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1. Purpose 

 Permit the school premises and facilities to be hired for supporting the school community. 

 Enable the hiring of the premises and facilities without subsidy from the school delegated 
budget. 

 Charge for the use of the premises to cover the costs of hire and, where appropriate, raise 
additional funds for the school 

 Not let any hiring interfere with the school primary purpose of providing education to its pupils. 

 

2. Areas available for hire 

2.1 Available areas 

The school will permit the hire of the following areas during school term time, before and after the 
school sessions: 

 KS1 hall 

 KS2 hall  

 Other rooms as appropriate 

 Playgrounds and/or field if appropriate 

 

3. Charging rates and principles 

3.1 Rates 

The rates for hiring out the areas may differ depending upon their category. The school may 
determine that certain organisations or activities can use the premises at a reduced rate if it 
supports the core aims of the school. Charges are reviewed annually by Governors and hirers will 
be given one term’s notice of any price change. 

 

3.2 Cancellations 

The school reserves the right to cancel any agreed hiring with immediate notice, a full refund will be 
provided. 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 on an adhoc basis can cancel any hire with a minimum notice of 7 days, 
however a refund of payments made will not be given.  The ongoing longer term hiring’s (before and 
after school clubs) need to provide a notice period of one school term. 

4. Application process 

Organisations wanting to hire the premises should complete the hire request form, appendix 1. 

The hirer should complete and sign the hire request form and submit it to the school office. The 
Headteacher will determine approval of the request. 

If approved an agreement will be issued and once this is returned, signed by the hirer, an invoice for 
payment will be issued. Cleared funds for payment of the invoice must be received in the school 
bank account before any hiring sessions take place. The school will provide the hirer with the 
emergency evacuation procedures and other relevant health and safety documents.  
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The hirer will also need to provide evidence of their current public liability insurance with a minimum 
£5,000,000.00 cover for any one incident across the term of the letting, at least 14 days before the 
hiring commences. 

The school reserves the right to decline any applications at their absolute discretion without 
providing a reason. 

5. Terms and conditions of hire  

Any breach of the following will result in cancellation of future hires without refund.  

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

2. 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. 

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

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

5. 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. 

6. Any additional uses of the premises not agreed in writing by the school will result in the 
immediate termination of the licence. 

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

8. The whole school site is a no smoking and no alcohol/drugs zone, the hirer must enforce this 
with staff/volunteers. 

9. Appropriate footwear must be worn by the hirer and children attending, particularly in the 
Hall, where footwear that may damage or mark the floor, must not be worn. 

10. The hirer must make clear in any advertisement for the service/activity offered on school 
premises that the school does not endorse, have involvement or responsibility for the 
service/activity being provided. 

11. The hirer shall be responsible for all matters relating to health and safety and be responsible 
for those in attendance throughout the hiring. 

12.  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.  

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

a. any damage to the premises or school equipment; 

b. any claim by any third party against the school; and 

c. 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 

14. Save that nothing in the agreement 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 will not exceed the total fees paid or to be paid 
to the school by the hirer under the licence. 



 

5 

 

15. Any cancellations by the hirer will not be refunded. 

16. The hirer must have a mobile phone available although only for use in an emergency 
(contact the school office 01992 308888). 

17. All other staff/volunteers of the hirer are not permitted to have mobile phones in the 
presence of children – the hirer must enforce this. 

18. The hirer must read the emergency evacuation procedures and be ready to follow them in 
the event of a fire or other similar emergency. 

19. The hirer must leave the premises in the condition found, leaving the area clean and tidy and 
not leaving any of their own equipment behind. 

20. 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. 

21. The hirer will observe the maximum capacity rules of the part(s) of the premises being hired 
and not allow this to be breached. 

22. For any third parties invited to run events during the hiring (e.g. children’s parties or 
workshops), the hirer must obtain the prior consent of the school. If consent is given, the 
third parties must be supervised at all times by the hirer whilst anywhere on the school site 
(including car park).  

23. The school may insist upon sight of a DBS certificate in relation to 22. above,  and any 
electrical items with a plug used by the hirer or third party must be portable appliance tested 
by the school site team by prior arrangement, before being used on the school site. 

