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1. Introduction

We believe this policy should be a working document that is fit for purpose, represents the school ethos,
enables consistency and quality across the school and is related to the following legislation:

● Health and Safety atWork Act 1974
● Race Relations Act 1976
● Sex Discrimination Act 1985
● Education Act 1986
● Management of Health and Safety atWork Regulations 1999
● Education (School Premises) Regulations 1999
● Equality Act 2010
● School Premises (England) Regulations 2012

We acknowledge section 42 of the Education Act 1986 that the use of the school premises at all times
other than during the school day is under the control of the Governing Body of this school.

We recognise the school premises are a valuable resource within the community and therefore we are
very keen that they are used for the benefit of the local community.We realise that by letting the school
premises we are promoting the school not only locally but in the wider community and also, we are
generating an income for the school.

Wewill let the school premises to groups or individuals in the community for:

● educational use that will benefit the school;
● social or community use;
● commercial or private use

Also, before letting the school premises or parts of the school wewill have regard to the likelihood of any
damage being caused to the premises or any nuisance that may arise as a result of accepting the booking.

We recognise our responsibilities under the Health and Safety at Work Act 1974 and will take all
reasonably practicable steps to provide andmaintain safe and healthy working conditions (on the school
premises and during school-sponsored activities), equipment and systems of work for all our pupils,
school personnel and visitors to the school. 

We all have a responsibility to ensure equality permeates into all aspects of school life and that everyone
is treated equally irrespective of age, disability, gender reassignment, marriage and civil partnership,
pregnancy and maternity, race, religion or belief, sex and sexual orientation. We want everyone
connectedwith this school to feel safe, secure, valued and of equal worth.

We will not let any group that promotes or supports racism, sexism, ageism, homophobia or any other
type of discriminatory behaviour or groups associated with radicalism and extremism or those whose
presence would otherwise be incompatible with the school’s ethos and policies.

2. Aims

We aim to:

● Make sure the school’s premises and facilities can be used, where appropriate, to support
community or commercial organisations

● To further integrate the school into the local community in order to pursue the extended schools’
agenda.

● To promote the school in the wider community

● Allow the hiring of the premises without using the school’s delegated budget to subsidise this

● Charge for the use of the premises to cover the costs of hire and, where appropriate, raise
additional funds for the school
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● Not let any hiring out of the premises interfere with the school’s primary purpose of providing
education to its pupils

● To ensure compliance with all relevant legislation connected to this policy.

● Towork with other schools and the local authority to share good practice in order to improve this
policy.

3. Responsibility for the Policy and Procedure

3.1 Role of the Governing Body

The Governing Body has:

● delegated responsibility of letting the school premises to the Finance and General Purposes
committee and the Headteacher;

● delegated powers and responsibilities to the Headteacher to ensure all school personnel and
visitors to the school are aware of and comply with this policy;

● responsibility for ensuring that the school complies with all equality’s legislation;
● responsibility for ensuring funding is in place to support this policy;
● responsibility for ensuring this policy maintained and reviewed regularly;

3.2 Role of the Headteacher

TheHead Teacher has delegated responsibility of letting the school premises to School Business
Manager

3.3 Role of the School BusinessManager

The School BusinessManager will in conjunction with the Head Teacher and SiteManager:

● consider all applications for lettings before approval;
● ensure any person or organisation wishing to use the school premises must complete a hire request

form and agree to abide by the conditions of hire.
● ensure the details of the application are checked and if approved the applicant will receive:

● a confirmation of booking;
● an invoice to cover the cost of the hire.

● ensure the hirer aremade aware of the following conditions of hire of the school premises:  

Bookings Bookings can only be acceptedwhen premises staff of the school are
available.

Facilities available &
Hire costs

See section 4 below 

Application form The hirer’s signature on the application form confirms his/her agreement of
the conditions of the booking.

Responsible person A named responsible personwill be available during the period of the letting.

