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Document History

Change
Reference

Section 6 KCSIE 2023 says in paragraphs 166 and 167 that when
schools hire their premises to organisations that work with
children, they should check that the guidance in 'After-
school clubs, community activities and tuition: safeguarding
guidance for providers' (DfE, September 2023) is being
followed. Section 6 has been updated to reflect the
checklist of safeguarding arrangements recommended in
this guidance which was updated in September 2023.

Date Summary of Change

October 2023

3.1 For block bookings, payment must be made by standing
order, where the annual amount will be worked out and

spread over monthly payments.
June 2024 29

Price increase for community rates from £16.50
ph to £20 ph
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1. Aims and scope
We aim to:

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

° 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

° Not let any hiring out of the premises interfere with the school’s primary purpose of providing
education to its pupils

° Hire out facilities in a way that is safe, following government guidelines and the school’s risk
assessment(s)

2. Areas available for hire

2.1 Available areas

The school will permit the hire of the following areas:

° The school hall

° Classrooms

° Playing fields

° Hard standing playground

2.2 Capacity and charging rates

The maximum capacity and rates for hiring each area are as follows:
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AREA

Sports hall

Classrooms

Playing fields

Hardstanding Playground

CAPACITY

Our maximum capacity is 150
reducing to 80 if tables and chairs
are also being used. Maximum
capacities as stated shall include all
persons attending or present at the
Premises including (but not limited
to) any supervisors, those
participating in activities, parents
and members of the public.

Various depending on which
classrooms —to be determined at
time of hire

3. Charging rates and principles

3.1 Rates

COST

Community £20 per hour
Private £25.00 per hour

Surcharge if keyholding company
used and out of hours heating
expenses.

Community £20per hour
Private £25.00 per hour

Surcharge if keyholding company
used and out of hours heating
expenses.

Community £20 per hour
Private £25.00 per hour

Surcharge if keyholding company
used.

Community £20 per hour
Private £25.00 per hour

Surcharge if keyholding company
used.

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

Requests for additional facilities to be negotiated with the Executive Headteacher.

Any failure to vacate the premises by the time stated on the hire form will be charged at the rate of £10 per

15 minutes.

Payment for the hiring must be paid to the School as required by the Hiring Agreement, but in any event will
be due no later than 30 days from the date of invoice issued by the School to the Hirer. For block bookings,
payment must be made by standing order, where the annual amount will be worked out and spread over

monthly payments.

We may decide to impose an additional cleaning fee on top of the hiring rates.
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3.2 Cancellations

We reserve the right to cancel any agreed hiring with a minimum of 14 days. A full refund will 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 a minimum of 4 weeks If less notice than this is given, the
licensee shall not be entitled to a refund.

3.3 Review

The revenue raised from hiring out will be reviewed by the Resources Committee and will be fed into the
school’s financial reporting, to ensure best value is being achieved.

4. 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.

The hirer should fill out and sign the hire request form and submit it to the school office. Approval of the
request will be determined by the Executive Headteacher.

If the request is approved, we will contact the hirer with details of how to submit payment and make
arrangements for the date and time in question. We will also send on details of the emergency evacuation
procedures and other relevant health and safety documents.

The hirer will also need to provide proof of their public liability insurance to cover to a minimum limit of
indemnity of £2,000,000.00 against third party risks including death or injury to any person or loss or
damage to any property arising out of the use of the Premises by the Hirer. The Hirer will indemnify the
Governing Board against any damage theft losses claims demands actions proceedings damages costs or
expenses arising as a result of the hire of the Premises by the Hirer including the cost of reinstating, repairing
or replacing any part of the Premises or School which is damaged, destroyed, stolen or removed as a result
of the hire of the Premises by the Hirer. The evidence of the Governing Board as to the costs or expenses
incurred shall be accepted by the Hirer as final, on production of reasonable evidence to support the same.

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 damage may occur.