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

25. Loss – the school does not accept liability for any loss, theft or damage to property bought 
onto the school site on or behalf of the hirer, or damages to vehicles parked in the school car 
park. 

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

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

28. No items of a flammable, dangerous or noxious character may be brought onto school 
premises, including fireworks, candles etc. 

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

30. This policy is to be read in conjunction with the school Emergency Evacuation 
Policy/Procedure, Health & Safety Policy*, Child Protection Policy*, Safeguarding Policy*. 

*available on school website (information>policies). 

6. Safeguarding 

The school is committed to safeguarding and promoting the welfare of children and young people. 

The responsibility for ensuring that safeguarding measures are in place rests with the hirer and not 

the school 

It is the responsibility of the hirer to ensure that safeguarding measures are in place at all times 
throughout the hiring.  

Hirings/Lettings including Pupils of Flamstead End School 
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Where school facilities/premises is being let to organisations providing activities for children, in 
addition to the above requirements, the school will require the following to be in place prior to 
commencement of the hiring; 

 Confirmation the hiring organisation has an appropriate Child Protection Policy and 
procedures in place. A copy must be provided to the school annually for review and 
consideration as to acceptability at least fourteen days before the hiring period commences. 

 Confirmation the hiring organisation has an appropriate Complaints Policy in place. A copy 
must be provided to the school annually for review and consideration as to acceptability at 
least fourteen days before the hiring period commences. 

 Hirers must ensure there is an adequate ratio of staff:children. 

 Hirers must email the school (admin@flamsteadend.herts.sch.uk) with the following 
information for employees and volunteers, before they work with children on Flamstead End 
School premises; 

- Full Name(s) 

- Enhanced DBS certificate (with barred list check) must be obtained, providing school 
with; 

-  a) confirmation the certificate is completely ‘clear’ of entries, b) date of certificate and c) 
certificate number. 

- Written confirmation the hirer has carried out the appropriate pre-employment checks as 
detailed in the latest government publication edition of Keeping Children Safe in 
Education.  

 Hirers must take a register very promptly in each session, and know exactly which children 
they are expecting for each session, should a child not arrive the hirer must call the school 
office immediately to check if they have been absent from school or are ‘missing’. 

 Hirers must have details of adults collecting each child (none must leave on their own 
without express consent of the school office). Hirer to have a clear system in place to 
release children only to the person on their records. 

 Hirers and their staff/volunteers must be familiar with the school emergency evacuation and 
lockdown policies and procedures. However in the event of fire, hirers must be aware of 
where the break-glass is within their area, and set off the alarm whilst leaving the premises 
and making their way towards the designated muster point where a member of school staff 
will meet them. Call the emergency services as quickly as possible whilst other staff check 
all children are accounted for. 

 Hirers are responsible for undertaking risk assessments for their activities; this is not the 
school’s responsibility. In the event of an incident/accident or ‘near miss’, a report must be 
completed by the hirer to include date, time, who witnessed, what happened, who did what, 
the end result. An investigation must be undertaken by the hirer and reported to the school 
office.   

 Hirers must have their own, up to date first aid kit with them at all times. However the school 
office will assist as required whilst open (closes 16:30). 
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Appendix 1: Hire request form 

 

Name of 
applicant/organisation 
and company number 
(where applicable)  

 

Applicant contact 
details 

Address: 

 

Phone no: 

Email address: 

Preferred method of 
contact 

 

Purpose/activity of 
organisation 

 

Part of the premises 
requesting to be hired 

 

Date and time of first 
hire 

 

Is this a recurring 
request, or one off? If 
recurring, indicate the 
frequency and number 
of occurrences (e.g. 
weekly x 1 term) 

 

Number of expected 
participants in the 
activity 

 

Attach Public Liability 
Insurance and 
Employer’s liability 
insurance certificates 

 

Additional equipment 
you will be providing 
yourself 

 

By signing below, I agree to the terms and conditions set out in the school’s premises hire policy. 

Name _____________________________________________________________ Date _______________ 

Signature ______________________________________________________________________________  

 