Public liability
insurance

The hirer must produce evidence of insurance prior to the event in order to
cover any damage to:

● the premises
● furniture
● fittings
● personal loss, damage or injury
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Protection of the
premises

The hirer is responsible for any damage to the premises and for the good
behaviour of all users.

The hirer must not:

● place any items on the walls without prior permission
● use nails, screws, tacks, bolts, or any form of adhesive on the walls or

floor of the premises
● use articles deemed to be inflammable or explosive or giving an

offensive smell
● use any oil, electric, gas or petrol engines

Personal Property The Governing Body accepts no responsibility for the loss of personal
property.

Alcoholic drinks Written permissionmust be given before alcoholic drinks are brought on to
the premises for consumption. Amagistrate’s licencemust be produced
before drinks are sold on the premises.

Smoking The schools no smoking policy must be adhered to at all times.

Food and drink Written permissionmust be given before any food or drink is consumed in
the premises.

Licences The appropriate licencesmust be in place before any alcohol is consumed or
public entertainment performances are undertaken.

Cleanliness All exterior and indoor areas will be left clean and tidy as found.

Booking period The times of the booking periodmust be adhered to with all users leaving the
premises in an orderly fashion.

Car parking Car parking areas will be stewarded in a proper controlledmanner.

Emergency access All access points will be kept clear for emergency vehicles.

Furniture No furniture or apparatus is to be usedwithout prior permission.

Health and Safety The hirer will comply with all Health and Safety legislation and the school
policies.. The hirer will ensure all attendees are familiar with all emergency
procedures and health and safety arrangements.

Equipment The hirer will ensure that all equipment brought on to the premises complies
with safety regulations by producing the necessary documentation.

Hazards The hirer will inform the SiteManager of any identified hazards with the Site
Manager taking the appropriate action.

Complaints All complaints made by the hirer will be dealt with by the School Business
Manager. Likewise, the School BusinessManager will deal with all concerns
raised by the school.

Damage The hirer is responsible for any damage to school equipment, fixtures and
fittings.

Animals Only guide dogs are allowed on the premises.

Accidents The hirer must report any accidents that occur during the letting.

Cancellations The booking will be cancelled by the school without prior notice:

● in the case of unforeseen circumstances;
● if is suspected that the conditions of hire have been broken by the hirer;
● if it is felt the conditions of hirer are likely to be broken
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If the hirer cancels less than 14 days before the event, then the full fee will be
payable.

3.4 Raising Awareness of this Policy

Wewill raise awareness of this policy via the school website.

4. Areas available for hire

4.1 Available areas

The school will permit the hire of the following areas:

● Main hall

● Jubilee Room (Upstairs with kitchen and toilets)

● Jubilee Hall (downstairs) 

● Outdoor learning Centre (with Kitchen and toilets)

● Nursery

● Staff room

● RainbowRoom

● Library

● Meeting Room

● Outdoor areas

● Playing fields 

● Playground

● MUGA

4.2 Charging rates

The rates per hour for hiring each area during term time are as follows:

Regular booking = £30.00 per hour before 6.30pm

Ad hoc booking = £40.00 per hour before 6.30pm

Rate for hire after 6.30pm, weekends or outside of term time to be agreed on an individual basis with the
School BusinessManager.

5. Charging rates and principles

5.1 Rates

The rates for hiring are listed in the table in the section above.Wemay decide that certain organisations
or activities can use the premises for a reduced rate, or free of charge, if it supports the core aims of the
school.

Wemay impose an additional cleaning fee on top of the hire rates if the premises are not left in a suitable
condition after use.

The charging rates will be reviewed annually.
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5.2 Cancellations

We reserve the right to cancel any agreed hire. A full refundwill be issued if we do cancel a hire. The
school shall not be liable for any indirect or consequential losses, including (without limitation) any loss
of profits, loss of business or the loss of any revenue arising out of the cancellation of any hire.

The hirer of the premises can cancel any hire with aminimum of 14 days’ notice. If less notice than this is
given, the hirer shall not be entitled to a refund.