5. Terms and conditions of hire

The following terms and conditions must be adhered to in the hiring of the school premises. Any breach of
these terms will result in cancellation of future hires without refund.

1. “Hirer” means the person or entity identified in the relevant hire request form and must be over the
age of 18.
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.
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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 license.

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

5. The hirer shall not use the premises for any purpose other than that agreed upon in the license, 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 license.

7. All users of the Premises under or by virtue of the hiring shall restrict themselves to the Premises
and shall not enter other parts of the School.

8. During the Period of Hire the Hirer is to be responsible for the efficient supervision of the Premises
including; the effective control of children, the behaviour of all persons using the Premises, the orderly and
safe admission and departure of persons to and from the Premises, the safety of the premises and the
contents of the Premises.

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

10. 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 and must take out its own public liability insurance with a
reputable insurer approved by the school and, where requested by the school, shall provide of copy of the
relevant insurance certificate no less than 10 days before the start date of the license.

11. Great Linford Primary School will not be liable for any loss due to any breakdown of machinery,
failure of electricity or gas, leakage of water, damage by fire, government restrictions, or any other
unforeseen event which may cause the premises to be temporarily closed or the hiring to be interrupted or
cancelled.

12. If emergency assistance is required during your hire, or in the event of maintenance problems ie.
Burst pipe etc, contact Securitas on 01908 316999. Your deposit will be returned after the event in full,
unless there is a need to deduct a cost for repair or maintenance.

13. 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.

14. 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 license or any act or omission of the hirer or any person
allowed by the hirer to enter the premises

15. Save that nothing in the license 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 license.

16. Any cancellations by the hirer received with less than 4 weeks notice will not be refunded.

17. Any cancellations by the school made with at least 14 days’ notice will be refunded.
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18. The hirer will read the emergency evacuation procedures and be ready to follow them in the event
of a fire or other similar emergency. The Hirer shall take all reasonable steps to ensure that all persons using
the Premises by virtue of the Hiring Agreement are also familiar with the emergency procedures such as the
meeting point following an emergency evacuation. In the event that the emergency procedures are not sent
to the Hirer with the Hiring Agreement, it is the responsibility of the Hirer to ensure that they contact the
School Representative immediately in order to make arrangements to receive the document.

19. The hirer shall ensure that: all persons in charge are familiar with fire-fighting equipment; Fire-
fighting apparatus at the Premises is kept in its proper place and only used for its intended purpose; the Fire
Brigade is called by the Hirer to any outbreak of fire however slight and details of the occurrence shall be
given to the School representative; no obstructions are placed in the gangways or exits, nor in front of
emergency exits and such exits must be available for free access and egress at all times; the emergency
lighting supply is turned on throughout the period of hire and illuminates all exit signs and routes; no
performances or uses take part which could involve danger to the public; no highly flammable substances
are brought onto or used in any part of the Premises; No smoke machines are used; no unauthorized heating
appliances are used on the Premises; no use of naked flame is permitted including candles or joss sticks; it is
the responsibility of the Hirer to undertake any necessary gritting and salting upon entry when weather
conditions require it; children should never be unsupervised on any part of the premises at any time.

20. The Hirer shall ensure that: no lighting, heating, power or other electrical fittings or appliances in the
Premises are altered, moved or in any way interfered with; no additional lights or extensions from the
existing electric fittings are used without the prior consent of the School and any electrical appliances
brought onto the Premises have been tested for electrical safety.

21. The Hirer shall ensure that a person with appropriate first aid skills is present at the Premises during
the Period of Hire. The Hirer must ensure that a suitable first aid kit is provided for use by such person during
the Period of Hire.

22. No bolts, nails, tacks, screws, pins or any other like object shall be driven into any part of the
premises by the Hirer, nor shall any placards or other articles be fixed to any part of the Premises,

23. No advertisements of any type are to be displayed inside or outside of the Premises by the Hirer
without the prior approval of the School.

