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Freegrounds Infant School 

Hire and Lettings Policy 

 

 
Rationale 

School governors have control over the school’s premises. The Governors of Freegrounds Infant School 

accept the principle that both the school and community can benefit from the use of the school buildings 

for non-school purposes.  

Aim 

To provide a clear guidance and procedure for lettings.  

Lettings 

The school wishes to be an integrated part of the community and local infrastructure.  

The letting charge aims to recover the economic cost of the school incurred by the letting, with a small 

additional contribution to the school funds, where appropriate.  

The letting charge should be reviewed annually and in the light of the local circumstances i.e. the rates 

that local schools are charging.  

Hire Periods and Charges 

Type of hire Cost of hire per hour 

Hall hire during Site Manager’s normal working 

hours (3.30pm-6pm) 

£9.25 

Hall hire outside of Site Manager’s normal working 

hours. This is subject to a minimum of 2 hours. 

£22.50 per hour * 

Plus £150 security deposit. This is returnable upon 

termination of contract. Any damage to property 

or contents sustained during the hire period will be 

deducted before any monies returned. 

Hall hire on a weekend between 9am and 9pm. This 

is subject to a minimum of 2 hours 

£50 per hour * 

Plus £150 security deposit. This is returnable upon 

termination of contract. Any damage to property 

or contents sustained during the hire period will be 

deducted before any monies returned. 

Clubs that run directly after school, for the sole 

benefit of pupils at Freegrounds Infant School. 

Free of charge 

These changes will take affect from 1st September 2023. Groups that currently hire the hall will be given a 

minimum of 30 days written notice of any change to charges.  

*Please note these costs include the Site Managers fee for being on site during your period of hire. 

Notes 

• An additional charge will be made to cover Site Manager costs, if applicable. These charges are a 

minimum of £14 for unlocking and £14 for re-locking on each letting, held outside of regular school 

opening hours (6.30am – 6pm Monday – Friday). Charges will be determined on a case-by-case basis. 

This is at the discretion of the Headteacher whose decision is final. 
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• These charges are for guidance only and may be changed according to the requirements of the 

hirer.  

• If more than one room is required, the charge will be negotiated with the hirer to ensure that 

costs of the school are covered. 

• For sole use on a Sunday the above charges will be doubled. 

• The above charges do not include VAT. VAT will be charged if applicable e.g. if the 

hall/field/playground is let for sporting purposes and the school’s equipment is being used.  

• Fees will be payable 14 days in advance for new bookings. Bookings will not be confirmed until 

payment has been received. In the event of regular/repeat bookings all hire charges must be paid 

within 14 days of the invoice being issued.  

Availability  

School functions and events will always take precedence over lettings, every effort will be made to inform 

users of unavailability as far in advance as possible. Classrooms/other learning spaces will only ever be let 

for training purposes where a member of school staff is present.  

Conditions 

All lettings are at the discretion of the Headteacher and subject to any exclusions e.g. building works 

which may present a potential fire/escape hazard and health such as infections and skin disorders that 

may arise.  

Facilities must be returned in the original condition found upon lease. If they are not, a further charge 

may be made and this cost will be at the discretion of the Headteacher. The decision on the charges to be 

applied are final. 

Users will only be allowed to use the school and premises once they have signed the appropriate letting 

undertaking.  

Also read this policy in conjunction with the Charging and Remission Policy.  

Contact 

Via the school office (01489 782075) 

Appendices  

Appendix 1 – Application form for the hire of the school premises 

Appendix 2 – School Premises Hire Agreement 

Appendix 3 – Hire of playing field 

Appendix 4 – Lettings – Log of Hirers 

 

Agreed by Governors: 19th July 2023 

Revise: July 2025 

Review annually 
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Appendix 1 

Application Form for Hire of School Premises 

Privacy Notice 

The school collects personal information form you in order to process your application to hire school 

premises.  

The legal basis for the School’s use of your personal information is it is necessary for the performance of 

a contract. The school will keep your personal information stored securely.  

Your personal information will be retained in accordance with the School’s retention schedule.  

You have some legal rights in respect if the personal information we collect from you. Please see our 

website https://www.freegrounds-inf.hants.sch.uk/policies/ for further details.  

