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1. INTRODUCTION
The Governing Body of Seascape Primary School recognises the school as a valuable community asset and is committed to ensuring that the premises, both buildings and grounds, are used to the benefit of the local community.
In line with the national extended school’s agenda and the school’s own vision for community engagement, the Governing Body seeks to maximise the community use of the site while ensuring that such use does not compromise the safety, welfare, or educational entitlement of pupils. Educational activities and school functions will always take priority over external lettings.
All use of Seascape Primary School premises outside of normal school hours is under the authority of the Governing Body. This policy outlines:
· the types of facilities available for hire
· eligibility for hire
· procedures applicants must follow
· charges applied
· responsibilities and expectations of hirers
More detailed terms and conditions are covered in the Local Authority’s Conditions for the Letting of Educational Premises, which form part of every hire agreement.
2. LETTINGS POLICY
A letting is defined as the use of school premises during evenings, weekends, and school holidays by parties other than the school.
Our lettings policy aims to:
Ensure effective management of the school site
· To ensure the use of premises is well‑coordinated, safe, and does not interfere with the effective operation of the school.
· To ensure premises are used in a way that respects the security, integrity, and educational purpose of the school.
Promote community engagement
· To encourage the use of school facilities by the wider community.
· To contribute positively to the social, cultural, educational, and recreational life of the area.

Support children and young people
· To prioritise providers of services for children and young people by giving them first consideration for available spaces.
Provide transparency of charges
· To operate a clear and fair charging structure.
· To ensure that voluntary and community sector groups are not financially disadvantaged.
Encourage a broad range of community activities
· To support community organisations offering opportunities for personal development, recreation, learning and wellbeing.
3. SCALE OF CHARGES
In line with the school’s commitment to community benefit:
· Voluntary organisations, community groups, and statutory bodies are charged £0 for use of the premises only.
· The school does not allow lettings to commercial / profit‑making organisations.
· Out‑of‑hours use of the premises after 6:00pm Monday to Friday, and at any time on weekends, is not permitted.
· Where staffing or caretaking support is required, the Governing Body may review charges, but this would only apply in exceptional circumstances and with formal approval.
All charges are reviewed annually by the Governing Body or its delegated committee.
4. APPLICATION PROCESS

Initial enquiry
Any organisation wishing to hire the school premises must contact the Headteacher as the first point of contact.

Application form
· An official Application for Hire form will be issued by the Headteacher.
· This must be returned at least 6 weeks prior to the requested hire date.
· Applications with less than 6 weeks’ notice may be considered where circumstances allow.
Decision making
· All requests are considered on an individual basis.
· Approval is subject to availability, safeguarding considerations, premises suitability, and alignment with school values.
· The Governing Body reserves the right to refuse any application without obligation to provide a reason.
5. THE HIRE AGREEMENT

Confirmation of approval
Once an application is approved, the school will issue a formal Hire Agreement. This document will specify:
· the exact area(s) of the premises to be used
· the activity or purpose of the hire
· the date(s), times and duration
· the agreed cost (if applicable)
· responsibilities of the hirer
· any safeguarding or supervision requirements
· emergency procedures applicable to the hire
A template Hire Agreement is provided in Appendix A.
Conditions of hire
· Use of the premises is granted only for the purposes stated on the Hire Agreement.
· Hirers must adhere to all site regulations, health and safety expectations, safeguarding responsibilities, and the Local Authority’s Conditions for the Letting of Educational Premises.
· Premises must be left clean, secure, and in good order.
Payment (when applicable) 
· Invoices must be paid in full before the date of hire.
· Payment is made to Seascape Primary School.
· No hire may proceed until payment is received.
Termination of hire
The Headteacher or Chair of Governors reserves the right to terminate any hire agreement immediately, if:
· the hirer breaches conditions of use
· the activity poses risk to people or property
· safeguarding concerns arise
· the premises are required for school purposes
The school shall not be liable for any costs incurred by the hirer as a result of termination.
6. SAFEGUARDING AND HEALTH & SAFETY REQUIREMENTS
· Hirers working with children or young people must provide proof of safeguarding policies, DBS checks, and appropriate supervision ratios.
· The hirer is responsible for the behaviour, supervision, and safety of all persons using the premises during the hire period.
· Emergency exits, alarms, and fire procedures will be explained prior to hire.
· Smoking, alcohol, and illegal substances are strictly prohibited.
· Hirers must have appropriate public liability insurance.
7. LIABILITY AND DAMAGE
· Hirers accept liability for any damage caused during the period of hire.
· Seascape Primary School may recharge costs, including cleaning, repairs, or replacement of damaged items.
· The Governing Body accepts no responsibility for loss, theft, or damage to the hirer’s equipment or property.












