premises and calling the Fire Service.  

d. If there is a fire, or the fire alarm sounds, everyone should leave the building by the 
nearest exit ensuring that all doors are closed after they have been passed through. As 
part of their evacuation strategy the hirer should make a reasonable sweep of the area 
within their jurisdiction as long as this does not expose them to any additional hazards or 
unduly delay the evacuation. All persons should go to the designated assembly area – the 
Visitor Car Park - where a check on those present should be conducted – either by using 
the list of attendees or by individual enquiry. At all times, the hirer is responsible for the 
whereabouts of children and adults in their care / employment. No-one should be 
allowed to re-enter the building until authorised by the Senior Fire Officer present.  

e. Use of fire extinguishers by hirers is only permitted by those with adequate training in the 
use of extinguishers. Care should be taken to ensure that the type of fire extinguisher is 
appropriate for the fire involved. However, firefighting is always secondary to safety of 
life.  

f. After the letting the responsible person – the hirer or another authorised person, will 
check there are no apparent fire risks. At the end of the letting hirers should therefore 
ensure that all electrical appliances, gas, and water taps are turned off, and that isolating 
switches, where installed, are off. Doors and windows should be closed, and any special 
fire instructions adhered to.  

g. The hirer is responsible for First Aid provision during occupation of the hired premises.  

h. All mains powered electrical equipment brought onto the premises must be made safe 

and evidence maybe required that it has a valid test and inspection certificate (the 

certificate should be less than one-year-old for earthed equipment, or less than four years 

old for double insulated equipment) Lower voltage equipment must be also safe and in 

good condition.  



 

 

 

 
LETTINGS FORM  

 
Hirer Details  

 

Title (Mr/Mrs/Ms/Miss/Other):   Surname/Last Name: 
  

First Name:  Other Names: 
  

Address: Including postcode 
 
 
 
  

Telephone Number: 
 
Mobile Number: 

Email: 
 
 

Hire on Behalf of (Organisation Name): 

 
Hire Details 

Date Required: 
 
  

Time Required (please include set up/clear away 
time):  
  

Room(s) or Facilities Required: 
 
 

Nature of Event: 
 

Estimated number of attendees:  Other Details/Requests: 
  

Agreed Cost: 
 

 

 
Please sign and return this form as confirmation you will abide by the conditions of hire attached. 
I confirm that I have read and understood the above Terms and Conditions of Hire (which include 
Fire Safety Precautions).  
 
Signed:  …............................................................................................... Date: ............................... 


