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North Nibley Church of England Voluntary Aided Primary School, formerly the William Purnell 
Endowed School, was founded in the Eighteenth Century to provide education for the children of 

North Nibley and the surrounding villages.   

 

Our Vision is to inspire and celebrate learning, 
achievement, faith and fun. 

Ours is a school that works in partnership with the community to enable and equip each child to 

“live life to the full” (The Gospel of John, Chapter 10 Verse 10), reflecting the Christian values of 

our foundation. 

 
We will realise our Vision by: 

• demonstrating, as a Church school, our Christian values in action 

• providing a happy, healthy and secure environment where all are respected, valued 

and encouraged to contribute 

• encouraging participation and a love of learning by offering experiences full of 

opportunity and creativity 

• pursuing excellence in every aspect of school life, supporting one another and 

celebrating the achievements of all 

 

 
This policy supports our vision by making clear that we have a responsibility to those who 
use our premises, to be clear about the terms of hire, costs and conditions, as we work “in 
partnership with the community”. In stating these terms, we indemnify the school against 
future action which may detract from the provision of education to the children and families 
we serve. 
 
 

A Biblical Perspective: Song of Songs Chapter 8 verses 11 and 12 
 
““Solomon had a vineyard in Baal Hamon. He let out his vineyard to tenants. Each was to 
bring for its fruit a thousand shekels of silver. But my own vineyard is mine to give; the 
thousand shekels are for you, Solomon, and two hundred are for those who tend its fruit.”  



Scope 

This policy applies to the letting, use or hire of school buildings or facilities by societies, organisations, 
or individuals out of school hours.  

 Authorisation 

The letting or use of premises can be authorised by the Head Teacher providing that those hiring the 
premises or facilities comply with the following conditions. All such arrangements agreed are to be a 
matter of report to the Governors on a periodic basis. Any proposed arrangement that does not 
comply with the standard provisions will need the ratification of the Governing Body. 

 Conditions of Letting 

1. Organisations seeking to hire the school premises should approach the Headteacher who will 
identify their requirements and clarify the facilities available.  An Initial Request Form (a copy of 
which is attached to this policy) should be completed at this stage.   

2. The Governing Body has the right to refuse an application, no letting should be regarded as 
“booked” until approval has been given in writing.  No public announcement of any activity or 
function taking place should be made by the organisation concerned until the booking has been 
formally confirmed.   

3. Once a letting has been approved, a letter of confirmation will be sent to the hirer, setting out full 
details of the letting and enclosing a copy of the terms and conditions and the hire agreement. 
The letting should not take place until the signed agreement has been returned to the school.   

4. The person applying to hire the premises will be invoiced for the cost of the letting, in accordance 
with the Governing Body’s current scale of charges (given at the bottom of this policy) The hirer 
should be a named individual and the agreement should be in their name, giving their permanent 
private address.  This avoids any slight risk that the letting might be held to be a business tenancy, 
which would give the hirer security of tenure.   

5. All lettings fees which are received by the school will be paid into the school’s individual bank 
account before the letting takes place, in order to offset the costs of services, staffing, etc., (which 
are funded from the school’s delegated budget).  Income and expenditure associated with lettings 
will be regularly monitored to ensure that at least a “break even” situation is being achieved. 

6. The representatives of organisations wishing to hire the premises must agree and satisfy the 
following provisions:  

• The Safeguarding Questionnaire must be completed in full, if people under the age of 18 are 
involved in any capacity. 

• The hiring organisation must produce evidence of their public liability insurance. Any evidence 
must demonstrate that the policy is current, and the Head Teacher shall note renewal dates 
and shall require the Hirer to produce evidence of renewal where appropriate. The public 
liability insurance should cover all 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 letting.  The 
minimum limit for this insurance cover is £2 million. Neither the school, nor the Local 
Education Authority, will be responsible for any injury to persons or damage to property 
arising out of the letting of the premises. Agreement must be reached on arrangements for 
security together with any additional charges in respect of staff attendance or other provision. 

7. For non-commercial organisations who do not have insurance cover they can buy into the school's 
liability cover for a 10% charge on top of the normal hire charge. Agreement must be reached as 



to the parameters and limitations of use (specific areas, times, use of equipment, entrances, and 
number of people) in accordance and in addition to the undertakings on the hire form. 

8. A Health and Safety Risk Audit is to be undertaken by the Hirer to ensure that the anticipated 
activities do not give rise to special hazards and if these are identified, action needs to be taken 
to eliminate these risks. The school is to ensure that the Hirers are informed of safety issues, fire 
escape and alarm systems, and any other factors that may reasonably impact on the Hirers use of 
the premises. The Hirer shall be responsible for the prevention of overcrowding (such as would 
endanger public safety), and for keeping clear all gangways, passages and exits.  The Hirer shall be 
responsible for providing adequate supervision to maintain order and good conduct, and - where 
applicable - the Hirer must adhere to the correct adult/pupil ratios at all times.  