5.3 Review

The revenue raised from hiring out will be reviewed by the School BusinessManager andwill be
included in the school’s financial reporting.

6. Application process

Those wishing to hire the premises should fill out the hire request form, which you can find in appendix 1
of this policy, and read the terms and conditions of hire set out in section 5.

Approval of the request will be determined by the School BusinessManager in conjunction with the
Headteacher and the SiteManager.

If the request is approved, the school will contact the hirer to confirm. The school will provide written
confirmation, copies of the emergency procedures, Child Protection Policy, Health and Safety
information. The hirer will also need to provide proof of their public liability insurance andwhere
applicable a copy of their own Child Protection Policy, Health and Safety documentation, qualifications
andDBS.

We reserve the right to decline any applications at our absolute discretion, in particular where the
organisation does not uphold the values of the school, or reputational damagemay occur. 

For one off hire, the hire feemust be paid in full once the booking has been confirmed and the invoice
has been issued.

For recurring bookings, an invoice is issued at the end of each half term. The fees will be charged in
arrears and payable within 7 days of receipt of the invoice.

7. Terms and conditions of hire 

“The following terms and conditionsmust be adhered to in the hiring of the school premises. Any breach
of these termswill result in cancellation of future hires without refund. 

1. Hirer” means the person or entity identified in the relevant hire request form.

2. Applications for hire must bemade via the prescribed form on the school website. 

3. The school reserves the right to refuse any application without stating a reason.

4. Theminimum period of hire is one hour.

5. The hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off
any amount owing to the school against any liability, whether past or future, of the school to the
licensee.

6. The hirer shall occupy the part(s) of the premises agreed upon as a non-exclusive license and no
relationship of landlord and tenant is created between the hirer and the school by this licence.

7. The hirer shall not sub-licence any of the premises under the licence.

8. The hirer shall not use the premises for any purpose other than that agreed upon in the licence,
as set out in the hire request form.

9. Any additional uses of the premises not agreed in writing by the school will result in the
immediate termination of the licence.
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10. Access is restricted to those rooms forming the hired area and toilet facilities as directed. An
additional fee of £250.00will be incurred for the use of an unauthorised area.

11. The hirer shall strictly observe the times of hire and shall not exceed these times. Hirers will be
charged additional fees for exceeding time allocation. £25.00 for each 15-minute period from
the expiry of the initial booked session.

12. The school shall retain control, possession andmanagement of the premises and the hirer has
no right to exclude the school from the premises.

13. The hirer shall be responsible for all matters relating to health and safety and shall be
responsible for those in attendance during the specified time andmust take out its own public
liability insurance and shall provide a copy of the relevant insurance certificate no less than 7
days before the start date of the hire.

14. The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or
immoral act on the premises, nor any act that may invalidate any insurance policy taken out by
the school in relation to the premises. 

15. The hirer shall indemnify and keep indemnified the school from and against:

○ any damage to the premises or school equipment;
○ any claim by any third party against the school; and
○ all losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities,

arising directly or indirectly out of any breach by the hirer of the licence or any act or
omission of the hirer or any person allowed by the hirer to enter the premises

16. Save that nothing in the licence shall exclude or limit either party’s liability for personal injury or
death arising from the negligence of either party or any other liability that cannot be excluded
by law, the school shall not be responsible for any losses of a direct or indirect nature, and its
maximum liability to the hirer shall not exceed the total fees paid or to be paid to the school by
the hirer under the licence.

17. The hirer shall not permit any animal (except guide dogs for persons with visual or hearing
impairments) to enter or remain in the hired area unless agreed prior to the hiring period.

18. The hirer shall take reasonable steps to ensure that no noise or other nuisance is created which
would affect others using other parts if the premises or the owners and occupiers of
neighbouring or adjoining properties.

19. Any cancellations by the hirer receivedwith less than 14 days notice will not be refunded.

20. The school reserves the right to suspend or cancel any hiring of the premises without stating the
reasons for doing so. Any cancellations by the school will be refunded, except if cancellation is
due to breach of the terms of the hire prior to the hire period.

