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Introduction   

The Governing Body regards the school buildings and grounds which are owned by West Sussex 

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 Body is to support the school in providing the best 

possible education for its pupils, the promotion of equality of opportunity and community cohesion of 

the local area. Any lettings of the premises to outside organisations will be considered with this in 

mind.   

Management of lettings   

The Governing Body has delegated day-to-day responsibility for lettings to the Head teacher in 

accordance with the Governing Body’s policy. Where appropriate, the Head teacher may delegate 

all or part of this responsibility, such as security, child protection to other members of staff, whilst still 

retaining overall responsibility for the lettings process.   

 Should the Head teacher have any concern about whether a particular request for a letting is 

appropriate or not, he will consult with the Governing Body. Where appropriate, a DBS will be sought 

and / or relevant qualifications.   

Types of Lettings   

The Governing Body has agreed to define lettings under the following categories:   

● School Lettings: Activities for pupils or their parents and carers that provide educational 

benefit to pupils, which the school wishes to subsidise. Also, extracurricular (Basketball Training / 

Interact / dance rehearsals)   

● Community Lettings: Other community activities which should be made on the basis of full 

cost recovery. Covering utilities and Cleaning.   

● Commercial lettings: These will be charged on a cost plus an income margin for the school.    

 Charges   

The Governing Body is responsible for setting charges for the letting of the school premises. These 

are set out in the ‘Standard Charge for the Use of School Premises’ section of this policy.   

These charges will be reviewed in accordance with this document and changes will be implemented 

from the 1st of April following the ratification of this policy. Details of current charges will be provided 

in advance of any letting being agreed.   

For the purpose of charging, the Head Teacher, Premises Manager and Lettings Administrator are 

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.   

 Following West Sussex Guidance in regards to Insurance + VAT.   

The minimum hire period will be one hour although shorter period options can be discussed. 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 necessitating their 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. The timescale and charges for cancellations are set out in 

the Conditions of Hire and Application for Hire of School / College Premises.   

Standard Charge for the Use of School Premises.  
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The Governing body is responsible for setting the rates in letting school premises to external third-

party hirers and must adhere to insurance and VAT guidelines. In setting its charges, the Lettings 

Administrator will compare our charges with other similar local providers. None commercial hirers 

who have no existing Public Liability Insurance with a preferred minimum limit of indemnity of £10 

million, (although £5 million is acceptable subject to approval from the Litigation, Insurance and Risk 

Management Section), must as a condition of the proposed hiring, take out the Hirer’s Insurance 

arranged by West Sussex County Council.  The premium is charged at 9% of the basic hire charge, 

plus 12% Insurance Premium Tax  

(IPT). More information on Tax can be found in West Sussex County Council’s Insurance Guide or 

contact the Litigation, Insurance and Risk Management Section for further details.  

Governing body will provide “Prevent” training to the Lettings Administrator for the vetting of hirers to 

ensure their premises are not used for radicalisation purposes.  

Charges have been set for the Standard Charge for the Use of School Premises by West Sussex 

County Council for education purposes including use out of hours.  These charges are effective from 

1 September 2020 and are mandatory for all maintained schools.  Details of these charges can be 

found on West Sussex County Council’s SLA website or from the Business Manager.  

List of Standard Charges and Facilities Available. (Subject to adjustment according to 

circumstances of hire)  

See Appendix 3  

Lettings times  

The following times available are agreed as follows:   

Monday – Thursday after School Hours 17.00 - 21.30  

Friday after School Hours 17.00 – 21.00   

Saturday: 08.00 -17.00    

Sunday: 08.00 - 13.00    

National Bank Holidays: CLOSED   

Other time requirements would be considered on an individual basis, subject to approval from The 

Head Teacher / Premises Manager.   

Health and Safety Statement  

The governing body acknowledges West Sussex County Council’s (WSCC) Corporate Health and 

Safety Policy, acting as Local Education Authority and employer, and provides the following 

additional statement of intent to cover all school buildings, activities and undertakings for which it is 

responsible.  

Under the Health and Safety at Work Act 1974, the governing body accepts that it has the 

responsibility to take all reasonably practicable steps to secure the health and safety of staff, pupils 

and others visiting and using the school premises.    

The governing body believes that the prevention of accidents, injury or loss is essential to the 

efficient operation of the school and is part of the good education of its pupils. It will be the 

governors' policy to encourage, where practicable, the co-operation of all users of the establishment 

by monitoring, review, discussion and consultation to promote and develop measures which ensure 

health and safety at work.  

Safety Procedures and Emergency Evacuation Plans  

The SL1 form (appendix 1) includes a section on the safety procedures expected to be followed by 

any hirer of the school premises and also outlines the evacuation plan for the school premises. The 
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school would expect a detailed Evacuation Plan to be written by the hirer, for any substantial letting 

and this would be included with their Risk Assessment and reference to the schools Evacuation 

Plan. The decision of whether a larger Evacuation Plan and Risk Assessment is needed, would be 

the responsibility of the Premises Manager and Health and Safety Lead.  