9. Attendance - the hirer shall ensure that the number of persons using the premises does not exceed 
that for which the application was made, and approval given. The hall’s maximum capacity is as 
follows –  

Capacity: 200 maximum with 118 seated maximum.  

• gangways: at least 1100mm wide; 

• not more than 14 seats in a row with a gangway at each end; or 

• not more than 7 in a row with a gangway at one end; 

• space between rows to be at least 300mm; 

• seatback to seatback measurements between seats at least 740mm; or 

• 600mm in bench seats with no backs. 

10. The Headteacher will resolve any conflicting requests for the use of the premises, with priority at 
all times to be given to school functions 

11. Behaviour - the hirer shall be responsible for ensuring the preservation of good order for the full 
duration of the letting and until the premises are vacated.   

12. Agreement must be reached on the matter of reporting and restitution of any damage caused by 
the Hirer. This must include any arrangements to clear up, repair, or make good damage that could 
have an impact on school activities the following day. The requirement for a damage deposit must 
be agreed and if appropriate, paid before the relevant letting commences. 

13. The school reserves the right to suspend a contract in the event of a safeguarding allegation arising 
during or associated with the hire of the school’s facilities. 

14. Lettings will not be made to anyone under the age of 18 
15. Any electrical equipment brought by the Hirer onto the school site MUST comply with the LEA 

code of practice for portable electrical appliance equipment.  Equipment must either have a 
certificate of safety from a qualified electrical engineer or be inspected by the LEA.  The intention 
to use any electrical equipment must be notified on the application. 

16. Access to the school’s toilet facilities is included as part of the hire arrangements. 
17. Furniture and fittings shall not be removed or interfered with in any way.  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.  In the event of any damage to premises or property arising from the 
letting, the Hirer shall pay the cost of any reparation required. 

18. The Head Teacher will confirm with the representatives of regular users (weekly) that, on 
occasions, sessions may need to be cancelled where conflicts with school events occur. School 
events take priority although every effort will be made to provide an alternative facility in the 
school or an alternative date. 

19. The termination of the arrangements for regular users should be in writing and preferably giving 
notice of half a term. 

 

 



Charges and Costs 

 

‘Not for profit’ organisations 

‘Not for profit’ organisations are invited to negotiate a reasonable charge which may take the form of 
an hourly rate, or a donation, at the discretion of the Head Teacher. The Head Teacher must take into 
consideration the costs to the school (for example in terms of heating and lighting), and the current 
charges levied by other community settings, (for example the Village Hall). 

The Head Teacher must inform the relevant Governing Committee of hiring activity by ‘not for profit’ 
organisations, at least on an annual basis. 

North Nibley Residents and Charitable Groups: £15 per hour + £30 refundable deposit 

Non-Commercial: £20 per hour + £50 refundable deposit. 

 

‘For profit’ organisations 

Charge levels are to be reviewed annually together with costs and expenses for staff attendance. 

The charges will include an amount to cover the cost of heating and lighting and other electrical use, 
such as the use of a fridge. 

Charges are to be confirmed by the Governing Body at the meeting before the end of the calendar 
year so that the new charges can come into effect on 1st January. 

The Governors at their discretion may waive or reduce charges as they consider appropriate providing 
all other conditions are met. 

Payments for regular lettings will be made at the end of the period of hire against an invoice raised by 
the school. Payments are due within 30 days of invoicing. 

Commercial lettings - £50 per hour + £50 refundable deposit.  

 

 

 

 

 

 



LETTING POLICY BRIEFING SHEET 

INSURANCE ARRANGEMENTS: 

Please let the Head Teacher see evidence of public liability insurance. Any evidence must demonstrate 
that the policy is current, and the Head Teacher shall note renewal dates and shall require the Hirer 
to produce evidence of renewal where appropriate. 

KEYS and ALARMS: A key for the front door, together with instructions for disarming and re-setting 
the alarms (the ‘key pack’) will be provided. Keys will be made available for the staff room, the back 
entrance to the hall and the main back door. Any doors which have been locked to classrooms or the 
offices must be kept locked.  

The hiring organisation must nominate one person who will sign for the key pack and return it to the 
Head Teacher or Secretary. The nominated person will leave contact details and a date for the return 
of the key pack will be agreed. The Head Teacher MUST be informed if the alarm system cannot be 
activated on leaving the premises. 

FIRE EXITS: The Head Teacher will walk round the fire exits with the Hirer and demonstrate the 
operation of the fire alarm system. All of the fire exits must be checked and persons using the premises 
must be informed of their location. They must not be impeded.  

HEATING: There are different heating systems for different parts of the building. Independent gas 
heaters operate in Classrooms 3 & 4 and the Staff Room. Over-ride facilities exist to enable 2 hours of 
heating in each area. This will be explained. 