24. No alterations shall be made to the Premises by the Hirer, either in construction, fixtures, fittings,
exits or otherwise without prior approval of the School.

25. School Halls are used by children for PE and no substance is to be applied to floors by the Hirer to
prepare them for dancing or any other activity. Only non-marking soles may be worn in the hall and no
stilettos shoes to be worn in the hall.

26. The hirer will leave the premises in the condition it was found in, leaving the area clean and tidy and
all equipment and furniture cleaned and stored away in zones in cupboard as demarcated by yellow lines on
floor and with chairs stacked no higher than nine high for safety and not leaving any of their own equipment
behind. All rubbish should be bagged up and taken home for disposal. In particular, both nappies and food
waste if left in school can cause a health hazard — for this reason there will be a fine levied if either are left
are left on the premises at the end of the hire period.

27. The premises must be made secure at the conclusion of the period of occupation, all windows and
doors closed and locked, all lights and electrical appliances switched off and checks made that all taps etc
are also turned off, and that all members of the public and other guests leave the premises.

28. The Hirer shall ensure that the premises, or fitting, fixtures or furniture at the premises are not
subjected to undue wear and tear.
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29. The Hirer is to take good care of and not cause any damage to the Premises or to any fittings
equipment or other property in the Premises and the Hirer is to make good and pay for any such damage
caused by any act or neglect of the Hirer or anyone permitted by the Hirer to enter the Premises.

30. The hirer shall ensure that no animal is brought into the premises or allowed to enter the premises
without the consent of the School (except guide dogs for the blind or hearing dogs for the deaf).

31. No School PE equipment, including benches and mats, should be used without the express
permission of the School; any damage to equipment will incur the cost of full replacement.

32. 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.

33. The hirer may not sell or allow to be sold on the Premises any food, refreshments or goods without
first obtaining written permission of the Governing board; and shall if selling food, refreshments or goods on
the Premises, comply with all relevant legislation.

34, The Hirer shall ensure that any music played at the Premise, or noise levels from functions or
activities taking place on the Premises, do not cause a nuisance either within the School or to surrounding
premises or any nearby residential accommodation.

35. The Hirer must ensure that cars belonging to patrons are not parked so as to cause an obstruction at
the entrance to, or exits from the School and do not obstruct or delay access to the School by emergency
vehicles. Patrons cars should also not obstruct the highway outside the School or access to adjacent private
property.

36. It is the responsibility of the Hirer to obtain any consent in respect of copyright and to pay all such
fees relating to the same. Save in certain circumstances, it is illegal to photocopy music or plays without the
express permission in writing of the copyright holder.

37. The Hirer must give the School Business Manager at least 4 weeks’ notice of a stage play production
and the Hirer must obtain all licenses required for the stage play production

38. The Hirer who uses recorded music in its activities is responsible for checking whether a license is
required from Phonographic Performances Limited (PPL) and if so, to obtain one. Any Hirer performing live
music is responsible for checking whether a Performing Rights Society (PRS) license is required and if so, to
obtain one.

39. The Hirer must obtain a public entertainments license from Milton Keynes Council for any public
music, singing and dancing.

40. Nothing shall be done in the Premises or at the School by the Hirer in contravention of the law relating
to betting, gaming and lotteries, and the Hirer shall ensure that the requirements of the relevant legislation
are strictly observed.

41. The Hirer shall ensure that no intoxicating liquors are permitted to be bought, sold or consumed on
any part of the Premises or the School without the express permission in writing of the Governing Board. No
application shall be made by or on behalf of the Hirer seeking any licence or permission to sell alcoholic liquor
without the prior express permission in writing of the Governing Board.

42. The Hirer shall ensure that no person shall give at the Premises any exhibition, demonstration, or
performance of hypnotism, mesmerism or any similar act.
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43. The Hirer is advised that smoking is not permitted anywhere in the Premises, or anywhere on the
School grounds or immediately outside the School premises and shall ensure that his patrons comply with this
requirement.

