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St Nicholas CE VA Primary School Lettings Policy 
Vision Statement 

‘At St Nicholas we nurture everyone to be the best we can be, in a caring and inclusive 

Christian environment.’ 

UNCRC Article 29: All children have the right to learning that allows you to become the best 

that you can be.’ 

 

 

(See also Conditions of Hire and School Lettings and VAT – reproduced below) 

 

The Governors agree to the use of the school premises by suitable individuals or 

organisations outside school hours provided that any letting is not detrimental to the 

school or its pupils.  However they have a statutory duty to ensure that such use of the 

premises and facilities does not impose a cost or other burden on the school or its 

staff. 

 

All lettings will be at the discretion of the governing body, with power delegated to 

the Chair of Governors and Headteacher. 

 

Guidelines 

 

 All lettings require an authorised keyholder to open the school and ensure that 
it is left clean, tidy and secure at the end of the letting 

 Lettings after midnight will not generally be permitted 

 All hirers must comply with the regulations set out on the booking form 

 All hirers must be over 18 

 All hirers must effect Third Party (Public Liability) insurance cover of at least 

£5,000,000 and proof of cover must be provided to the school (hirers are not 

covered by the schools insurance) 

 All school buildings and grounds are non-smoking 

 The school is not responsible for any loss of or damage to vehicles parked on 
its premises, or their contents 

 The school playing fields will not be let unless in a suitable condition to be 

used 

 Responsibility for any damage rests with the hirer 

 All rooms must be left in a clean and tidy condition 

 Only booked rooms and facilities are to be used 

 Any crockery and appliances used must be left clean 

 All breakages must be reported to the office 

 VAT is payable on some facilities and equipment – see the ‘School lettings 
and VAT’ document  

 

Instructions 

 

 Two copies of the Booking Form (with the Conditions of Hire printed on the 

reverse) should be sent to the hirer.  The hirer should: 

- return one copy immediately, after signature, to confirm the booking 

(this should be retained by school) 

- retain the second copy for information 

 The letting should be considered by the Headteacher and Chair of Governors 
(on behalf of the Finance Committee)  

 The KEYHOLDER should be informed.  If he is unable to service the letting, 
a substitute key holder should be identified 
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 A letting may be cancelled by either party, provided that at least 28 days’ 
notice is given 

 The full cost of a letting should be paid in advance, school will issue an 

invoice when a letting has been agreed 

 

 

Capacity 

 

The school hall is 142 square metres 

 

The number of people permitted to attend an event will depend on the nature of the 

activity and guidance given by Fire Prevention Officers.  For a seated audience, the 

number of people permitted is 100, with seating arranged to allow adequate 

gangways.  For other events, numbers will be calculated at the time of enquiry. 

 

Charges  

 

 All charges will be subject to periodic review by the governing body.  The 
minimum increase will be in line with inflation 

 The calculation of charges will include consideration of the real costs of heat, 
light, sewerage and water and the cost of caretaking for the event 

 Other charges are agreed by the governing body and may include an element 
for profit above actual costs 

 Charges cover the use of toilets 

 VAT is payable on some specialised facilities and equipment (further 
information available from the school office) 

N.B. VAT registration number is 187 1551 46  

 

The following rates will apply from the start of summer term 2016. 

 

 Fees per hour 

3.15 p.m. to 6.15 p.m. 

After 6.15 pm, weekends and 

holidays  

Hall & kitchen £10 Additional charges for 

caretaking and heating 

(where appropriate) will 

apply 
Playing field £5 

 

This Policy has been reviewed in line with the principles set out in the Single Equality 

Policy. 
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