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Conditions governing the hiring of school premises 

General Conditions 
The use of the school premises during the period of hire shall be confined to the use or uses identified in 
the Hiring Agreement. The hiring agreement is personal to the Hirer who shall not assign the benefit or 
interest they may have in the premises, or sub-let or share possession of any part of the premises. 
 

Child Protection 
A hirer for children’s groups will attach a copy of their own child protection procedures to this agreement 
and by signing this agreement will affirm these procedures will be adhered to at all times. It is the Hirer’s 
responsibility to ensure all staff/helpers have had the necessary police checks carried out by the DBS 
Checking Service.   In the event of an allegation against a Hirer, at least one governor will discuss the 
content of the allegation with the Head Teacher and the LADO, whose advice will be sought regarding 
potential suspension of the contract.  
The school will also ensure safeguarding requirements are included in any transfer of control agreement 
(i.e. lease or hire agreement), as a condition of use and occupation of the premises; and that failure to 
comply with this would lead to termination of the agreement. 
   

Lettings Documentation 
The Head Teacher is the person responsible for the letting of the school building.  Any queries, problems or 
damage to the premises should be directed to him initially (Telephone no. 01323 – 737221).  Should the 
matter not be resolved it should be passed on to the Chair of Governors. 
All hirers must complete a booking form, which should be returned to the school office.  Hirers are also 
sent this Lettings Policy. For long term lettings the agreement will be updated and reviewed at least 
annually. 

 
Hire Charges 
From September 2023, the school will request payments to be made in advance, termly. The school 
reserves the right to cancel any hiring if the accommodation is required for urgent official or academic 
business. In these circumstances, the Hirer will be reimbursed their hiring fee. 
The governing body review the charges each year.  Current charges can be obtained by contacting the 
booking secretary, currently Mrs. Purdey. (01323-737221). Agreed charges are £25 per hour. Payments are 
to be made via Bank Transfer to the School Bank Account. The details are available from the office. 
Any intention on the part of the Hirer to cancel a hiring must be notified to the Head of the School at least 
24 hours before the hiring is due to take place. In the event of the Hirer failing to give at least 24 hours 
notice, no reimbursement of hiring fee will be made and if preparatory works have already been 
undertaken the Hirer will bear the actual costs incurred. 
 

Security of Personal Property 
The school governors will not accept any responsibility for any loss or damage to articles or equipment left 
upon the premises. Property used in connection with any hiring shall not be left upon the premises after 
the hiring. The school governors shall be entitled to dispose of any property left on the premises, as they 
see fit. The school governors will accept no responsibility for such property, and the Hirer shall be 
responsible for any costs or expenses incurred in the removal or storage or disposal of such property. 
 

Damage to School Property 
Breakages must be reported to the school within 24 hours of the incident. Hirers must indemnify the 
school governors for any damage, however caused, arising during or in respect of the session. 



The Hirer shall take all responsible precautions to ensure and safeguard the safety of persons and school 
property in and upon the buildings and grounds by the provision of adequate supervision and control at all 
times. 
Suitable footwear must be worn so as not to damage the school floors. 
Spiked boots/shoes must not be worn on any synthetic playing surface. 
No structural alterations to school premises, fixtures or fittings will be permitted and notices must be fixed 
only to the boards provided. 
 

Noise and Public Order 
Hirers using amplified music are required to keep the volume to an acceptable level to avoid causing 
nuisance to neighbours or other users of the school premises. 
Hirers are requested to keep unnecessary noise to a minimum when leaving the premises. 
 

Health and Safety 
Smoking and vaping is prohibited anywhere on the school site. 
Bonfires must not be lit, unless permission has been specifically given. 
Unless specifically approved by the school governors in writing, animals must not be allowed on the 
playing field, except for assistance dogs. 
Mats or other floor coverings shall be secured to prevent rucking, and any drapes over exit doors or exits 
shall be hung to prevent them trailing on the floor. 
All equipment and sinks must be left clean and tidy after use. 
 

First Aid and Evacuation 
A first aid box is stored in the medical room.  In the KS2 building this is in the first aid room on the right as 
you enter the building. Toilets are in the reception area. In the KS1 school this is in Brock’s Den, the room 
to the left as you enter the hall through the main entrance.  Toilets are in the room off this to the left of 
the door 
In cases of emergency only, the school telephone may be used to summon assistance please dial ‘9’ to get 
an outside line). 
The hirer must look at the fire exits. In the KS2 hall the nearest door to the hall is through the main 
entrance past reception.  At the far end of the hall, two further exits are through the curtains then out of 
the back of the building.  These must be illuminated during evening meetings.  The KS1 hall has a fire exit 
marked which leads via a ramp to the car park. 
The hirer is responsible in the case of a fire for getting everyone out of the building to a suitable assembly 
point (the car park is suggested), accounting for everyone and contacting the emergency services. 
 