Basic Expectations of Both Parties.  

Basic expectations are listed in the SL1 Form that can be found in Appendix 1 of this policy.  

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. This 

responsibility falls upon the Premises Manager.   

The Booking Procedure  

Once a letting has been approved, written confirmation will be sent to the hirer along with a copy of 

the ‘Conditions of Hire and Application for Hire of School/College Premises’ form, (SL1) and a copy 

of the ‘Lettings of school facility risk assessments’. Both of these documents can be found in 

Appendix 1+2 of this policy.  

The SL1 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 person applying to hire the premises will be invoiced for the cost of the letting, in accordance 

with the Governing Body’s current scale of charges. We will seek payment monthly in arrears in 

order to reduce any possible bad debts and or a deposit to cover damage.   

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.   

The Head teacher, 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.   
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Appendix 2  

Letting of school facility:  

Completed by:  Jason Meyer         

Review date:        June 2025 

Circulated to:  All hirers            

What are the 

hazards relating to 

this task  

Who can be harmed?  What are you already doing?  Additional control measures 

to be implemented  
Risk  Action 

needed 

and 

owner  

Date 

completed  

A hazard is something with  
the potential to cause harm 

e.g. slip trip fall  

e.g. staff, customers, visitors, 

volunteers, students on work 

experience, trespassers  

Identify the control measures are already in place  

and insert below:  

  

Identify any additional controls to be 

implemented to reduce the risk.  What 

action is necessary?  

Likelihood x 

consequence = 

risk rate see page 

2  

    

Inadequately 

trained instructors 

and staff.  

Facilities, Lettings 

Personal, Visitors & 

Staff. 

Lettings manager to confirm with 

the hirer, regarding: 

- Activity specific qualifications,  

- First aid qualifications 

- DBS certification.  

Hire’s documentation will be 

reviewed yearly as part of 

the letting’s managers audit 

review. 

Moderate      

Slips, trips and 

falls.  
Facilities, Lettings 

Personal, Visitors & 

Staff. 

Emergency first aid kits are 
available on site as standard, 
provided by the school, for the 
duration of the premises 
operating hours.  

 
The hirer should provide their 

own first aid cover & equipment 
during each session.  
 
Emergency procedures & contact 
details are in place for major 
incidents, sent & discussed during 
the letting’s safety induction prior 

to the start of the letting’s 
agreement & period. 
 

Lettings manager will review 

hires feedback and incident 

reporting dates to ensure 

there is compliance with any 

incident management & 

reporting timelines. 

Moderate      



 
 

Minor incidents, accidents and 

near misses, to be recorded and 

the school informed for Health & 

Safety management and 

reporting purposes. 

Defect of school 

site causing injury.  
Facilities, Lettings 

Personal, Visitors & 

Staff. 

The facility and school site to be 
visually inspected by the hirer 
before & after any activity.  

 
Any defects noted across the 

facility, must be reported to the 

sites team immediately.  

 

Area’s and equipment should not 

be utilised, if it is perceived to be 

damaged or dangerous.  

School sites team contact 

details are provided as part 

of the letting’s agreement to 

all hirers, with a sites team 

member being contactable 

for the duration of the hiring 

period.  

Low      

 

Miss-use of school 

facility.  
Facilities, Lettings 

Personal, Visitors & 

Staff. 

External hirer will provide a 

detailed risk assessment of the 

specific activity taking place 

during the hiring period, covering 

high, medium and low risk 

activities, as well as the 

mitigation controls to manage 

such risks. 

 

Sites team will review daily 

activities with feedback being 

provided to the letting’s 

manager, detailing any concerns 

related to the use of the facilities 

by the hirer.  

 

Lettings & Premises manager 

will review and approve the 

hirer’s risk assessment 

annually or as and when 

resubmitted, to ensure the 

hires and their activities 

meet the schools risk 

assessment criteria. 

Low      

Non-compliance 

with government 

guidance  

Staff / customers /  
Visitors.  

  

  

Government guidance in  
relation to what sports, social 

and community spaces can be 

used for, and adhered to at all 

times.  

Lettings manager will review 

the hires activities and 

facility use as part of the 

annual audit review. 

Low      



 
 

Persons attending 

letting coming 

into contact with 

staff/pupils/ 

students/visitors 

& trespasses  

Lettings Personal, 

Visitors & Staff. 
 

Every effort should be taken to 
limit lettings from accessing the 
school premises whilst after 
school clubs are being run. 
Letting’s would be required to 
request permission to access the 
school site before school clubs 
have vacated the premises. 

 

 
 
The entrance gates are kept 
closed until letting’s start, or 
managed by the after-school 
activity lead, running the after-

school activities. 
 

