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Mission Statement 

 
To Care for, respect and value all people and our environment. 

 
To Learn that justice and love are the foundations of our Faith. 

To make these the guiding principles of our community in its commitment to academic excellence and personal 
integrity. 

 
To Achieve beyond our highest expectations, creating challenging opportunities, which take us all confidently 

through the 21st Century. 
 

This policy has been adopted by the Governing Body of Thomas More Catholic School. 
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Review Confirmed by Full Governing Body 
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Thomas More Catholic School  

                                                          LETTINGS POLICY 
 

 

1. Introduction 

 
Thomas More Catholic School is an integral part of the local community. The School Governors 
are keen to see that the premises at our School are used for the benefit of the whole local 
community. The education of children is the prime purpose of our School, however we believe 

education is a life-long process which should be open and accessible to all. This guidance outlines 
the policy of our School with regard to lettings. It sets out the facilities available, the charges and 

the responsibilities of the Governing Body and the users when the School premises are hired. 

 
2. Purpose 

 

• To further integrate Thomas More Catholic School into the local community. 

• To increase the opportunities for physical, educational and community 
activities amongst school age children and the wider community in the local 
area. 

• To support the development of social inclusion to all members of the community 
by providing facilities for hire which are welcoming and accessible to all members 
of the 

commun
ity. 

• To ensure costs are fully calculated and covered.  

• To provide a professional service to users of the school’s premises and ensure good 
customer care.  

• To monitor the maintenance of the high standards of the premises and grounds.  
 
 

3. Responsibilities  
 
Overall responsibility for school lettings is held by the Governing Body who monitor the 
policy through the Resources Committee. The Headteacher has responsibility to ensure 
adherence of the policy and practical responsibility for the policy is initially delegated to the 
Director of Personnel & Finance and the Senior Finance Assistant.  
 
Director of Finance & Personnel / Senior Finance Assistant responsibilities:  
 

• To manage the day-to-day lettings of the premises and ensure the effective 
communication between all parties concerned. To maintain accurate records for 
enquiries and bookings. To confirm bookings online and offline and maintain contracts 
with hirers. To inspect insurance documentation. To consult with Premises Staff and 
school instructors regarding lettings. To promote facilities to the community.  

• To raise invoices and maintain a record of payments due/received and outstanding 
invoices. To initiate legal proceedings in the case of bad debtors after consultation with 
the Headteacher.  

• To ensure facilities are as required by hirers. To monitor all hirers to ensure all aspects 



 

3 

 

of the contract are being adhered to and that facilities are left ready for school use. To 
provide a professional service to users of the school’s premises and ensure good 
customer care. 

• Bookings for the facilities arise by direct contact to the school. Whilst every effort is 
made to accommodate all requests, the school and current hirers are given priority. 
Other considerations include the type of event, the number of other lets, coinciding 
and the suitability of our accommodation. Where hirers appear to have similar focus 
groups, wherever possible, the initial hirer will be informed however, the final decision 
regarding agreement to hire rests with the Governing Body. 

 
 

 
4. Hirers 

 
Statutory Hirers 

Where it is established by statute that the School premises must be used then other 
priorities must stand aside. This does not preclude the Governing Body from setting a 
realistic letting charge to cover their costs. Statutory usage will be:- 

 

• Use of premises by polling stations or political meetings when an election (local 
or parliamentary) has been declared. 

• Official meetings of the Parish or Parochial Councils. 
• Any other statutory purpose which may arise. 

 
Commercial hirers 

Where the School is being hired for commercial purposes, full rates will apply.   

In some instances a discount for special circumstances may be agreed by the Governing 
Body. This will be at the discretion of the school and will be reviewed annually.  

 

Concessionary Hirers 
 

The Governing Body wishes to encourage use by local community groups and 
charities and reduced concessionary charges may apply to these groups. There are 
two concession tariffs, being either 

 
Community Rate: Non-profit making organisations who are serving the local 
community in some way. 

 
Development Rate: Non-profit making organisations who work in partnership with the 
School. 

 
School events will take precedence over hirers lets, according to the School calendar 
e.g. Open Evenings, Parents’ evenings, Sports Day, Examinations, Drama /Music 
productions etc.  

5. Basis of charges 
 
In setting charges, the following have been considered: 

 

• The variable costs per square metre per hour of providing a particular 

space.  
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• Specific costs relating to that particular facility 

• The charges made for similar facilities locally 

 
All charges will need to be reviewed annually in the Summer Term when actual School running 
costs are known. 

