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LETTINGS POLICY 
 
1. Scope 
 

1.1. This policy covers all property and land on the Ysgol Calon Cymru campuses. 
 
 

2. Introduction 
 

2.1. “We will work with local authorities to promote schools as a focus for the local 
community, providing opportunities for out of school activities (educational and 
otherwise) for pupils, their families and the local community.” 

(The Learning Country 2, National Assembly for Wales 2006) 
 

2.2. The Governing Body of Ysgol Calon Cymru regards the school buildings and 
grounds 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, and 
any lettings of the premises to outside organisations will be considered with this in 
mind. 
 

2.3. The school’s delegated budget (which is provided for the education of its pupils) will 
not be used to subsidise any lettings by 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.  As a minimum, the actual cost to the school of any use 
of the premises by an outside organisation must be reimbursed to the school’s 
budget. 

 

 
3. Purpose 
 

3.1. The purpose of the policy is to outline the key considerations when hiring out (or 
letting) certain parts of the school campus to third parties.  Appendices show an 
agreed table of charges for such events that have been approved by the Governing 
Body. 

 
 
4. Definition of a letting 

 
4.1. 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 the 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. 

 
 

5. Considerations for the charging policy 
 

5.1. The school is very focussed on being part of the local community and as such would 
like to offer its facilities for use by local groups, clubs, organisations, societies etc.  
The charging policy is devised as an income source but is not excessive and is 
positioned such that it should be accessible (affordable) to most community 
members. 

 



5.2. Certain basic class rooms will be charged at minimal cost, whilst other larger rooms 
will be charged in line with competitive facilities in the town.   Specialist facilities such 
as IT Suites attract a different cost model to include the cost of specialist staff support 
whilst in use. 
 

5.3. The school must NOT lose money on bookings and be seen to use its Delegated 
Budget to effectively fund third parties. For this reason for bookings outside normal 
school hours the costs of Site Supervision must be built in to the Lettings Charges. 
 

5.4. The governing body is responsible for setting charges for the letting of the school 
premises.   A charge will be levied which covers the following: 

 
 cost of services (heating and lighting); 

 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) 

 
5.5. Where there are multiple lettings taking place at the same time, the costs for services 

and staffing will normally be shared between the organisations involved.  The 
minimum hire period will be one hour.   
 

5.6. The specific charge levied will be reviewed annually, during the Spring Term, by the 
appropriate sub-committee of the governing body, for implementation from the 
beginning of the next financial year, with effect from 1st April of that year.  Current 
charges will be provided in advance of any letting being agreed. 

 
 
6. Restrictions on Use  

 
6.1. Booking will only be accepted from bona fide groups, organisations or individuals.  

The school reserves full rights to refuse a letting application and is not required to 
justify any refusal. 
 

6.2. All bookings will be subject to the safeguarding and PREVENT arrangements as 
outlined in the respective policies. 
 

6.3. The premises should be used for peaceful events – such as Teaching and Learning 
but are not explicitly restricted to this usage.  Other uses will be considered upon 
receipt of the Letting Application Form. 
 

6.4. Certain apparatus will not be allowed in the school buildings for example:  Bottled 
Gas, Electrical Power Tools, any electrical equipment without a current Portable 
Appliance Test (PAT) certificate; any hot food preparation equipment. 
 

6.5. Alcohol cannot be brought on to the premises for consumption whether charged for 
or not for an event UNLESS the hirer has applied for and been granted a Temporary 
Event Notice.  Ysgol Calon Cymru does not have a license for serving alcohol. 
 

6.6. Ysgol Calon Cymru does not hold a Public Entertainment Licence, a license for 
dancing, a license for sale or supply of intoxicating liquor, a license from the 



Performing Rights Society, or from Phonographic Performance Ltd or otherwise and 
activities that contravene these licenses are NOT allowed. 
 