Preparation and Cleanliness 
The Hirer is responsible for setting up the room/area. The Hirer is required to leave the premises in a clean 
and tidy condition, having removed all rubbish before leaving the premises. The Hirer is requested to 
replace chairs and tables and to close all windows and external doors on completion of the booking. 
 

Additional Conditions governing the hiring of School Playing Fields and Playgrounds 
Hirers must be responsible for ensuring that everyone taking part in the hiring involved in the school 
playing fields and playgrounds, and all spectators, are properly and adequately supervised. 
Casual spectators not connected with the hiring must not be admitted. 
Stakes or the like must not be driven into the ground, unless permission has been specifically given. 
Vehicles must not be driven over or parked upon the playing field at any time.  
No marking out of pitches may be done except by the authorized ground staff unless permission has been 
specifically given. 
Playgrounds and playing fields must be left in a clean and tidy condition after use. 
Any loudspeakers must be moderated so as not to cause a nuisance. 



 

 
 
 
Fire Precautions 
The Hirer, or a responsible person nominated by them in writing, shall be in charge of and be upon the 

hired part of the premises during the whole time the premises are open to the public and there shall be 

during that time sufficient staff or competent attendants on duty on the premises. The person in charge 

shall not be engaged in any duties, which will prevent them from exercising general supervision of the 

premises. The hirer shall ascertain and comply with any special fire precautions requirements contained in 

music, singing and dance, theatres, or any other licences appropriate to their intended use of the premises. 

The seating accommodation, gangways, passages and stairways in the hired section of the premises shall 

be provided as approved by the Chief Officer of the East Sussex Fire Brigade, acting on behalf of the Hiring 

Authority. 

All gangways, corridors, staircases and external passageways intended for exit shall be kept entirely free 

from obstruction and shall not be used as cloakrooms. 

All exit doors shall be available for exit during the whole time that the public are on the premises, and shall 

be opened at the end of the function for the use of the persons present at function. 

Doors and openings, other than exits, in sight of the audience, which lead to portions of the premises 

accessible to the public, shall have notices placed over them indicating the uses of such portions. Doors 

and openings leading to portions of the premises not accessible by the public shall have noticed placed 

over them indicating “No thoroughfare”. 

Mats or other floor coverings shall be secured to prevent rucking, and any drapes over exit doors or exits 

shall be hung to prevent them trailing on the floor. 

Inflammable materials shall not be used for the decoration of the premises unless such materials have 

been rendered flame retardant and are maintained in that condition. 

All electric fires, gas fires, stoves and open fireplaces in the premises shall be provided with adequate 

protective guards. 

Temporary electrical installations, which are necessary for any particular function, must comply with the 

following conditions: 

All temporary electrical installations shall comply fully with the applicable recommendations and 

requirements of the current edition (with amendments) of the following: 

The Institution of Electrical Engineers Regulations for the electrical equipment of buildings; 

The British Standard Specification and Code of Practice; 

The Electricity Supply Regulations; 

and they shall only be installed by a qualified electrician. 

No temporary wiring shall be connected to circuits or fuse boards feeding the main auditorium lighting. 

Temporary wiring shall be carried out using PVC insulated and sheathed cable to CMA manufacture, and 

switchgear and apparatus of a voltage rating not less than the maximum rms voltage difference, which can 

normally develop under fault conditions. 

 

All additional stage lighting equipment that may be required shall be kept entirely separate from the 

existing installation, portable dimmer units being provided where required; no extensions shall be 

permitted from the existing dimmer equipment without the approval of the Director of Property Services. 



All temporary equipment shall be bonded to the main system of earthing in accordance with Part 4 of the 

IEE Regulations. 

All temporary installations, which have been installed, shall be disconnected from the permanent 

installation immediately after the occasion for which they have been used. 

Any special requirements or installations that are to be approved, or any item that requires clarification, 

shall be brought to the notice of the Director of Property Services seven days prior to the proposed date of 

the required installation. 

The Hirer shall ascertain the position of telephones, escape routes, fire alarm systems and fire fighting 

equipment, which shall be in the charge of some suitable person specially nominated for the purpose, who 

shall ensure that the appliances and equipment are always available for use. In the case of staff 

performances and exhibitions the local Fire Officer shall be consulted as to whether any special fire fighting 

equipment should be provided. 

Thorough checks should be made by the Hirer at the end of the hiring to ensure that no smouldering fires 

or cigarettes are left burning and that all doors and windows are properly secured. 