 
Charges are quoted at the commercial rate, but reduced rates are available to concessionary 
groups at the discretion of the school. 

 
With increased usage, it is anticipated that income received will cover variable and specific costs 
per hour. A contribution towards the costs of providing site staff from 6.00 pm-10.00pm and at 
weekends may be necessary. 

 
The School budget will not subsidise non-School activities. 
 
6. VAT 
 

Thomas More Catholic School is VAT registered, and therefore VAT is chargeable on lettings. A 

concession applies to consecutive lets – income is exempt if facilities are granted for a series of 

ten or more periods to a club, school or an organisation or association representing affiliated 

clubs or constituent associations where: 

 

• Each period is for the same activity carried out at the same place 
• The period between each let is no less than one day and not more than 14 days 

• Payment is required for the whole series of lets and is evidenced by a written agreement 

• The user has exclusive use of the facilities 
 

7. Legislative considerations 
 

The Sex Discrimination Act 1985 and the Race Relations Act 1976 apply throughout this policy and 
will be adhered to throughout all stages of our lettings procedures. 

 
Having regard to our duty under the Race Relations Act 1976 (but without prejudice to our duties 
under the Representation of the People Act 1983) the Governing Body will not let the School 
premises to organisations whose purpose is, amongst other things, to encourage racial 
discrimination and/or disharmony between persons of different racial groups, or are otherwise 
involved in activities prejudicial to good race relations. 

 
In deciding whether or not to let our premises, the Governing Body will also consider any effects 
on neighbouring premises that may arise as a result of accepting the booking. 

 
We will consider letting to any group able to comply with the terms and conditions outlined in this 
policy. These terms and conditions are clearly stated on the School Hire website for Thomas More 
Catholic School and in making a booking online you are agreeing to accept these terms.  

 
The final decision on compliance lies with the Governing Body. 
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                                                                 Thomas More Catholic School  

                                                LETTINGS TERMS AND CONDITIONS 

 

1. The use of the School premises is permitted by the Governing Body on the understanding that 
the following rules are adhered to at all times. Failure by the hirer to comply with any of the 
following regulations where applicable, whether intentionally or not, may be deemed by the 
Governing Body to be just cause for the immediate cancellation of any lettings or series of 
lettings. 

 
2. The hirer must have vacated the premises at the agreed finishing time of their let. The hirer must 

ensure that the period they have hired the School’s facilities for allows for setting up and putting 
away any equipment. If the period of usage exceeds the period hired then the hirer will be liable 
for a minimum penalty of 1 hour hire charge for each area hired. 

 
SAFEGUARDING AND CHILD PROTECTION 
 
3.  Hirers who are using the School premises to provide activities for young people aged 16 and 

under must provide the School with a copy if their Safeguarding and Child Protection Policy. 
Hirers are reminded that School facilities may be used for a range of activities with users arriving 
and leaving at varying times. Hirers are responsible for the safeguarding of all young people for 
whom they are providing activities while those young people are on School premises. 
 

4. Hirers agree to only engage fully qualified coaches and retain records of the coaches’ 
qualifications.  

 
FIRE SAFETY 
 
5.  Hirers’ induction will include instructions on evacuating the building. Fire evacuation 

procedures are also located throughout the various hire facilities. These are also located in 
Hirers are responsible for ensuring that all adults and children involved in their activity leave 
the building as quickly as possible. Adults waiting for their children in the public atrium area 
of the School do so at their own risk, but will be evacuated by School site staff. 

                
                     HEALTH & SAFETY 
 

6. No smoking is allowed on site. The school has a responsibility to work within the framework 
of the law, however, hirers must take all reasonable steps to prevent injury, loss or damage 
to any person or property for the duration of the hire. Hirers are responsible for arranging 
any first aid provision for the members of their organisation. In the event of an emergency, 
first aid items are held by the School. The school’s telephone system may be used in the event 
of an emergency. 
 
No intoxicating liquor will be brought onto or consumed on the premises, or surrounding 
grounds, except for at a function which would need to be pre-agreed by the Governors of the 
school. Where a licence for the sale of intoxicating liquor is necessary for a function the 
responsibility for obtaining such a licence is solely the hirer's. 

  
The school reserves the right to cancel any letting where the hirer fails to comply with health 
and safety issues. 
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 The school requires any electrical items used to have a PAT certificate. 
 

The school will monitor the number of people on site with regard to safety in the event of a 
fire and insurance. 
 