44, The hiring does not entitle the Hirer to use or enter the Premises at any other time than the Period of
Hire unless prior arrangements have been made and agreed with the School Representative

45, Throughout the Period of Hire, the right of entry to the Premises is reserved to any duly authorised
officers or employees of the School, their agents or contractors and any emergency service. Great Linford
Primary School reserves the right to terminate any hiring at their absolute discretion as a consequence of any
action, state or condition revealed as a result of such a visit.

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

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

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

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

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

51. The Governing Board will not be liable for the death of or injury to any person attending the
Premises for the hiring or for any losses claims demands actions proceedings damages costs or expenses or
other liability incurred by the Hirer in the exercise of the rights granted by this agreement except where such
death or injury is due to the negligence of the Governing Board.

52. The Governing Board will not under any circumstances accept responsibility or liability in respect of
any damage to or loss of any goods articles or property of any kind brought into or left at the Premises either
by the Hirer for his own purposes or by any other person or left or deposited with any officer or employee of
the School, nor shall it be liable for any loss due to any flood, fire, act of God or other cause beyond the
reasonable control of the Governing Board which may cause the Premises to be temporarily closed or the
hiring to be interrupted or cancelled.

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

54, This license shall be governed, construed and interpreted in accordance with the laws of England
and Wales.
55. 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 license.

56. The Hirer must not discriminate, or permit others acting on his behalf to discriminate, in any of its
activities held in the Premises, on the grounds of race, colour, nationality, sex, religion, marital status or
disablement.

57. Applications for hire of the Premises shall be treated equally, regardless of race, colour, nationality,
sex, religion, marital status or disablement.
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58. The Governing Board shall have the right to refuse any application for use of the Premises, subject to
any statutory requirements or the requirements of Great Linford Primary School and reserves the right to
refuse any application for hire if in the opinion of the School the premises are to be used for an unsuitable
purpose.

59. We do not accommodate casual events apart from extra bookings for our block booking hirers.

60. The school reserves the right to make changes to the area hired, either temporary (ie. when staging
is erected for a performance), or permanent. It is first and foremost a school and the facilities will be
arranged to meet the needs of our pupils and staff.

6. Safeguarding
The school is dedicated to ensuring the safeguarding of its pupils at all times.

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 extra-
curricular activities), we will ask for confirmation that the hirers have had the appropriate level of DBS check.

It is the responsibility of the hirers to ensure that safeguarding measures are in place while hiring out the
space. Hirers are expected to abide by After-school clubs, community activities, and tuition Safeguarding
guidance for providers (Department of Education, 2023.) which clearly details what safeguarding
arrangements should be in place, with a checklist of safeguarding arrangements on page 11 and 12 that
hirers should follow.

It is a requirement of hire that hirers abide by the schools’ requirements in respect of safeguarding. Based on
the checklist of safeguarding arrangements outlined in After-school clubs, community activities, and tuition
Safeguarding guidance for providers (Department of Education, 2023.) the school requires the following:

° Hirers must have an effective safeguarding and child protection policy in place and a copy must be
supplied to the school. It should include

- Who the DSL is
- Who parents/carers should contact if they need to raise safeguarding concerns

- Clear procedures on what to do if there are concerns or allegations made about a staff member,
volunteer or another adult who may pose a risk of harm to children

- Details of the safer recruitment protocols in place

° The hirer must ensure that all staff/volunteers have had safeguarding training and details of
this/copies of training certificates should be supplied to the school

° Hirers should have a staff behaviour policy/code of conduct and a copy should be supplied to the
school
° If any hire involves the care or supervision of children (those under age of 18) —then all

staff/volunteers should have a DBS check. The hirer should provide the school with a list of all staff with a
copy of their ID and DBS certificate number which the school will store as part of their Single Central Record.