21. The hirer will read the critical incident and emergency evacuation procedures and be ready to
follow them in the event of a fire or other similar emergency.

22. The hirer will clean the premises and equipment used after use. They will leave the premises in
the condition it was found in, leaving the area tidy. They will not leave any of their own
equipment behind, unless agreedwith the school.

23. The disposal of refuse bags containing waste shall be the responsibility of the hirer, unless
otherwise agreed. An additional fee of £100.00will be payable if the term is not complied with
andwaste is left on the school site.

24. The hirer shall not display any advertisement, signage, banners, posters or other such notices on
the premises without the prior written agreement from the school.

25. No electrical equipment shall be brought on the school premises without prior consent from the
SiteManager. Any such equipmentmust be PAT Tested

26. Kitchen and catering equipment shall not be used unless approved by the school and subject to
any conditions theymay give.
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27. The premises shall not be used for the sale or display of goods, unless prior agreement has been
received from the school.

28. Where the premises are being hired for sporting activities, evidence of an appropriate and
current coaching qualificationmust be provided.

29. Nomotor vehicles shall be permitted entry on the school site without prior written agreement
form the site manager. Any vehicles entering with consent shall not be parked in amanner
causing obstruction or impedance to themovement, entry or egress of vehicles carrying our
necessary duties for and on behalf of the emergency service.

30. The hirer shall observe themaximum capacity rules of the part(s) of the premises being hired
and not allow this to be breached.

31. The hirer will acquire all appropriate additional licences for any activities they are running,
including those required for use of any third-party intellectual property.

32. The hirer is responsible for carrying out any risk assessments of the premises relating to the
activities they are running.

33. The hirer shall ensure that it has adequate insurance against its liabilities to third parties. A limit
of indemnity of least £5million for any one incident is recommended.

34. The hirer shall comply with all applicable laws and regulations relating to its use of the premises.

35. The school’s premises hire policy, the relevant hire request form submitted by the hirer and the
relevant hire confirmation issued by the school shall apply to and are incorporated in the
licence.

36. If the hirer breaches any of the terms and conditions the school reserves the right to terminate
the licence and retain any fees already paid to the school, without affecting any other right or
remedy available to the school under the licence or otherwise.

37. This licence shall be governed, construed and interpreted in accordance with the laws of
England andWales.

38. The school and the hirer irrevocably agree that the courts of England andWales shall have
exclusive jurisdiction to settle any dispute or claim arising from this licence.

8. Safeguarding

The school is dedicated to ensuring the safeguarding of its pupils at all times. It is a requirement of hire
that hirers abide by the schools’ requirements in respect of safeguarding. Any failure from the hirer in
this respect will result in the hire being terminated.

It is the responsibility of the hirers to ensure that safeguardingmeasures are in place while hiring out the
space. Hirers will be expected to adhere to the DfE’s
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-
practice

If there is a chance that those hiring the premises will come into contact with pupils, for example if the
hire occurs during school hours, or when pupils may be present in the school (during after school clubs or
extracurricular activities), wewill ask for confirmation that the hirers have had the appropriate level of
DBS check. 

The hirer will be required to have appropriate safeguarding procedures in place, including
Safeguarding/Child Protection policy, and shall provide the school with a copy.

The hirer confirms that, should any safeguarding concerns present themselves during the hire of the
school premises, they shall contact amember of the school's safeguarding team as soon as reasonably
practicable.
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The hirer understands that if our school receives an allegation relating to an incident where an individual
or organisation is using our school premises for running an activity for children, wewill follow our usual
safeguarding procedures and inform our local authority designated officer (LADO).

Appendix 1: Hire Request Form

https://docs.google.com/forms/d/e/1FAIpQLSce-yhVYe-RtiRobn-LlW-VVtMT3Pz9OHEDE57uyeMif7D
dPg/viewform?usp=sharing
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