You can contact the School’s Data Protection Officer at adminoffice@freegrounds-inf.hants.sch.uk  

If you have a concern about the way we are collecting or using your personal data, you should raise your 

concern with us in the first instance or directly to the Information Commissioner’s Office at 

https://ico.org.uk/concerns  

 

Applicant  

Applicant’s Name/Organisation Name (organisation company, charity number) 

________________________________________________________________________________ 

Address _________________________________________________________________________ 

Telephone No. ____________________________________________________________________ 

 

Facility Required 

________________________________________________________________________________ 

Date(s) of hire ____________________________________________________________________ 

Time of hire: From _______________ to _______________ (include setting up and clearing down time) 

Accommodation required _____________________________________________________________ 

Purpose of hire ____________________________________________________________________ 

Number of people attending __________________________________________________________ 

Will food be consumed on the premises? Yes / No 

If yes will the food be prepared on or off the premises? _____________________________________ 

Will music be played on the premises? Yes / No (if yes relevant licences must be produced) 

Will electrical equipment be brought into the premises? Yes / No (if yes equipment must be PAT tested) 

  

https://www.freegrounds-inf.hants.sch.uk/policies/
mailto:adminoffice@freegrounds-inf.hants.sch.uk
https://ico.org.uk/concerns
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Application 

I hereby apply for use of the premises in accordance with the information provided above.  

I agree to abide by the terms and conditions of the hire and safety instructions provided to me.  

I agree to pay the sum of £_______ upon receipt of invoice in accordance with the School’s payment 

terms for the above hire including VAT where applicable. I understand that hire charges are subject to 

annual review.  

I agree to provide the indemnity required by the terms and conditions and will produce the insurance 

certificate prior to the date of hire. I understand that the hire may not take place if an insurance 

certificate is not produced.  

I declare that to the best of my knowledge and belief, the information provided by me is correct.  

Signed (Applicant) _________________________________________________________________ 

Date ___________________________________________________________________________ 

Name ___________________________________________________________________________ 

 

Consent for Hire 

This application for hire has been approved on behalf of the school: 

 

Signed __________________________ Date _______________________________ 
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Appendix 2 

School Premises Hire Agreement  

The agreement, together with the form of application to hire school premises, shall constitute the 

contract between the School and the Hirer(s). 

This agreement gives the Hirer a licence to use the premises during the times specified: 

Date(s) and Times of Hiring 

Start Date _______________________ 

End Date ________________________ (‘the Hire Period’) 

The Governing Body of Freegrounds Infant School permit: 

[insert full details of the Hirer including registered address and company, charity number if incorporated ] 

('the Hirer') to use the Premises at the date(s) and times indicated in the conditions below: 

1. STATUS OF THE HIRER 

1.1  The hire agreement is personal to the Hirer only, and nothing in it is intended to have the effect of 

giving exclusive possession of any part of the School or of creating any tenancy between the 

Governing Body or the Local Authority who owns the Premises (‘Local Authority’) and the Hirer. 

2. PRIORITY OF USE 

2.1  The Head Teacher will resolve conflicting requests for the use of the Premises, with priority at all 

times being given to School functions. 

2.2  In the event of any conflict arising in relation to the use of the Premises where the School requires 

the use of the Premises, the School shall use reasonable endeavours to provide the Hirer with 

alternative accommodation. 

3. ATTENDANCE 

3.1  The Hirer shall ensure that the number of persons using the Premises does not exceed………………………….  

(maximum 30 for a classroom, 150 for the hall) 

4. PUBLIC SAFETY 

4.1  The Hirer shall be responsible for the prevention of overcrowding (such as would endanger public 

safety), and for keeping all gangways, passages and exits clear. 

4.2  The Hirer shall be responsible for providing adequate supervision to maintain order and appropriate 

conduct at all times. 

4.3  The Hirer shall take all necessary precautions to protect the public, School pupils and staff from 

any harm arising from any actions taken whilst on the Premises or the Hirer use of it.   

