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The policy sets out a letting and charging policy, which is in accordance with
advice set by the Children and Young People’s Services.

Premises

In this agreement the use of the word ‘premises’ means the accommodation hired,
any anciilary accommodation used (e.g. toilets, means of access) and the grounds
and playground.

Prohibited organisations

In view of incidents and concerns expressed in the past, and to safeguard the
interests of the school community and to protect the fabric of the school premises the
Governing Body as advised by the LA, will not allow the use of school premises by
any groups inciting hatred or groups with extremist ideas.

Criteria for lettings

The following criteria will be used in deciding if a letting can be approved:
Consideration of a level of noise and disturbance to neighbours.
Availability of a site supervisor/cleaning staff

Consideration of the security of the school equipment

Any building and maintenance work taking place in the schooi

Conduct

1. Hirers are required to be present during the duration of the event.

2. Times of hire and locations of hire must be adhered to. You may only use the
rooms agreed on the hire form.

3. All visitors to the event should stay in the area hired and not congregate to
disturb the neighbours (guests must leave the premises in a quiet and orderly
fashion, preferably supervised by the hirer).

4. Hirers are responsible for tidying up the premises with the assistance of the
Site Supervisor (cost included in hire fee). The function times include time
allowed for cleaning up.

5. Eating in designated areas only. You will further be required to ensure that
this space is left clean and tidy and that all rubbish is disposed of in the bins
provided. The hirer must provide soap for washing up and for toilets and toilet
paper. Bin bags will be provided by the school.

6. Music must be played at a reasonable level so as not to disturb the
neighbours. All doors must be kept closed to prevent music being heard
outside. The Site Supervisor is authorised to reduce the volume of the music if
he believes the level is too high.

7. All hirers and users of Keir Hardie Primary School must adhere to the school’s
Code of Conduct for adults, a copy of which will be given to you.

Child Protection

If children are going to be present during the letting, the hirer or person in charge at
the event should read the school’s Child Protection Policy on our website The hirer
must ensure the safety of those children and act immediately at the time of any




incident to safeguard children. The site supervisor will act upon any incidents he
believes requires the protection of children.

Safeguarding Duty

The school is committed to safeguarding and will only hire the premises to groups
that are compliant with our safeguarding policies and the Prevent Duty (see our
safeguarding policy)

Health and Safety

1.

2.
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The Site Supervisor, with the hirer, must carry out a risk assessment to
determine the suitability of the premises for the use proposed.

Site Supervisor will point out the location of the First Aid box before the start
of the hire.

Fire Assembly Points in the school square or playground. If the alarm goes
off, all guests must leave the buildings immediately and gather in the
playground. No-one should return to the building unless they have been given
an ‘all clear’ by the Site Supervisor.

Hirers must only use the areas they have agreed to, for health and safety
reasons, and must be familiar with evacuation and fire alert procedures as per
letting agreement.

Parents/Carers are responsible for their own children. Children must be
supervised when using the toilets.

No smoking whatsoever on the premises. Smokers may smoke outside the
school perimeter.

No pets allowed on site.

In case of emergency the Site supervisor, Damon White, can be contacted by
the hirer by phone: 07830247169

No tins or glass bottles should be left in the grounds or in the street outside.

Liability for loss or Damage

The governing body cannot, under any circumstances, accept responsibility or
liability in respect of any damage to or loss of property, suffered by the hirer or
persons attending functions.

No item shall be brought into the premises, which is likely to cause damage to
the structure, finishes and covering of the building.

The hirer will accept full responsibly for any damage to school property or
premises, which occur during the letting. In the event of damage the hirer
shall be responsible for the costs of repairs or replacement.

All facilities should be left in a clean and reasonable condition otherwise any
additional costs arising from the need to clean such facilities shall be an
additional cost incurred by the hirer.

Furniture — the school will allow use of fold down tables and benches for
bookings inside and outside. Organisations use these at their own risk and
must return them clean and with no damage. Care must be taken not to
scratch or damage the hall floor or dance studio, which has under floor
heating (stiletto heels are not recommended).

Hirers will be responsible for damage or replacement or loss of fittings and
property hired by the school. Costs will be formally invoiced to the hirer for full
settlement within seven working days.

Disclaimer — any equipment provided by the school is used at owner’s risk



Premises

Hirers are recommended to view the premises for suitability before making a
booking. Please find outlined below the rules and conditions of use which must be
adhered to when using Keir Hardie Primary School.

1. Furniture must be returned to its original position/location at the end of the
letting.

2. No access to other areas of the grounds, unless as part of outdoor MUGA
hire.

3. No ceiling decorations allowed. Weighted helium balloons can be used but not

attached to walls or ceiling.

No pins, sellotape, masking tape or staples — only blu-tack - to be used to

secure items.

The use of portable gas appliances and candles are not permitted.

Confetti is not permitted.

Spotlights and staging are available in the hall if required.

Weekend evening events must end by 10pm cleaning up completed by 11pm.
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Rate of Charges
The rate of charge will be reviewed annually by the finance committee of the

governing body. The current rates are on the application form attached.

Insurance

There is no public liability cover against any injury to those present or damage to the
school building and contents during the hire period arising from some action or
negligence by the hirer. Hirers should, therefore, note that they must accept
responsibility for suitable supervision and for taking out adequate insurance cover.
The hirer must make arrangements for Public Liability cover and to attach a copy of
the policy document to the application form.

Long Term letting

The hirer will ensure that all relevant vetting checks e.g. references. photo
identification (passport) and DBS are sought prior to agreement is signed.

Days and Hours of letting

Will be by prior agreement, but generally within the hours of 5:30pm and 8pm
weekdays and between 9am and 10pm weekends and holidays so that facilities can
be cleaned, vacated and secured.

Capacity limits
The limit for the Hall is 100 adults, the limit for the Dance Studio is 75 adults and the

limit for the MUGA is 20 adults.

Conditions of lettings
e No alcohol Alcohol may only be supplied or soid at a function if a Temporary
Event Notice has been obtained by the “premises user’ and given to the
school, the relevant licensing authority (with the fee of £21) and the relevant
chief officer of police no later than 10 working days before the event. If this
action is not taken the letting will be cancelled. It is the responsibility of the




