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1.  Introduction 

Lettings arrangements relate to the use of the school premises, accommodation and facilities outside of the normal 
school day.  The Governing Body accepts the responsibility for the letting of school premises, for lettings 
arrangements and for setting lettings charges.  

2. Definition  
 “School premises” includes the site, the playing fields and all buildings on them. 
 “Schools buildings” means any building or part of any building forming part of the school other than the 

building described as “other buildings”. 
 “Other buildings” means any buildings or part of the school premises required only: 

o for use in providing meals or other refreshments for pupils attending the school. 
 

3. The Provisions for Lettings Arrangements 

The Governors recognise that the Authority may direct them to provide accommodation on the school premises or 
any part of them on a weekday for any educational purpose or youth activity for which the Authority wishes to make 
provision.  

Subject to any directions by the Authority and the statutory requirements of any Act of Parliament the Governors will 
control the occupation and use of the premises at all times.  

The Governors will accepts responsibility for any expenditure incurred by them in the respect of the school out of 
school hours, such as the cost of heating and lighting.  Other activities, such as lettings to outside bodies, will attract 
payments in advance of hire.  No letting is subsidised from the budget share and any income in respect of any letting 
will be paid into the school’s budget.   

  
 



 
 
 
 Letting charges for the use of one of the following 

 the Main Hall  
 or a single classroom plus the toilet facilities.  

 
 HaLL/Room hire 

Charges per 4 hour period unless 
otherwise stated £60 

Special rules apply to Girlguiding, 
charge per session/week.  £20 

4. Conditions of hire 

The Governors will only consider applications to hire following a receipt of completed copy of Nottinghamshire 
County Council form, Application for Use of Premises (Children and Young People’s Services Form CC.110), see 
appendix A. 

Lettings requests will be considered subject to: 

o The premises not being required for school purposes. 
o The premises not being required for election purposes. 
o The purpose of hiring the premises is agreed by the Head Teacher and Governors and not being 

contrary to the ethos of the school. 
o The availability of school staff to open and secure the premises.  

It is the responsibility of the hirer to obtain and pay for any necessary licences. 

5. Health and Safety 
o The hirer must ensure that activities are conducted under adult supervision in a manner unlikely to cause 

inconvenience to neighbouring property or the public.  
o All hirers must take reasonable care of their own health and safety and that of any other persons who may be 

affected by their acts. 
o During the period of hire you must take all reasonable steps to maintain order and ensure there are no activities 

undertaken which are against the law and contrary to the conditions of this document. 
o IN CASE OF FIRE it is the responsibility of the hirer to familiarise themselves and other users of the premises with 

the fire alarm positions, the location of the firefighting equipment and the school’s exit routes. 
o Hirers are responsible for making their own arrangements of currently trained First Aider and for carrying their 

own first aid equipment. 
o No items of a flammable, dangerous or noxious character may be brought on to the premises. 
o Smoking is not allowed on the premises at any time, this does include all external areas within the perimeter of 

the school grounds. 
o At the end of hiring the hirer will be responsible for ensuring the hired premises are left in a safe and secure 

condition.  
o Any keys are the responsibility of the named person and must be kept secure at all times and reported to the 

school immediately in the event of going missing.  

 

6. Insurance 

The school ensures the premises are insured.  However it is the responsibility of the hirer to ensure that the activity is 
suitably insured (this being public liability insurance of no less than £5,000,000).  



 

 

 

Safeguarding including Preventing Terrorism and Radicalisation 

Any safeguarding incidents that arise during the period of hire (outside of school hours) are the responsibility of the hirer.  
However Sir Edmund Hillary Primary School recognises the need to safeguard and promote the welfare of all children 
therefore the following must be applied by the hirer. 

o All organisations that involve children under the age of 18 years must have a safeguarding policy in place. 
o The policy must include confirmation that DBS checks and risk assessments are carried out. 
o The policy must be reviewed annually. 
o The policy must be available for inspection by the school.  
o Any letting or gathering must not be used for political purposes not previously authorised, the dissemination of 

inappropriate material or other purposes which could be reportable under the statutory Prevent duties or which 
contravene current legislation in any way.  

It is a requirement that all users of the premises have read and comply with our Child Protection Policy and the DfE 
Keeping Children Safe in Education in guidance.  A copy of this is available from the school office.  
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