4.4  The Hirer must not do or allow anything that cause a nuisance or annoyance, disturbance, 

inconvenience, injury or damage to the School, or other users of the School or neighbouring premises. 
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4.5  The Hirer shall ensure that its staff behave in a responsible manner consistent with its presence on 

a school site and ensure compliance with Health, Safety and Welfare legislation in relation to the 

Hirer’s use of the Premises.  The Hirer will be given a copy of the School’s Health and Safety Policy.  

Compliance with this policy is mandatory. 

5. PERMITED USE 

5.1  The Premises are only to be used for [include the permitted purpose].                         

5.2  The Hirer is not permitted to use the Premises during the week surrounding the public holidays of 

Christmas Day and Boxing Day. 

5.3  Any adults working with the School’s pupils must be appropriately qualified and meet the 

requirements of clause 24 of this agreement. 

6. DAMAGE, LOSS OR INJURY 

6.1  The Hirer shall pay the cost of any loss or damage to the School or any property arising from the 

hiring. 

6.2  The Hirer warrants to the Governing Body that it has appropriate public liability insurance to cover 

all its legal liabilities for accidents resulting in injuries to persons (including all participants in the 

activity for which the Premises are being hired), and/or loss of or damage to property, including the 

hired Premises, arising out of the hiring. The minimum limit for this insurance cover is £10 million. 

The Hirer must produce the appropriate certificate of insurance cover before the hiring of the 

Premises can be confirmed. 

6.3  The Hirer or its personnel shall not cause or permit anything which will invalidate the School’s 

insurance policy. 

6.4  Neither the Governing Body, the School, nor the Local Authority, will be responsible for any injury 

to persons or damage to property arising out of the hiring of the Premises and the Hirer shall 

indemnify the School, Local Authority, Governing Body (as appropriate) in the event of any claim for 

loss, damage or injury arising out of and or in connection with the hire. 

7. FABRIC, FURNITURE AND FITTINGS 

7.1  School furniture and fittings, (including electrical installations) shall not be removed or interfered 

with in any way. 

7.2  No fittings or decorating of any kind necessitating drilling, or the fixing of nails or screws into 

fixtures which are part of the School fabric, are permitted. 

7.3 No treatment shall be given to prepare a floor for dancing and the wearing of stiletto heels is 

prohibited. 

7.4  Only authorised persons shall use steps or ladders. 
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8. SCHOOL EQUIPMENT 

8.1  Use of School equipment must be agreed in advance of the Hire Period. 

8.2  Responsible adults must supervise the use of any equipment and ensure its safe return. The Hirer 

shall be liable for any damage, loss or theft of School equipment caused as a result of its actions, 

and the Hirer shall be responsible for the equipment’s (School’s or otherwise) safe and appropriate 

use. 

8.3  Only suitable footwear should be worn in the hall.  Sports equipment can only be used when an adult 

with recognised qualifications for the proposed activity is personally supervising at all times.  For 

further guidance, the hirer should consult the regulations described in the HCC document ‘Safety in 

Physical Education’ available at the School. 

9. ELECTRICAL EQUIPMENT 

9.1  Any electrical equipment brought by the Hirer onto the School site must have a certificate of safety 

from a qualified electrical engineer. The intention to use any electrical equipment must be notified 

on the application to hire. 

9.2  Noise levels must be contained to a reasonable level at all times and after 8.00pm no noise shall be 

audible in any of the neighbouring houses and flats. 

10. CAR PARKING FACILITIES 

10.1  Subject to availability, car parking facilities may be used by the Hirer and other adults using the 

Premises. Parking shall be for the purpose and times specified in this Hire agreement and not at any 

other times. The Governing Body and the School accept no responsibility for loss or damage to any 

vehicle/property left within the school grounds.  Users of the car park must follow the signposted 

instructions to drive carefully as children are in the area.  It is the responsibility of the Hirer to 

ensure these instructions are complied with. 

11. TOILET FACILITIES AND PLAYGROUND 

11.1  Access to the School’s toilet facilities is included as part of the hire arrangements. 

12. FIRST AID FACILITIES 

12.1  There is no legal requirement for the School to provide first aid facilities for the Hirer. It is the 

Hirer’s responsibility to make their own arrangements, such as the provision of first aid training for 

supervising personnel, and the provision of a first aid kit, particularly in the case of sports hiring. 

