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The Governing Body of Hook Junior School recognises the role of the school within the 
community and regards the school premises and grounds as a community asset. We will 
make every reasonable effort to enable them to be used by the local community and other 
organisations when not in use by the school. However, the overriding aim of the Governing 
Body is to support the school in providing the best possible education for its pupils and any 
lettings of the premises to outside organisations will be considered with this in mind.   
The Governing Body reserves the right to refuse an application for a letting to any user 
whose aims are counter to the values of Hook Junior School. This will be reflected in the 
process. Prospective hirers are required to complete and submit an application for the hire of 
facilities. The application will be reviewed by the school before a decision is made by the 
Headteacher to accept or reject the application. 

Definition of a letting 
A letting is defined for the purposes of this policy as a “non-exclusive licensed use of the 
school premises (buildings and grounds) by the Local Authority, community groups or 
commercial organisations.” 
A letting must not interfere with the primary activity of the school. 

Charges for a letting 
The school’s budget will not be used to subsidise any lettings by the Local Authority, 
community or commercial organisations. A charge will be levied to meet the additional costs 
incurred by the school in respect of any lettings of the premises and this will be reimbursed 
to the school’s budget. 
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The letting of the school premises to a local authority for elections under the Representation 
of the People Act, use by the Parish Council, use by the County Council or other Local 
Authority will be accommodated at a realistic rate to cover costs incurred. 
Charges for use of the school premises will be based on a charge which covers  

• costs of services (heat and light) 
• cost of staffing (e.g. caretaking, cleaning, security etc.) plus “on-costs” associated 

with their employment for the hours worked 
• cost of wear and tear 
• cost of use of school equipment (if applicable) 
• profit element (if appropriate) 

Where multiple lettings take place at the same time, the costs for services and staffing will 
normally be shared between the organisations involved. 

Administration 
The Governing Body has delegated day-to-day responsibility for lettings to the Headteacher. 
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. 
If the Headteacher has any concern about whether a particular request for a letting is 
appropriate or not, she will consult the Chair of the Governing Body. 
Organisations seeking to hire school premises should approach the Headteacher initially. 
A booking form including detailed terms and conditions of hire will be completed by the hirer.  
The Governing Body has the right to refuse an application and no letting should be regarded 
as booked and no event publicised until the booking is confirmed in writing. 

Hirer Induction 
All prospective hirers will be expected to complete the following documents. These 
documents must be completed before a let is offered and failure to complete them and 
provide required information will result in the application being declined. 
- hire application form (which includes safeguarding specific detail) 
- a childcare disqualification declaration form (for those instances where children will be in 

the hirers duty of care) 
- Staff and Volunteer Code of Conduct 
All hirers will be directed to documentation on the School website that explains their 
responsibilities during the hire: 
- Conditions of Hire 
- Emergency Evacuation Plan 
- First Aid policy 
- Health and Safety policy 
- Lettings policy (this document) 
- Safeguarding Advice for Visitors leaflet 
The issue and return of the hire documents will be documented for each hirer with the Hirer 
Induction Checklist. 

Appendices 
• HCC Conditions of hire 
• HCC Application for hire of facilities 
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