6.7. The Playing fields are for use for sporting events only.   Vehicular access to the fields 
is strictly prohibited. 

 
 
7. Availability of Rooms and Facilities for Hire 

 
7.1. Management offices, staff rooms, facilities management rooms, store rooms, boiler 

rooms etc. are not available for hire. 
 

7.2. Certain other rooms are NOT for general hire – for example Design Workshops, 
Science Labs, Music Rooms and the Drama studio.  Subject to the needs and skills 
of the hiring body these rooms may be available but other hiring restrictions (not 
detailed here) may be applied. 
 

7.3. All main classrooms, the larger halls and sports facilities are available for hire subject 
to 6.4 below. 
 

7.4. Sports centre facilities at the Builth Campus are available via special request during 
the School Day subject to availability and proposed use.   Any hire of the sports 
centre outside the school day is the sole responsibility of Freedom Leisure. 

 
 
8. Booking Process 

 
8.1. A potential hirer will be directed to the School Office Manager for initial discussions.   

Subject to a positive initial vetting of the hirer by telephone – the hirer will be sent a 
Letting Application Form, a copy of the Lettings Charges and a copy of this Policy 
upon request. (See Appendix 1: Lettings Charges and Appendix 2: Letting 
Application Form) 
 

8.2. Upon receipt of the completed form the Office Manager in consultation with the 
Headteacher and Business Manager will ascertain whether the hirer and their 
planned use of the facilities are acceptable.   If unacceptable the hirer will be 
informed, a copy of the form and the reason for the rejection will be kept on file and 
the process ends. 
 

8.3. See also Section 10 – Health and Safety / Safeguarding considerations.  
 

8.4. If the applicant is accepted then the Lettings Diary will be consulted and a provisional 
booking will be made.  If the rooms are already in use the hirer will be given the 
opportunity to select alternative times or cancel their booking. 
 

8.5. The Site Managers and IT Manager (as applicable) will be contacted to confirm their 
availability for the booking.  If unavailable the hirer will be notified and offered 
alternative times or the booking will be cancelled by Ysgol Calon Cymru 

 
8.6. If rooms and support staff are available the hirer will be informed of the full Cost of 

the Letting including the discounts offered for multiple room bookings. 
 



8.7. For very large multiple room and multiple day bookings the Office Manager will make 
a competitive offer to the hirer whilst still covering all staff costs and generating a 
profit for the school. 
 

8.8. Subject to the hirers final agreement the Room Bookings will be confirmed, the 
Lettings Calendar will be updated and support staff will be “booked” for the event. 

 
 
9. Lettings Application Form 
 

9.1. A detailed Lettings Application form has been created – see Appendix 2.  The form 
seeks to acquire sufficient data from the hirer to be used to ascertain if they should 
be allowed to hire the premises. 
 

9.2. The form also requires the hirer to sign a basic disclaimer and confirms the major 
restrictions of use as detailed above. 

 
 
10. Invoicing / Accounting 
 

10.1. After the event has taken place the hirer will be invoiced for the services 
provided.  This must be completed within 30 days of the event. 
 

10.2. The invoice will also include any additional costs for damage to school 
buildings, land or property. 
 

10.3.  If any such costs are chargeable the Office Manager in consultation with the 
Headteacher will ascertain whether it is acceptable to allow the hirer to use the 
premises in future.  A “Black List” of hirers will be created. 
 

10.4. Finance will use their normal debt recovery process for collecting payment 
which may include Powys Legal department in extreme cases. 
 

10.5. For all lettings outside of the school day where charges include the cost of 
Support Staff then the Staff content of the fee will be transferred (Credited) to the 
Delegated Fund.  This allows Support Staff to claim the hours as over time or as time 
off in lieu without detrimental impact to the Delegated Fund. 

 
 
11. Insurance Cover 

 
11.1. Public Liability Insurance 

 
11.1.1. Powys County Council has liability insurance cover in place which 

covers the legal liabilities of the Council/school in respect of death, bodily injury 
and illness to third parties (i.e. persons other than persons in the employment of 
the Council/school).    

