
RED MARSH SCHOOL 

LETTINGS GUIDANCE 

 

Introduction 
 

The Governing Body at Red Marsh School should regard the school buildings and grounds 
as a community asset and should make every reasonable effort to enable them to be used 
as much as possible.  However, the overriding aim of the Governing Body should be to 
support the school in providing the best possible education for its pupils, and any lettings of 
the premises to outside organisations should be considered with this in mind. 
 
The school’s delegated budget (which is provided for the education of its pupils) should not 
be used to subsidise lettings by community or commercial organisations.  Charges should be 
levied to meet the additional costs incurred by the school in respect of lettings of the 
premises.  Within this framework, schools may charge some organisations more than cost 
and subsidise other users provided that overall charges for community use at least cover 
additional costs. 
 
Definition of a Letting 
 

A letting may be defined as ‘any use of the school premises (buildings and grounds) by 

either a community group (such as a local music group or football team), or a commercial 

organisation (such as a 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 

pupils. 

 

Use of premises for activities such as staff meetings, parents’ meetings, Governing Body 
meetings and extra-curricular activities of pupils supervised by school staff, fall within the 
corporate life of the school.  Costs arising from these uses are therefore a legitimate charge 
against the school’s delegated budget. 
 

Lettings Policy 
 

The Governing Body is responsible for adopting a lettings policy for the use of the school 
premises.  A policy is provided at Appendix A.  This is reviewed on an annual basis.  
Charges to be levied should include the following: 
 

 Cost of services (heating, lighting and waste disposal); 
 Cost of staffing (additional security, caretaking and cleaning) – including “on-costs”; 
 Cost of administration; 
 Cost of “wear and tear”; 
 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 may be shared between the organisations involved. 
 



Where other agencies/organisations use school premises and are not operating under 

school's safeguarding policies and procedures they will have signed a letting agreement that 

includes an agreement to a transfer of control regarding safeguarding responsibilities.  

Other agencies must have read and agreed to the terms laid out in the appendix of this 

policy.   

 

VAT 
In general, the lettings of rooms for non-sporting activities is exempt of VAT, whereas sports 

lettings 

are subject to VAT (although there are exemptions under certain circumstances). The VAT 

regulations for sports lettings are included in the lettings application form at Appendix B 

(para 5). 

Guidance can be found on the schools' Portal at:- 

https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=733&pageid=14399&e=e 

For further advice on VAT relating to lettings, please contact the County Council’s VAT 

Officer 

Malcolm Davis (Tel. 01772 534778). 

 

Insurance 

 

The school must ensure that the Hirer has appropriate public liability insurance to cover all 

its legal liabilities for accidents resulting in injuries to persons (including all participants in the 

activity for which the premises are being hired), and/or loss of or damage to property, 

including the hired premises, arising out of the letting.  The minimum limit for this insurance 

cover is £2 million.  The hirer must produce the appropriate certificate of insurance cover 

before the letting can be confirmed. 

 

Neither the school, nor the Local Education Authority, will be responsible for any injury to persons or 

damage to property arising out of the letting of the premises. 

 

Management of Lettings 

 

The Headteacher is responsible for the management of lettings, in accordance with the 
Governing Body’s policy.  Where appropriate, the Headteacher may delegate all or part of 
this responsibility to other members of staff, whilst still retaining overall responsibility for the 
lettings process. 
 

The Administrative Process 



 

Organisations seeking to hire the school premises should approach the Headteacher, who 

will identify their requirements and clarify the facilities available.  A lettings application form 

(Appendix B) should be completed at this stage. 

 

Once a letting has been approved, a letter of confirmation should be sent to the hirer, setting 

out full details of the letting and enclosing a copy of the terms and conditions of the hire 

agreement.  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.   

 

All lettings fees which are received by the school should be paid in to the school’s budget in 
order to offset the costs of services, staffing etc (which are funded from the school’s 
delegated budget).  Income and expenditure associated with lettings should be regularly 
monitored to ensure that at least a “break even” situation is being achieved. 
 
For long term lettings application forms should also be reconsidered on an annual basis. 
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