The hirer agrees to undertake adequate risk assessments for all its activities and manage all 
activities with reasonable care. The school reserves the right to request copies of such 
documentation.  

 
                      ENTERING AND EXITING THE PREMISES 
 

7. All hirers must sign a Key Holder Agreement. Keys must not be given to anyone who has not 
signed a form without prior agreement with the Premises Manager – Mr Robin Caunt.  

 
 The premises will not be entered earlier than 15minutes prior to the booked hiring time.  
 

The premises will not be vacated later than 15mins after the booked hiring time and not until 
every person under the care of the hirer has left the premises. 
 
The gates will be operated by the school on a case by case basis during the time of the letting, 
unless a key card system has been agreed in advance. Any issues with the gate system must 
be reported immediately to the emergency contact number which is issued to you upon your 
hire being agreed.  

 
PROCEDURE 
 
8. A hire request must be completed online at https://tmore.schoolhire.co.uk/  

 
Upon agreement of the hire payment will be taken directly from your nominated Bank Account.  

 
For offline payers, such as schools, you will be issued with an invoice for the full year booking. 
The Finance Office will then contact you to arrange your payment plan.  

 
9. Applications will be accepted for a maximum period of one year between the first day of 

September of one year and the last day of August of the following year. 
 

10. The person committing to the hire, on behalf of their organisation, (then known as the Hirer) is 
personally responsible for ensuring that all terms and conditions of our lettings policy are 
adhered to. The Hirer must be over 18 years of age. Once the Hirer has completed an online 
booking to use the School premises, (s)he is automatically bound by all terms and conditions of 
usage of the premises. The Governing Body has the right to vary these terms and conditions at 
any time. 

 
11. The hirer may not assign or sublet the premises. 

 
12. All lettings must be approved. No letting shall be considered approved or any change 

confirmed until this has been confirmed in writing by the Finance Office. 

 

13. The school may cancel any letting at any time; either the fee will be refunded or an alternative 
date offered, except in the case of misconduct 
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14. The School reserves the right to impose special conditions in respect of any letting, series of 
lettings or class of lettings in order to protect its pupils, employees or property. The Governing 
Body may exercise this right or authorise any other person to do so. Special conditions will be 
notified to hirers and may include any requirements considered by or on behalf of the 
Governing Body to be desirable including requirements as to fire precautions, security of 
persons or premises, the employment of security or other staff, the exclusion or admission of 
any person, persons or class of person or any animal, animals or equipment or the effecting of 
insurance. 

 
15. The right of access to all parts of the school premises whether or not included in the permission 

for user is reserved to the Governing Body or any officer authorised by them or any of them and 
the hirer shall not obstruct or interfere with this  right. 

 
 

 
CHARGES 
 

16. All charges must be paid within 30 days of the invoice date. Full payment is required in advance 
and must be cleared funds prior to the first let. 

 
17. Hirers wishing to apply for concessionary charges must provide a copy of their constitution or 

evidence of their charitable status. 

 
18. Charges will be made at rates which will be determined annually by the Governing Body and shall 

be liable to change without prior notification. In cases where the incorrect charge has been 
quoted, the School reserves the right to charge the correct rate. 

 
19. The School does not undertake to refund any charge on cancellation of a booking by the hirer 

unless 4 weeks’ notice of the cancellation has been given in writing or via email on the school’s 
school hire website. 

 
20. A security deposit of £250 is required at the time of booking. This will be returned after the last 

let unless it is required to be used to cover over-run costs if the let doesn’t finish per the agreed 
time; repair of damage; additional cleaning if the premises have not been returned in a fit and 
proper condition. 

 
21. The hirer shall reimburse any costs incurred by the School in respect of cleaning/repairing the 

premises, after the hire, necessary to ensure that the premises are sufficiently clean and safe for 
normal use by the school. Repeated failure to leave the premises in the agreed state may result 
in the hirer incurring a fine equivalent to the costs incurred by the School to rectify such 
cleaning/repair. 

 
22. The hirer shall pay to the School the cost of repair or replacement resulting from any loss or 

damage arising from the hiring however caused or of whatever nature to the school premises or 
grounds and all equipment or property thereon (whether provided by the School or any other 
body or person).  In addition, hirers shall ensure they have a policy of insurance to cover such 
liability up to at least £5 million and shall produce a copy of the policy to the Director of Finance 
& Personnel before hire. 
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CARE OF PREMISES 
 

23. The hirer shall ensure that there is a responsible adult present and able to supervise at all times 
during the letting. No person under the age of 16 years is permitted on the premises without 
adequate adult care and supervision. 