12.2  Use of the School’s resources is not available. 

13. FIRE REGULATIONS & SAFETY 

13.1  The School shall arrange for a member of staff before the Hire Period of the Premises to explain 

the fire procedures to the Hirer and shall inform the Hirer of any changes to the fire procedures 

during the Hire Period. 
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13.2  A written copy of the School’s fire evacuation procedures will be issued to the Hirer upon their 

request. 

13.3  No open fires or candles shall be used on the School premises without the express consent of the 

Head Teacher. Where such consent is given, it is the responsibility of the Hirer to ensure that all 

fire safety regulations are met and that the appropriate risk assessments are undertaken. The 

School reserves the right to request copies of the relevant risk assessments. 

13.4  To avoid the risk of damage from fire to the School or surrounding land, the Hirer shall not release 

or permit anyone under its control to release balloons, Chinese or sky lanterns (Sky Lanterns) or 

anything of a similar nature whatsoever near or at the Premises.  

13.5  Official exit ways and fire exits must be kept clear at all times. 

14. FOOD AND DRINK 

14.1  No food or drink may be prepared or consumed on the Premises without prior arrangement (at the 

time of hire) with the School. 

14.2  Where the Hirer caters food within the Hire Period, the Hirer shall observe all relevant health and 

safety, food health and hygiene legislation and regulations. The School shall have the right to observe 

the preparation and service of food. 

14.3  All litter must be placed in the bins provided. 

15. SMOKING 

15.1  The whole of the School premises (including the outdoor grounds of the School) is a non-smoking 

area, and smoking (including e-cigarettes) is not permitted anywhere on the School site. 

16. ALCOHOL 

16.1  Alcohol must not be consumed on the School premises and grounds except with the prior written 

approval of the School.   

17. GAMBLING 

17.1  No sweepstake, raffle, tombola, lottery or other form of gambling is to be permitted to take place 

on the Premises without the prior written consent of the School. 

18. ANIMALS 

18.1  Animals are not permitted to enter the School or its grounds (except for service dogs) without the 

prior written consent of the School. 

19. OTHER RESTRICTIONS ON USE 

19.1  The Hirer shall not permit the Premises to be used for any political purposes. 
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19.2  The Hirer shall not permit any person who it allows onto the Premises who is or becomes drunken or 

disorderly to remain upon any part of the School premises and grounds. 

19.3  The Hirer shall not permit the Premises to be used for any unlawful purposes or in an unlawful way. 

20. COPYRIGHT OR PERFORMING RIGHTS 

20.1  The Hirer shall not, during the occupancy of the Premises, infringe any subsisting copyright or 

performing right, and shall indemnify the Local Authority and the Governing Body against all sums of 

money which they may have to pay by reason of an infringement of copyright or performing right 

occurring during the Hire Period covered by this agreement. 

21. TRANSFER OR SUB-LICENCING 

21.1  The Hirer shall not transfer this hire agreement or sub-licence the Premises to another person(s). 

22. CHARGES 

22.1  The initial charge will be [£         per hour and will be payable Half Termly in advance]. 

22.2  There will be a review at the end of year [                and a further review at the end of year three] 

22.3  The School reserves the right, on proper notification, to invoice the Hirer for any charges arising 

from excessive cleaning time incurred as a result of the Hirer failing to leave the accommodation in 

a reasonable condition, or for repair of the premises or equipment damaged by the Hirer, or resulting 

from the Hirer failing to vacate the premises by the time stipulated in the hire form. 

23. LICENCES 

23.1  The Hirer is responsible for obtaining all necessary licences, consents and/or permissions which may 

be required from any source in connection with this hiring and the activity stated in these terms and 

inspection of such licences may be requested by the School prior to hiring. 

24. DISCLOSURE AND BARRING SERVICE CLEARANCE 

24.1  Where the Hirer is involved in Regulated Activities as defined in the Safeguarding Vulnerable Groups 

Act 2006, (as amended), the Hirer shall ensure that all individuals engaged in the provision of the 

Service and or activities are subject to a valid enhanced disclosure check undertaken through the 

Disclosure and Barring Service (“DBS”) including a check against the adults' barred list or the 

children's barred list, as appropriate in line with Hampshire County Council’s (HCC procedure for DBS 

checks. The Hirer shall ensure that such checks are carried out in advance of the Hire Period.   

