
 
 
SAMPLE HIRE AGREEMENT LETTER  
 
Date: xxx 
 

 
 
 
 
 
 

 
Dear Hirer 
 
LETTING OF SCHOOL FACILITIES 
 
Thank you for the lettings request. I can offer the following:  
 
Dates/Times/Facilities/Space/ Equipment/Furniture  
As shown on the enclosed Hire Agreement Form. Or full details of all space including 
WCs/ car parking/items/equipment included in the let etc  and Day(s), Date(s), Times 
from start to finish (not times of function but to include preparation and clearing up 
time - eg. when the caretaker is needed) 
 
Charge(s)  
As shown on the enclosed Hire Agreement Form. Or £xxx for use of the facilities plus 
£xxx for specialist equipment eg Stage Lighting, VAT charge £xx (if applicable) and 
£xxx insurance charge.  Payable by xxx date. 
  
Insurance  
Proof of insurance cover from your insurer or broker will be required. As yours is a 
commercial or political organisation, the KCC Hirers’ Liability Insurance cannot be 
applied (or: as yours is a non-commercial organisation, you can take advantage of 
the KCC Hirers Liability Insurance Scheme for a contribution to the cost amounting to 
3.15% of the letting charge)  
 
Risk Assessment (optional paragraph if appropriate) 
The activity you will be carrying out requires a risk assessment to be completed by 
you.  Please complete the HSE’s “Five steps” form or other suitable pro forma and 
return to me with the signed Hire Agreement Form (or by xxx date) 
 
Agreement 
Your use of the School facilities is subject to the "Conditions of Use" as attached. 
Please sign and return the Hire Agreement Form (and risk assessment if applicable) 
as soon as convenient.  
 
If you have any problems or questions or wish to arrange a visit please contact me.  
 
Yours sincerely  

 
 
 
Headteacher 
Attached: Hire Agreement Form & Conditions of Use 

To: Full Name and Address of potential hirer 

on school headed letter paper 