 
24. The hirer is required to pay to the school the cost of making good any damage to the property 

or to any fittings, fixtures, sports or other equipment or property which may result from the 
letting. Any damage arising from the hire must be reported to the Director of Finance & 
Personnel or the Premises Team on the emergency phone number. The hirer is required to 
clear away any rubbish and leave the premises and / or grounds in the condition in which they 
were found.  

 
25. No desks, fixed furniture or equipment that may be in the accommodation hired shall be used 

or moved without prior approval of the School. Any movement of furniture required must be 
undertaken by the hirer under the direction of the Premises Team of the School. Standing on 
seats, furniture and window sills etc. is not permitted. Any furniture used must be returned to 
its original position at the end of the hire period. 

26. No additional staging, curtaining, scenery, fixtures, fittings or decorations may be installed 
without the previous consent in writing of the School. Any such alterations and additions as 
may be authorised shall be purely temporary arrangements requiring no permanent fixings 
which would damage or disfigure any part of the premises. Any temporary arrangements such 
as curtaining or scenery shall be rendered non-inflammable. Stage scenery and other effects 
must neither be brought on to the School premises nor taken away while the School is in 
session except with the express permission of the Headteacher/Director of Finance & 
Personnel. Any alterations shall be returned to their original state immediately after usage, at 
the expense of the hirer. Where any use involves the erection and/or dismantling of a stage, 
this will be carried out by the hirer at his/her expense under the supervision of a 
representative of the School. 

27. No alterations or additions to the electrical installations at the School may be made without 
previous consent in writing of the School. Any such alterations and additions as may be 
authorised shall be carried out in accordance with the directions and to the satisfaction of the 
School and shall be reinstated forthwith at the expense of the hirer to the satisfaction of the 
School. 

28. The Governing Body will not accept responsibility for any loss of or damage to any property 
owned by any person using the premises during the period of the letting. Property shall be 
brought on to the premises at the sole risk of the owner. 

29. The hirer is responsible for informing the School of any person sustaining injury or loss on the 
School premises during the period of the hire. This information must be presented in writing 
to the School within 24 hours of the event. Any further information required by the School 
must be made available on request. 

30. No food or drink is allowed in any area except designated social areas, unless prior written 
permission has been granted. 

31. No stiletto heels or similar objects are allowed in the gym/hall area. Sports hall users must 
wear trainers suitable for indoor use. 

 
EQUIPMENT AND ACCOMMODATION 
 

32. Specialist rooms and equipment (including gymnastic equipment, computer systems, 
projectors, microphones, stage lighting and pianos) are not included in the letting 
arrangements, unless specifically requested in writing to the school. Such applications must 
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specify the name and qualifications of the person taking responsibility for their proper use. 
 

33. The School does not provide first-aid medical facilities for hirers nor does it guarantee 
access to the public telephone system for calling assistance during lettings. Hirers should 
make their own arrangements in this respect. 

 
CONDITION OF PREMISES 
 

34. The School Council gives no guarantee as to the fitness, suitability or condition of the 
premises or grounds at the commencement of the letting, but every effort will be made to 
see that they are in a reasonable state. 

 
35. Where facilities booked by the hirer turn out not to be available during the letting, the School 

will consider applications for ex gratia refunds of a proportionate part of the letting charge, 
always providing that no such refund shall be given for facilities not included in the letting 
charge. The School’s decision shall be final in respect of any refund made. 

PLAYING FIELDS 

 
36. The Governing Body does not give any guarantee as to the standard of the pitch or field nor to 

the maintenance or improvement of this standard during the season. The hirer shall be aware of 
the state of any pitch or field upon submitting his application and such application will be deemed 
to be for the particular pitch or field as seen. 

 
37. The Director of Finance & Personnel or Premises Manager shall deem whether any pitch or field 

is fit for use and their decision shall be final. 
 

CATERING FACILITIES 
 

38. The School’s catering facilities are not readily available for hire. Any arrangements in such regard 
will have to be made by separate negotiation with the Director of Finance & Personnel.  

 

SWIMMING POOL  
 

39. All of these provisions extend to the School’s swimming pool hirers. Please also see the 
document ‘Contract Terms & Conditions for use of Swimming Pool’ which is provided to hirers 
via the school’s school hire website page.  
 