 
11.1.2. In the event that a person is injured there is no automatic payment.  To 

make a successful claim, the claimant would need to provide that the 
Council/school had in some way been negligent and that our negligence had 
resulted in that person being injured.  It should be emphasised that the Powys 
County Council policy is designed to protect the legal liabilities of the 



Council/school.  It will NOT indemnify other individuals and organisations, who 
must hold their own public liability insurance to protect themselves in respect of 
their legal liabilities. 

 
 
11.2. Employer’s Liability Insurance 

 
11.2.1. It is compulsory under the Employer’s Liability (Compulsory Insurance) 

Act 1969 for most organisations with employees to hold Employers Liability 
Insurance.   Any non-Powys County Council organisation not exempt from this 
1969 Act must hold its own Employers Liability Insurance.  Further guidance can 
be found on the Health and Safety Executive website 
www.hse.gov.uk/business/elci.htm . 

 
11.3. Property Insurance 

 
11.3.1. Buildings and contents which belong to, or are the legal responsibility 

of the Council/school are insured under the Powys County Council property 
insurance policy, subject to the terms and conditions of the policy.   Such 
buildings and contents are insured only against the basic perils:  fire, lightning, 
explosion, aircraft, storm, flood and theft (subject to forced entry/exit to/from a 
building).   The position regarding Aided Schools differs in that the Diocese/Trust 
insures the school buildings. 
 

11.3.2. The Powys County Council property insurance will NOT cover property 
belonging to third parties. 

 
 

12. Value Added tax 
 

In accordance with the present regulation, VAT will be chargeable for external users in the 
following instances: 

 
Area Tax Liability 

 
Hire of room without equipment (fixtures and 
fittings such as desks and chairs are deemed 
not be items of equipment) 
 

 
VAT exempt 

 
Hire of room with equipment (e.g. ICT 
equipment / Powerpoint projector) 
 

 
VAT chargeable at standard rate in all 
circumstances.  However if a separate charge 
is made for the equipment only then only this 
element is VATable 
 

 
Playing fields (sports pitches) 
 

 
VAT chargeable at standard rate 
 

 
 
 
 
 
 

http://www.hse.gov.uk/business/elci.htm


13. Health & Safety and Safeguarding Considerations 
 
13.1. In terms of Safeguarding it’s the School Day lettings that require most 

consideration.  This will be part of the review of acceptable hirers in 7.1 and 7.2 
above. 
 

13.2. Unless there can be adequate separation of the hirer and YSGOL CALON 
CYMRU pupils and / or an acceptable DBS disclosure the hirer may be prevented 
from hiring.   Ultimately this is the decision of the Head Teacher. 
 

13.3. At ALL times and for ALL hirers the full YSGOL CALON CYMRU Health and 
Safety policies must be adhered to.  
 

13.4. The number of attendees at hirers events is a critical Health and Safety ( Fire 
Escape ) consideration and the hirer will be notified at the time of application if the 
numbers proposed exceed safe levels for the parts of the premises to be hired.  For 
public events a strict ticketing process will be imposed on the hirer.   

 
 
 
 
 
Signed: 
 
Chair of Governors: _________________________ Date: ___________ 
 
Head teacher: ______________________________ Date: ___________ 
 

  



Appendix 1:  Room Rates 
 

 

Per session                       

AM /PM

Per session                           

Evening

All day                                    

9AM - 9PM

Per session                                   

AM /PM / Evening

All day                                

9AM - 9PM

30£                           70£                                 121£                               70£                                       201£                               

40£                           80£                                 148£                               80£                                       228£                               

40£                           80£                                 148£                               80£                                       228£                               

40£                           80£                                 148£                               80£                                       228£                               

40£                           80£                                 148£                               80£                                       228£                               

75£                           115£                               243£                               115£                                     223£                               

60£                           100£                               202£                               100£                                     282£                               

30£                           70£                                 121£                               70£                                       201£                               

40£                           80£                                 148£                               80£                                       228£                               

30£                           70£                                 121£                               70£                                       201£                               