25. VARIATION OF SCALES OF CHARGES AND CANCELLATIONS 

25.1  The Hirer acknowledges that the charges may be increased from time to time. The School will review 

the charges to be made on an annual basis. 
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25.2  All hiring is at the discretion of the School acting on behalf of the Governors of the School.  Regular 

Lettings will be for a probationary period of six weeks.  Lettings will be reviewed termly.  The hiring 

may be cancelled by the Hirer or the School provided that at least half a terms notice is given. 

25.3  It is the Hirer’s responsibility to notify interested parties in writing (where appropriate) of any 

changes in dates or venues at least a week in advance of the Hire Period. 

25.4.  The School reserves the right to cancel any hiring in the event of unforeseen circumstances. 

25.5  The School reserves the right to cancel any hiring if the Hirer has failed to disclose material 

information concerned the proposed hire or if there are reasonable grounds to conclude the 

Conditions of Hire may be breached to a material extent. 

25.6  In the event of (25.4) all hiring fees will be refunded to the Hirer but the School shall have no 

further liability to the Hirer.  In the event of (25.5) any refund of hiring fees will be at the discretion 

of the School. 

26. SECURITY  

26.1  If the Hirer is provided with keys to the Premises, keys should not be passed to any other person 

without direct permission of the Head Teacher of the School. 

26.2  The Hirer shall take all necessary action to ensure the security of the School Premises and to comply 

with all reasonable requirements and instructions by the School for the proper running of the School. 

In this respect the Hirer shall maintain regular and frequent contact and liaise with the Head 

Teacher to ensure that all such requirements/instructions are met. 

27. RIGHT OF ACCESS 

27.1  The School reserves the right of access to the Premises during any hiring and the Head Teacher or 

members of the Governing Body may monitor activities from time to time. 

28. CONCLUSION OF THE HIRING  

28.1  The Hirer shall, at the end of the Hire Period, leave the Premises in a tidy condition, and ensure all 

equipment is returned to the correct place of storage. If this is not adhered to, the Hirer may incur 

an additional cost. 

29. VACATION OF PREMISES 

29.1  The Hirer shall ensure that the Premises are vacated promptly at the end of the Hire Period. 

30. PROMOTIONAL LITERATURE/NEWSLETTERS 

30.1  In the event the Hirer wishes to distribute information a draft copy of any information to be 

distributed to participants or through the School must be sanctioned by the Head Teacher a week 

prior to any such distribution by the Hirer. 
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31. COMPLAINTS 

31.1  Any complaint relating to the hiring of the Premises should be in writing to the Head Teacher who 

will investigate and respond. 

32. DATA PROTECTION 

32.1  The School and the Hirer acknowledge their obligations under the General Data Protection Regulation 

and the Data Protection Act 2018 (‘the Data Protection Legislation’) and will comply with their 

obligations under the relevant Data Protection Legislation in force at the time. 

32.2  The School is a Data Controller (as defined in the General Data Protection Regulation) in respect of 

personal data it processes for the performance of this agreement. The School shall be responsible 

for dealing with any data subject rights requests made to them and for any data breaches that they 

are responsible for. 

32.3  The Hirer will be a separate Data Controller (as defined by the General Data Protection Regulation) 

in respect of any personal data it processes. The Hirer shall provide appropriate privacy notices as 

required by the Data Protection Legislation. The Hirer shall be responsible for dealing with any data 

subject rights requests made to them and for any data breaches that they are responsible for. 

32.4  The School’s legal basis for processing the Hirer’s personal data is that it is necessary for the 

performance of this agreement. The School will not use the Hirer’s personal data for any other 

purpose.  

32.5  The School has collected the following personal data from the Hirer: 

● The Hirer’s name  

● The Hirer’s address 

● The Hirer’s telephone number 

32.6  The School will process the Hirer’s personal data in accordance with the privacy notice provided to 

the Hirer. 