Appendix A – Hire Agreement

	Hirer / Organisation
	

	Address
	

	Contact Details
	Phone:           Email:

	Nature of Activity / Purpose of Hire
	

	Area(s) of the Premises to be Used
	

	Date(s) of Hire
	

	Start and Finish Times
	

	Cost of Hire
	£0 (Voluntary and Community Sector Organisations Only)

	Safeguarding Arrangements (If Applicable)
	

	Additional Conditions / Notes
	

	Signed – Hirer
	Date:

	Signed – Headteacher
	Date:




APPENDIX B – CONDITIONS OF HIRE 
(To accompany the Hire Agreement in Appendix A)
The following conditions apply to all lettings of Seascape Primary School premises and must be adhered to by all hirers.
1. Agreement
Seascape Primary School grants a licence to the Hirer to use the agreed areas of the premises for the permitted activity, for the specified period, and on payment of any applicable charges.
The Hirer is responsible for complying with all conditions contained in this document.
2. Nominated Representative
The Hirer must appoint a Nominated Representative, who must be present for the entire duration of the hire.
This person is responsible for:
· managing the hire on behalf of the Hirer
· ensuring full compliance with all Conditions of Hire
· ensuring the safety and supervision of all participants

3. Access to the School
All hirers and participants must enter and exit the premises through the main school entrance only, unless otherwise agreed in writing.

4. Licences
Where required (e.g., for performances, copyright, or regulated activities), the Hirer is responsible for securing all necessary licences or permissions and must provide evidence of these upon request.

5. Use of Outdoor Areas
Unless specifically agreed in writing:
· access to playgrounds, fields, or outdoor equipment is not permitted
· any outdoor furniture or equipment must not be used or moved
6. Supervision and Conduct
The Hirer is responsible for the behaviour, wellbeing, and safety of all persons involved in the hire. The Hirer must ensure that:
6.1 School displays, artwork, and pupil work remain untouched.
6.2 School equipment and apparatus are not used unless explicitly agreed.
6.3 No one enters or remains on site outside the agreed hire times.
6.4 Any animals on site (class pets, aquariums, etc.) are not disturbed.
6.5 The premises are left clean, tidy, and in the condition in which they were found.
6.6 All rules issued by the Governors, Headteacher, or Site Manager are followed.
6.7 Maximum occupancy numbers are not exceeded.
6.8 Noise is kept to a reasonable level and does not disturb neighbours.
6.9 Toilets, kitchens, tables, and chairs used during the hire are cleaned afterwards.
6.10 All rubbish is bagged and disposed of properly (bags supplied by Hirer).
6.11 Smoking is prohibited anywhere on the school site, including the car park.
6.12 Children are supervised at all times.
6.13 Alcohol is not permitted unless agreed in writing as part of the permitted use.
6.14 No pets are permitted on the premises.

7. Damage
7.1 The Hirer is responsible for the actions of all individuals participating in, attending, or associated with the hire.
7.2 Any damage to buildings, fixtures, fittings, equipment, or grounds will be repaired at the school's discretion, and the Hirer will be invoiced for the full cost.

8. Insurance and Liability
The Hirer must hold adequate Public Liability Insurance (and Employer’s Liability Insurance, where relevant).
The Hirer must indemnify the school against:
· any claims, damages, costs, or losses arising from the hire
· any breach of these conditions
· any incident linked to the activity being run
The Hirer must not do anything that would invalidate the school’s insurance.

9. Cancellation
9.1 The Governors may cancel a hire before it begins if the premises are required for school use or if the Hirer breaches any condition.
9.2 The Site Manager may terminate a hire immediately if health, safety, or safeguarding concerns arise.
9.3 The Hirer is responsible for informing participants of any cancellation or venue change.

10. Health and Safety
The Hirer must:
10.1 Ensure the Nominated Representative knows emergency procedures and has adequate support to manage an evacuation.
10.2 Keep all exit routes clear and unobstructed.
10.3 Report any accidents occurring before, during, or after the activity to the Headteacher or Site Manager using the school’s accident form.
10.4 Provide their own first aid kit and ensure appropriate first aid arrangements.
10.5 Understand the school’s fire evacuation procedures and assembly points.
10.6 Keep an attendance register for use in an emergency.
10.7 Use school equipment safely and appropriately, and comply with any restrictions imposed by the school.

11. Safeguarding and Child Protection
Hirers working with children or young people must ensure that:
11.1 All supervising adults have appropriate DBS checks.
11.2 Safeguarding policies and procedures are in place and adhered to.
11.3 Evidence of DBS and safeguarding arrangements is provided on request.
11.4 Children remain supervised until collected by a responsible adult.

12. Personal Property
The school accepts no responsibility for loss of, or damage to:
· vehicles
· personal belongings
· equipment brought onto the site by the Hirer or participants

13. Publicity
Any publicity or advertising linked to the hire must:
· receive prior approval from the Headteacher
· not be displayed on school premises without written permission
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