The offices, corridors and Classroom 1 are heated by a boiler located in the Cleaners Cupboard. The 
time controls can be over-ridden. 

The Hall and Classroom 2 are heated by a boiler in the cupboard in the Hall. Again, an over-ride facility 
exists to enable 2 hours of heat to be accessed immediately.  

CLEANING: Arrangements must be made to clear up, repair, or make good any damage that has been 
done during the period of letting. Cleaning materials are available in the cleaner’s cupboard. Nothing 
must be left which could have an impact on school activities the following day. 

PHONE CALLS: In the event of an emergency, and insufficient mobile signal, the school’s phone land 
line may be used. Phones can be found in the school office and, should this be locked, in the school 
hall and in Classroom 3. In each case a ‘9’ needs to be dialled to obtain an outside line. 

FIRST AID: First Aid kits provided by the school for the room/s being hired. 

SAFEGUARDING 

North Nibley C of E Primary School is committed to safeguarding and promoting the welfare of children 
and young people and expects all hirers of school premises to share this commitment. All hirers 
working with children (anyone under 18) are required to have a Disclosure and Barring Service 
disclosure at an appropriate level (as defined by the Criminal Records Bureau) for those individuals 
working in school premises on behalf of the hirer. 



It is now a condition of letting that any organisation using the school premises undertakes to ensure 
suitable arrangements are in place and maintained with regard to safeguarding children and child 
protection. The school reserves the right to terminate the contract if the organisation fails to have 
these arrangements in place and fails to provide, in the view of the school Governors, adequate 
assurances and evidence that satisfactory procedures are in place. Hirers must have in place, and at 
all times comply with, their own child protection policies and procedures (which the school can inspect 
on request); or comply with the school’s own child protection policies. 

If the hirer in anyway breaches its obligations in respect of safeguarding, the school has an immediate 
right to terminate the contract and the ability to recover any costs or losses it may suffer or incur as a 
result of the hirer’s breach. The termination of the contract can take immediate effect without 
financial liability failing to the school. 

NB. This form does not need to be completed for lettings where no children are present. 

IF YOUR EVENT INCLUDES PEOPLE BELOW THE AGE OF 18, A SECOND FORM MUST BE COMPLETED 
(BELOW). 



INITIAL BOOKING REQUEST FORM 

Name of person in charge of booking:  

Name of organisation: 
 
 

 

Name and emergency number of 
person responsible on the day: 

 

Address for where invoice should be 
sent to: 
 
 
 
 

 

Email address: 

 

 

Telephone number:  

Facility being booked (e.g Classroom / 
Hall / Other) 
 

 

Dates and Times (Repeat as required) 

(including set up and clearing away) 

 

 

 

Purpose of booking:  

Any equipment or layout requests?  

Estimated attendance  

 

 

Does your event include anyone 
below the age of 18? 

YES NO 

 
IF YOUR EVENT INCLUDES PEOPLE BELOW THE AGE OF 18, COMPLETE ALL SECTIONS BELOW. 

 

 

 



SAFEGUARDING QUESTIONNAIRE 

Name of person in your organisation / group with 
designated responsibility for safeguarding / child 
protection arrangements 

 

1. Is the organisation / group registered with Ofsted? YES NO 

2. Does the organisation / group currently have a 
policy and procedure for safeguarding promoting the 
welfare of children? 

YES NO 

3. Have the policy and procedure for safeguarding 
and promoting the welfare of children been 
communicated to all staff/ workers and volunteers 
(involved adults)? 

YES NO 

4. Are all staff / workers and volunteers (involved 
adults) adequately trained in adherence to the policy 
and procedure for safeguarding and promoting the 
welfare of children? 

YES NO 

5. Do all staff / workers and volunteers have DBS 
disclosure at an appropriate level (as defined by the 
Criminal Records Bureau) and are arrangements in 
place for checks and renewals? 

YES NO 

If you have answered 'No' to any of questions 2, 3, 4 and 5 then the letting will not be permitted. 
However, this should not prevent you from making a provisional booking, subject to all safeguarding 
policies and procedures being in place later on. This must be confirmed by resubmitting this form prior 
to your first letting. 

HIRER’S DECLARATION  

• I understand that: ·  

• I must notify the school if there has been a change in any Ofsted registration. · 

• I must notify the school if I have any material concerns about my group/organisation’s lack of 
adherence to an effective safeguarding policy. ·  

• I will undertake to inform the school if I or my organisation/group have any concerns about any adult 
associated with the letting in respect of safeguarding. · 

• I understand that failure to do so could result in a termination of the agreement. ·  

• I confirm that all the information provided by myself, or my organisation, in the form above is 
accurate. Signed by organisation leader.  

 

Signed__________________________________________  

Date: ___________________________________________________ 

SCHOOL USE ONLY: 

Signature of Head Teacher or Designated Member of Staff approving letting: 

 

Signature: _________________________ Date: __________________ 