CAR PARKING 
 

40. Where car parking is required, the hirer must undertake the proper stewarding and control of 
the parking area. The hirer must maintain safe entry and exit from the premises and provide and 
maintain clear access for emergency vehicles and service vehicles. 
 

41. Cars must only be parked within the allocated parking areas around the school. In the event that 
extra parking is required the hirer can apply to book one of the school playgrounds through 
schoolhire.com for which an extra charge will be made.  

 
INSURANCE 
 

42. It is the responsibility of the hirer to effect whatever insurance he considers necessary to cover 
his liabilities. Hirers using the facilities on more than one occasion, or for commercial or business 
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use, or for meetings organised by political parties must provide proof of equivalent adequate 
insurance to the School.  
 

43. The School has Public Liability insurance with a limit of indemnity of £25 million to cover one-off 
lets, which can be requested and added to the let charge at a rate of 12% of the total cost of the 
one-off let. 

 
LEGAL REQUIREMENTS 

 
44. The Hirer shall comply with all legal requirements required for music, singing and dancing 

licences, theatre licences and copyright – whichever is in place. The hirer shall be fully responsible 
for obtaining any licences or other permissions required, always providing that no such 
application shall be made without the prior approval of the School. The hirer shall indemnify and 
keep indemnified the School, from and against all costs, claims and demands which may be made 
against the School for any breach or infringement of copyright.  
 
No intoxicating liquor shall be brought or consumed on School premises without prior approval 
of the Governing Body.  It is the responsibility of the hirer, on behalf of the recognised 
organisation, to obtain any necessary license for the sale of intoxicating liquor. Copies of all 
licences will be submitted prior to the date of let and must be approved by the Governing Body. 

 

45. The hirer shall comply with Section 12 of the Children and Young Persons Act 1933, that is to say 
where any play or entertainment is provided at which the majority of persons attending are 
children, then if the number exceeds 100, it shall be the duty of the hirer to station and keep 
stationed wherever necessary a sufficient number of adult  attendants, properly instructed  as to 
their duties, to prevent more children or other persons being admitted to the building or to any 
part of the building than can be safely accommodated there and to control the movement of 
children  and other persons admitted while entering and leaving the building and to take all other 
reasonable precautions for the safety of children. 

 
46. The hirer will ensure that the requirements of the Race Relations Act (in particular the need to 

promote good relations between persons of different racial group) and the Sex Discrimination 
Act 1985 are observed at all times throughout the letting. 

 
47. The hirer will adhere to all Health and Safety requirements as required by the School 

 

48. The hirer is specifically forbidden to use, or allow the use of the hired premises or grounds 
for any illegal or immoral purpose and shall not carry on any activity so as to cause nuisance 
or annoyance to other users of the premises or neighbouring or adjoining premises. 

 
49. In the event of a breach in these conditions the hirer may be asked to leave the premises 

immediately by a member of the School Premises Team or School Staff. If the hirer fails to 
leave the premises then the local police authority will be summoned and asked to remove 
the hirer from the premises. 

 
50. There is no public telephone near the School: Hirers are required to have access to a mobile 

phone as a term of their letting. 
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Thomas More Catholic School 

                                                             HIRERS INDUCTION 
 

                     
 

Telephone 
There is no public telephone near the School: Hirers are required to have access to a mobile phone as a 
term of their letting. 

 
If you require the Emergency Services you are at Thomas More Catholic School, Russell Hill Road, Purley, 
Surrey, CR8 2XP. Telephone number 020 8668 6251.  
 
First Aid 
 
There are NO First Aid Kits or First Aiders officially on site when the School is open in the evenings or at 
weekends. If a hirer thinks they will need access to first aid they must provide the equipment and 
personnel themselves. 

 
Fire Evacuation 
 
If the Fire Alarm should sound the hirer is responsible for ensuring that everyone involved in their activity 
leaves the building by the nearest fire exit and assemble at the assembly point. 
 
The Assembly point is the school playground located adjacent to the Sports Hall and Swimming Pool. 
 
If you discover a fire immediately raise the warning by operating the nearest fire alarm, safely evacuate the 
building and call the Fire Brigade. In the event that the fire happens out of hours please also contact the 
Premises Team on the emergency contact number which is  

 
 

HIRER’S INDUCTION  
 
I confirm that by completing an online application for a letting I have been advised of emergency 
procedures as set out above in the event of fire and of my responsibility for first aid. 

 
I confirm that I have understood the School’s requirements as set out in the policy above in respect of 
safeguarding children and young people. 

 
 