If there is any doubt about the application of any of the above conditions, the advice of the Head of the 

School should be sought. 

  

Insurance 

Hirers are responsible for arranging their own insurance for: 
(a) Personal   Accident 
(b) Third Party Claims 
(c) Any loss or damage to the school grounds, playing fields, buildings, fixtures, fittings, furniture and 
equipment resulting from the hiring. 

 
Licensing 
Performing Rights Licensing  
The school governors are not authorised to permit the use of copyright material in functions for which the 
premises are let. The organisers of functions on the premises must arrange directly with the Performing 
Rights Society and Phonographic Performance Ltd. for all licences required for the use of copyright 
material and undertake to indemnify the school in respect of any claim made under copyright law.   
Filmshows  
No film shall be shown unless the consent of the school governors is first obtained. The Hirer shall comply 
where applicable, with the requirements of the Cinematograph Act. (The premises are not licensed under 
the Act).  
Bingo, Gaming Licence Duty  
The playing of Bingo, or other forms of permitted gambling must conform to all statutory and other current 
gaming regulations and requirements. Failure to adhere strictly, immediately terminates the Hiring 
Agreement with the school governors. Current regulations are available from HM Customs and Excise.  
Public Entertainments Licence  
The school governors do not hold a Public Entertainment Licence for the premises. Public entertainment is 
prohibited. 
Sale of Alcohol  

Alcoholic liquor must not be sold or consumed on the school premises unless specific approval has been 
given by the Governing Body. If approval is given to the sale or consumption of alcoholic liquor, the 
responsibility for obtaining the necessary license rests upon the Hirer. 



Failure to Comply 

The school governors reserve the right to terminate any hire agreements immediately in the event of the 
Hirer failing to observe or perform any of the conditions or regulations herein contained and the hiring fee 
may be retained. 

ESCC School Kitchen Hire Guidance  

Schools that are part of the East Sussex Corporate Contract delivered by Chartwells who wish to hire out or 
use their kitchen facilities outside of the Chartwells operation are strongly advised to review the ESCC 
School Kitchen Hire Guidance document that is available on the webshop (Catering/Information and 
Guides).  This could include school fairs, evening events or hires at weekend to community groups.   
The guide covers:  

 Contract Obligations 

 Equipment 

 Nuts 

 Cleaning 

 Chartwells letting procedures 

 Booking Form 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
St. Thomas a Becket Catholic Primary School 
Tutts Barn Lane, Eastbourne, BN22 8XT 
Telephone: 01323 737221 
www.stthomasbecketcatholicschool.co.uk        email: office@stthomasbecket.e-sussex.sch.uk 
Headteacher: Paul Beverton BSc (Hons) MA PGCE NPQH 
  

 
APPLICATION TO HIRE FACILITIES AT ST. THOMAS A BECKET CATHOLIC PRIMARY SCHOOL 
 
NAME OF HIRER: ____________________________________________________________ 
 
NAME AND ADDRESS OF ORGANISATION: 
__________________________________________________________________________ 
 
TELEPHONE NUMBER: _______________________________________________________ 
 
EMAIL ADDRESS: ____________________________________________________________ 
 
PURPOSE OF HIRING: _________________________________________________________ 
 
DATES AND DAYS REQUIRED: ________________________________________________ 
 
ACTUAL TIMES REQUIRED (to include preparation time and time for cleaning afterwards): 
____________________________________________________________________________ 
 
MAIN FACILITIES/ ROOMS REQUIRED: ________________________________________ 
 
FURNITURE AND EQUIPMENT REQUIREMENTS: ________________________________ 
 
INSURANCE CERTIFICATE AVAILABLE:     YES/NO 
 
RISK ASSESSMENT:  PROVIDED/NOT REQUIRED (Delete as applicable) 
 
HIRING FEE: £25.00 PER HOUR For repeat bookings, payments will be due at the beginning of each term 
 
DECLARATION BY HIRER: 
I acknowledge that I have received a copy of the Lettings Policy containing the conditions governing this hiring and understand 
them.  I agree to abide by them and to pay the sum due before the hiring takes place.  I agree to pay for the reinstatement 
following any damage to property caused as a result of this hiring. 
 

 
Signed by:     Print Name:  
_______________________________________________________________________________________________ 
(Head Teacher, for and on behalf of the school governors)  
 
 
Signed by:     Print Name:  
_______________________________________________________________________________________________ 
(Lettings Officer, for and on behalf of the school governors)  
 

http://www.stthomasbecketcatholicschool.co.uk/


 
Signed by:     Print Name:  
_______________________________________________________________________________________________ 
(The Hirer)  
 


