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Woodmansterne School Lettings Policy 2025 

1. Introduction 

This policy sets out the terms and procedures governing the hire of Woodmansterne School 
premises. It applies to all external individuals, groups, and organizations seeking to use the school’s 
facilities for events, activities, or other purposes. 

The primary objective is to ensure the safety and well-being of students, staff, and visitors, while 
maintaining the integrity and quality of the school’s facilities. 

2. Policy Objectives 

• To provide a clear and consistent framework for the letting of school facilities. 
• To ensure fair and transparent decision-making in relation to lettings. 
• To safeguard the interests of the school, its staff, students, and the wider community. 
• To promote respectful engagement with our local neighbourhood. 

3. Facilities Available for Hire  

The following facilities may be available for external hire: 

• Primary School Halls 
• Secondary School Hall 
• Classrooms 
• Sports Facilities 
• Outdoor Areas (e.g., playgrounds, sports fields) 
• Catering Facilities 

4. Lettings Application Process 

1. Initial Request: Submit a completed lettings request form to the Finance & Lettings Officer 
via email at rbarbara@woodmansterne.london. 

2. Review: The school will assess the request based on availability, intended use, and 
alignment with school values. 

3. Confirmation: If approved, a confirmation email and formal agreement will be issued. 
4. Finalization: Full payment and proof of insurance (if applicable) must be received prior to 
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the event. 

5. Lettings Fees (email for costings) 

• Fees are reviewed annually and are subject to change. 
• Charges vary depending on the nature of the event and the facilities required. 

6. Payment and Cancellation Policy 

• Full payment is required in advance unless otherwise agreed. 
• If using the catering facilities, a deposit will be required. 
• Cancellations: 

o 30+ days before the event: Full refund. 
o Less than 30 days: Cancellation fee applies. 
o Within 48 hours: No refund. 

• Payment Method: Bank transfer. 

7. Health, Safety, and Security 

• The hirer is responsible for the safety and conduct of all attendees. 
• The school reserves the right to inspect the premises before and after use. 
• Fire exits, alarms, and safety equipment must remain accessible and operational. 
• Public liability insurance must be provided where applicable. 

8. Supervision and Conduct 

• Adequate supervision must be maintained at all times, particularly for events involving 
children. 

• Alcohol is prohibited unless explicitly permitted in the booking agreement. 
• The school reserves the right to terminate any event due to inappropriate behaviour or 

breach of terms. 

9. Facilities and Equipment 

• Requests for equipment (e.g., AV, sports gear) must be made at the time of booking. 
• The hirer is responsible for setup and cleanup of all used spaces and equipment. 

10. Accessibility and Community Consideration 

• The school is committed to ensuring accessibility for individuals with mobility needs. 
• Specific accessibility requirements should be communicated in advance. 
• All events must conclude by 10:00 PM, with premises vacated by 10:30 PM. 
• An exception is made once a year for the Year 11 prom, during which attendees may remain on site 



 

until 11:00 PM. 
• Attendees must leave quietly and respectfully to minimize disruption to neighbours. 
• There is a complaints form on our lettings website should residents/local community have 

any concerns regarding your letting. 

11. Parking and Transport 

• Parking arrangements will be confirmed upon booking. 
• Vehicles must not obstruct emergency exits, residential driveways, or other access points. 

12. Terms of Use 

• Facilities must only be used for the purpose stated in the booking agreement. 
• No alterations or decorations may be made without prior approval. 
• All waste and personal items must be removed at the end of the hire period. 

13. Liability and Insurance 

• The hirer is liable for any damage caused during the hire period. 
• The school accepts no responsibility for loss, damage, or injury unless due to its own 

negligence. 

14. Policy Review 

This policy is reviewed annually to ensure it remains current and effective. Any amendments will be 
communicated to all relevant stakeholders. 

15. Contact Information 

For further details, to view our facilities, or to make a booking, please contact: 

Finance & Lettings Officer 

📧 Email: rbarbara@woodmansterne.london 

📞 Phone: 020 8764 1825 

🌐 Website: www.woodmansterne.london 
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