32.7  The School shall store the Hirer’s personal data securely. 

32.8  The School shall keep the Hirer’s personal data in accordance with the School’s retention schedule 

and in any event no longer than is necessary. 

32.9  The Hirer has data subject rights (subject to certain restrictions) further details of which can be 

found in the School’s General Privacy Notice https://www.freegrounds-

inf.hants.sch.uk/policies/  

32.10  The School’s Data Protection Officer can be contacted by email: adminoffice@freegrounds-

inf.hants.sch.uk   

32.11 The Parties agree to take account of any guidance issued by the Information Commissioner’s Office.   

 

https://www.freegrounds-inf.hants.sch.uk/policies/
https://www.freegrounds-inf.hants.sch.uk/policies/
mailto:adminoffice@freegrounds-inf.hants.sch.uk
mailto:adminoffice@freegrounds-inf.hants.sch.uk
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33. BREACH OF CONDITIONS AND TERMINATION 

33.1  The School reserves the right to suspend or withdraw use of the school by an individual or group 

with immediate effect on the following grounds:  

a) a breach by the Hirer of any conditions in the Hire agreement which has not been remedied (if 

capable of remedy) within 14 days of notice of the breach by the School  

b) the Hirer becomes insolvent, or is declared bankrupt, or is placed into receivership, 

administration or liquidation, or a petition has been presented for its winding up, or it enters into 

any arrangement or composition for the benefit of its creditors, or it is unable to pay its debts 

as they fall due  

c) causing intentional damage to the School, its equipment or any personal belongings of other users 

d) violent, threatening or abusive behaviour to a member of staff or other users 

e) theft of any property belonging to the School or other users 

f) disruptive behaviour which is interfering with the activities of others 

g) non-compliance with or breach of licensing laws 

h) behaviour which is deemed to be offensive and/or results in complaints from users 

i) refusal to follow reasonable directions from the site manager or other members of the school’s 

staff 

j) any other behaviour which is considered inappropriate to the smooth and efficient operation of 

the School, or against the interests of all users 

Following the suspension, the user will be given reasons in writing and will be offered the opportunity to 

appeal to the Governing Body of the School, whose decision will be final. 

I [                         ] have read and understood the terms and conditions of hire and agree to abide 

by the aforementioned terms and conditions in this agreement. 

Authorised Signature__________________________________ 

Print name__________________________________________ 

On behalf of [                          ] 

 

Signed on behalf of the School________________________________ 

Designation_____________________________________________ 

Date __________________________________________________ 
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Appendix 3 

INFANT SCHOOL PLAYING FIELD  

TERMS & CONDITIONS for hire and use: 

1. The school playing field shall be available exclusively to the school during school hours and when 

required by the school out of school hours. 

 

2. There are no changing rooms so changing facilities are not available. 

 

3. The field is only available for hire between the hours of 9.00 a.m. and 9.00 p.m and should be 

used for their intended purposes only ie for formal and informal play and sport. 

 

4. Letting may be subject to weather and ground conditions being suitable as well as building works 

that may be taking place. 

 

5. The hirer will be held responsible for any damage caused to fixtures, fences, hedges, trees, 

ground or turf etc. and will be charged accordingly. 

 

6. The site is to be cleared of ALL rubbish after use. 

 

7. Car parking and vehicular access on the field will need to be agreed and discussed with the 

Headteacher 

 

8. No campfires are allowed on the school playing field. 

 

9. Dogs, with the exception of guide dogs, are not permitted on the school playing field. 

 

10. Commercial Hirers must make their own Insurance arrangements to the same criteria and provide 

documentary evidence that they have done so. 
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Appendix 4 -  

LETTINGS - LOG OF HIRERS 

 

NAME OF 

HIRER 
PURPOSE 

EVIDENCE OF PUBLIC 

LIABILITY 

INSURANCE 

SIGNATURE AND 

DATE SEEN 

LETTING  

POLICY AND 

APPENDICES 

ISSUED 

CONDITION FOR HIRE 

SIGNED 

KEYS 

GIVEN 

(Signed and 

dated) 

KEYS 

RETURNED 

(Signed and 

dated) 

       

       

       

       

 

 