° Hirers must ensure that there is a person present who has had first aid training, including paediatric
training where children aged 5 and under are attending the hirer’s provision, and that they have been
provided with a suitable first aid kit. A copy of staff first aid training certificates should be supplied to the
school.
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° Hirers must ensure there are also the following policies and procedures in place and copies must be
provided to the school:

- Complaints policy
- Health and Safety policy
- Whistleblowing policy

Any failure from the hirer in respect to these safeguarding requirements will result in the hire being
terminated.

The hirer confirms that, should any safeguarding concerns present themselves during the hire of the school
premises, they shall contact the school’s designated safeguarding lead as soon as reasonably practicable.

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, we will follow our usual
safeguarding procedures and inform our local authority designated officer (LADO).

7. Monitoring arrangements

We will review and update this policy when the guidance on which it is based changes, or when this version
of the policy otherwise stops being applicable.

Any updates to this policy will be shared with the full governing board.
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Appendix 1: Hire request form

Before filling out a request form, please familiarise yourself with our terms and conditions for the hire of our
premises and our rates of hire, which you can find in sections 2 and 5 of this policy. If you have any
guestions, please contact the School Business Manager on 01908 605027 or email
finance@greatlinfordprimaryschool.co.uk

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

If an organisation, name
of person representing
the organisation

Applicant contact details | Address:

Phone no:

Email address:

Detail of the hirers public | Name of insurer:
liability insurance to

cover the hiring. Policy number:

Amount of insurance cover provided:

Date of expiry of policy:

Preferred method of
contact

Purpose/activity of
organisation

Part of the premises
requesting to be hired

Date and time of first hire
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Is this a recurring
request, or one off? If
recurring, indicate the
frequency and number of
occurrences (e.g. weekly,
10 weeks)

Number of expected
participants in the activity

Additional equipment
you will require from the
school (please note we
may not always be able
to provide this, but will
inform you where this
is/is not possible)

Additional equipment
you will be providing
yourself

Confirmation and details
of the
policies/procedures and
the assurances we will
need to see (Please tick)

An annually updated Safeguarding and child protection policy,
which includes:

° Who the DSL is

° Who parents/carers should contact if they need to raise
safeguarding concerns

° Clear procedures on what to do if there are concerns or
allegations made about a staff member, volunteer or another
adult who may pose a risk of harm to children (may be in a
separate low level concern or allegations policy)

° Details of the safer recruitment protocols in place (may
be in a separate safer recruitment policy)

An annually updated letter of assurance stating that all
staff/volunteers have had safeguarding training and details of
this. Copies of certificates provided.
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If any hire involves the care or supervision of children (those
under age of 18) —then all staff/volunteers should have a DBS
check. The hirer should provide the school with a list of all staff
with a copy of their ID and DBS certificate number which the
school will store as part of their Single Central Record.

Staff behaviour policy/code of conduct

Hirers must ensure that there is a person present who has had
first aid training, including paediatric training where children
aged 5 and under are attending the hirer’s provision, and that
they have been provided with a suitable first aid kit. An
annually updated letter of assurance stating that training has
happened and the details of this. Copies of staff first aid training
certificates should be supplied to the school.

Complaints policy

Health and Safety policy

Whistleblowing policy

By signing below:
° | agree to the terms and conditions set out in the school’s premises hire policy.

° | confirm that, should any safeguarding concerns present themselves during the hire of the school
premises, | will contact the school’s designated safeguarding lead as soon as reasonably practicable.

° | understand that if the school receives an allegation relating to an incident involving an individual
from my organisation using the school premises, the school will follow their usual safeguarding procedures
and inform the local authority designated officer (LADO).

Name Date

Signature
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Please return this form via email to:

Finance@greatlinfordprimaryschool.co.uk

or to the school office at:

Great Linford Primary School,
St Leger Drive,

Great Linford, Milton Keynes,
MK14 5BL

We will be in touch to inform you if your application is successful, and if so details of the full cost and
documents that will need to be shared.

Premises Hire Policy Live October 2025

15


mailto:Finance@greatlinfordprimaryschool.co.uk