40£                           110£                               183£                               110£                                     303£                               

Note: Sessions are of 4 hours 

duration Weekdays and WeekendsMonday to Friday (Term Time only)

Classroom

Workshop

Science Laboratory

Drama Studio

Library

Bwyty

Sports Hall

Playing Field

Pavillion

basket Ball Court

IT Suite



Appendix 2:  School Premises Lettings Application Form 
 
 
 
 
 
Booking Body Details 
 
Organisation:____________________________________________________________________ 

What Type of Room required:__________________________ eg: Classroom, IT Suite, Restaurant  (Note 1) 

Additional Equipment Required:________________________ eg: Projector, Screen, Flip Chart etc. (Note 2) 

Dates:________________________ Time:  from:_______ am/pm    To:  _________am/pm   (Note 3) 

Details of your activity: ____________________________________________________________ 

_________________________________________________________________________ (Note 4) 

Estimated Number of People Attending: ________   Number of Chairs Required:    _________  

 

Who will attend / Financial Considerations    

Open to the General Public  (        )   Your members only  (       )   Tick as appropriate 

Will an admission charge be made ?   Yes / No  Will Goods be sold ?    Yes / No Delete as appropriate 

Will a monetary collection be made   Yes / No   Will a Raffle be held ?  Yes / No Delete as appropriate 

 

Sale / provision of Alcohol   (Note 5) 
Will you provide Alcohol without any charge:   Yes / No    Delete as appropriate. 

Will you apply for a Temporary Event Notice to allow you to sell Alcohol? Yes / No  Delete as 

appropriate 

 

Declaration 
In the event of this application being approved I undertake to ensure that the regulations for the letting of schools are 
complied with and to pay any prescribed fees due to the school.  I also accept responsibility for the cost of the re-
instatement of any damage caused to buildings, equipment or other property which may result from the use of the premises 
for the purpose stated above.   I also confirm that any electrical equipment to be provided by me and used by me has a 
current  Portable Appliance Test label.   Furthermore I accept that the school reserves the right to inspect (and test) any 
item of electrical equipment to be provided and used by me irrespective of its PAT status and that its use may be prevented 
by our staff for Health and Safety reasons.   I understand that under no circumstances will I bring portable Gas appliances 
on to the premises.   

 

Signed: ______________________________________  Date: ___________________________ 

 

Full Name: 
______________________________________________________________________________ 

Address: 
_____________________________________________________________________________ 

 

Tel No: ___________________________ Email Address: _______________________________ 

 

Mobile No: _________________________________ 

 

 

 

The School at the Heart of Wales 
 



 

PLEASE RETURN FORM by POST or Scanned 

via e-mail to: office@caloncymru.powys.sch.uk 

 Upon receipt a price will be confirmed along with 
any deposit requirements.  A pro-forma invoice will 
be supplied upon request. 
 

Notes: 

(1) Please feel free to request any type of room you feel we may have available in the school however please be understanding if we refuse your request.  

We have strict guide lines from the County Council and Health and Safety which may prevent us from letting certain spaces within the site. 

(2) Requests for additional equipment will incur an extra charge which will be made clear to you prior to you making your final decision. 

(3) Please be specific about your usage times (this includes setting up time).   A full day will incur an AM, PM and Evening Charge.  Please be very 

specific to ensure you get the most accurate price. 

(4) You should be very specific about your planned use of the premises.  See (1) above regarding our right to refuse your booking. 

(5) Ysgol Calon Cymru does not have a Premises License for the sale of Alcohol.   Any reasonable request to use the premises where a Temporary 

Event Notice is required will be considered by the Head Teacher and the Governing Body.  Their decision will be final and appeals will not be 

considered. 

 

Internal Use Only: 

Prov. Booking 

Made 

Price Quoted Booking 

Confirmed 

Site Managers 

notif. 

Pro-Forma Inv 

Sent ? 

Invoice Sent Payment Recd ? 

Date: 

 

£ Date: Date:  Date:  
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