 
All staff will be made aware of 

what lettings are taking place 

and when. 

If the letting organiser is 

running late, no member of 

the Angmering school staff 

will be asked to cover or 

supervise students until they 

arrive.  

Low        

 



 
 

Excessive numbers 

of people accessing 

facilities.  

Participants in 

activities and other 

persons on site 

including Angmering 

staff & visitors.  

New lettings agreements have 
been issued with maximum 
numbers stated for the area 

being hired.  

 
Hirer will be given clear 
information on routes and 
direction of travel to lettings 
area.  

 
Clear information on hirer 
expectation to fully comply with 
Government guidance, failure to 

do so will result in letting 
agreement being cancelled with 
immediate effect.  

 
Site team to monitor agreed 
arrangements.  

 
 
People should not arrive more 
than 5 minutes prior to their 
session starting to prevent 
letting’s congregating at the main 
reception gate.  

 
Parents are not allowed on site. 
They may wait in their vehicle 

which can be parked on the road 
outside the school.  
Following sessions, lettings are to 

immediately leave site via the 

main school gate.  

Hirer to provide to the 
school a completed risk 
assessment as to how they 

will be managing activities 
on site  
(School is not responsible for 
hirer risk assessment).  
 
Maximum room capacities 
must have been assessed. 

 
Where indoor lettings are 

taking place, maximum 

capacities should be 

assessed.  

 

  

Low      



 
 

Access to welfare 

facilities.  
Individuals taking part 

in activity.  
Welfare facilities will be allocated 
for the hirer.  
Welfare facilities would be 
cleaned at the start of every 
school day.  

 
Persons attending lettings should 
arrive ready to participate, no 
changing and showering facilities 
will be provided.  
  

  

Sites cleaning supervisor to 

review cleaning standards 

and report any deviations or 

concerns. 

Low      

Insufficient 

communication of 

information to 

hirer.  

Lettings Personal, 

Visitors & Staff. 
Clear information will be given to 

the hirer outlining car parking, 

access to their building & 

facilities, fire evacuation 

procedures, and access to first 

aid if required.  

Lettings Manager to conduct 

a safety inductions & 

facilities walk through, 

before letting start date. 

Very Low      

   

  

  

  

 

 

 

 

  

  

  



 
 

Risk rate guide  

Likelihood    Consequence  

1  Very unlikely    1  Minor injury scratches bruises, no noticeable damage to property or 

insignificant effect on the environment.  

2  Unlikely    2  Moderate injury shock, superficial damage to property or minor damage to 

the environment.  

3  Likely    3  Serious – Person injured causing loss of work or time away from school or 

damage to property which needs repairing or easily repairable damage to the 

environment.  

4  Very likely    4  Significant – person taken to hospital or major damage to property or 

environment.  

  

Overall Score  Risk Factor  

1   Very Low  

2  Low  

3 - 6  Moderate  

8 - 12  High  

16  Very High  

  

Risk factor matrix  

  

 

  

  

 Likelihood    

1  2  3  4  

1  Very Low  Low  Mod  Mod  

2  Low  Mod  Mod  High  

3  Mod  Mod  High  High  

4  Mod  High  High  Very High  

  

  



 

Appendix 3  

  

List of Standard Charges and Facilities Available. (Subject to adjustment according to 

circumstances of hire)  

      

 Costings    

Facility  

  

Commercial  

(external)  

Community  

  

Linked school letting  

  

    

Hydrotherapy pool  £40.00  £27.00    

            

Tennis     £15.00     

            

Sports field (per 

pitch)  

   £15.00    

            

Dance Studio  £30.00 £25.00 £17.00  

 

            

Drama Studio  £30.00 £25.00 £17.00  

            

Gymnasium  £31.50  £25.00  £18.00  

            

Sports Hall  £35.00 £27.00  £18.00  

            

Canteen  £32.00  £24.00  £18.00  

            

Astro Whole  £80.00 £60.00 £50.00 

            

Astro 1/3  £30.00 £27.00 £24.00 

 

 

 

 

 

 



 

USE OF SCHOOL PREMISES – CHARGES FOR ELECTION PURPOSES  

FROM 1st SEPTEMBER 2024 

THESE CHARGES ARE MANDATORY AND SCHOOLS WILL RETAIN THE INCOME FROM THE 

ELECTORAL USE OF SCHOOL PREMISES.  

1.Estimated cost of caretaking £26.50 plus an additional £9.10 if polling 

continues after 10.00 p.m.  

Plus   

2.For one polling station on the site, an additional payment of   £4.70for the 

cost of caretaking and £12.50in respect of the school’s expenses;  

Or  

3.For two or more polling stations on the site, (a) an additional payment of   

£9.50 for the cost of caretaking, and (b) £12.70per station in respect of the 

school’s expenses.  

  

 

  


