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1. AIMS AND SCOPE 

This version of our policy applies while COVID-19 remains a risk. 
We aim to: 

·      Make sure the school’s premises and facilities can be used, where appropriate, to support community or 
commercial organisations 

·      Allow the hiring of the premises without using the school’s delegated budget to subsidise this 
·      Charge for the use of the premises to cover the costs of hire and, where appropriate, raise additional 

funds for the school 
·      Not let any hiring out of the premises interfere with the school’s primary purpose of providing education to 

its pupils 
·      Hire out facilities in a way that is safe, within current legislation and following government guidelines 

  
2. AREAS AVAILABLE FOR HIRE 

2.1 Available areas 
The school will permit the hire of the following areas: 

·      School hall 
·      Playing fields 

 
The type of activities allowed in these areas will depend on latest national and local government guidance on 
COVID-19, including on protective measures and social distancing. 

 
2.2 Capacity and charging rates 

All capacity numbers below will be subject to the latest government guidance and local guidance on COVID-19, 
including protective measures and social distancing for the activity that is taking place.   
 
The maximum capacity and rates for hiring each area are as follows: 

Area cost 

School Hall 

Agreed Hire Charge - Guides 

Agreed Hire Charge - Hip Hop Pop 

£60 per hour 

£500 per annum 

£125 per term per session 

Playing fields per hour 

St Lawrence Pre School Room £40.00  per session 

  

 3. CHARGING RATES AND PRINCIPLES 
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3.1 Rates 

The rates for hiring out different areas are listed in the table in the section above. We may decide that certain 
organisations or activities can use the premises for a reduced rate, or free of charge, if it supports the core aims 
of the school. 

We may decide to impose an additional cleaning fee on top of the hiring rates. 

3.2 Cancellations 

We reserve the right to cancel any agreed hiring with a minimum of 28 day’s notice, with the exception of 
cancellations related to coronavirus in which case the school will endeavor to provide as much notice as 
possible. 

A full refund will be issued if we do cancel a hire. The school shall not be liable for any indirect or consequential 
losses, including (without limitation) any loss of profits, loss of business or the loss of any revenue arising out of 
the cancellation of any hire. 

The hirer of the premises can cancel any hire with a minimum of 28 days notice, with the exception of 
cancellations related to coronavirus in which case the Hirer must provide as much notice as possible and no 
less than 24 hours. 

3.3 Review 

The revenue raised from hiring out will be reviewed by the School Business Manager and will be fed into the 
school’s financial reporting, to ensure best value is being achieved. 

4. APPLICATION PROCESS 

Those wishing to hire the premises should fill out the Premises Hire Request Form, and read the terms and 
conditions of hire set out in section 5. 

The hirer should fill out and submit the request form. The School Business Manager will receive the completed 
form and will approve or deny the request. 

If the request is approved, we will contact the hirer with details of how to submit payment and make 
arrangements for the date and time in question. We will also send on details of the emergency evacuation 
procedures and other relevant health and safety documents. The hirer will also need to provide proof of their 
public liability insurance. 

We reserve the right to decline any applications at our absolute discretion, in particular where the organisation 
does not uphold the values of the school, reputational damage may occur, or the activity does not adhere to the 
latest government safety advice. 

5. CONFIRMING HIRE AND COLLATING DOCUMENTS 

If the hire request is approved, the School Business Manager will inform the hirer and will share the following 
documents with them: 

https://forms.gle/Cq881fzLYtpYVoQ99
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EFSPT Hire of Premises Agreement - Appendix A 

EFSPT - Safeguarding Children Declaration - Appendix B  

EFSPT - Child Protection Policy 

6. SAFEGUARDING 

The school is dedicated to ensuring the safeguarding of its pupils at all times. 

It is the responsibility of the hirers to ensure that safeguarding measures are in place while hiring out the space. 

If there is a chance that those hiring the premises will come into contact with pupils, for example if the hire 
occurs during school hours, or when pupils may be present in the school (during after school clubs or 
extracurricular activities), we will ask for confirmation that the hirers have had the appropriate level of DBS 
check. 

7. MONITORING ARRANGEMENTS 

We will review and update this policy when the guidance on which it is based changes or when this version of 
the policy otherwise stops being applicable, such as where COVID-19 is no longer a risk. 

 

 

 

 

 

  

   

https://www.efspt.org/docs/EFSPT_Policies/EFSPT_Child_Protection_Policy_March_2021.pdf
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Appendix A - EFSPT Hire of Premises Agreement  

Terms & Conditions 

1 Terms 

‘Academy Trust’ means The Epping Forest Schools Partnership Trust, a company incorporated and registered 
in England and Wales with company number 11240455.  

‘Hirer’ refers to the group/person identified via the Premises Hire Form. 

‘Hire Period’ refers only to those days, dates and times confirmed on the Premises Hire Form. 

‘Premises’ refers to the accommodation hired, as booked on the Premises Hire Form set out in the Hire 
Agreement. 

2 Annual Renewal for Annual Bookings  

All Hire Agreements for annual bookings only, are valid for one calendar year (1 September – 31 August) 
subject to earlier termination as provided in clause 16.1.  

3 Fees 

3.1 The Hirer agrees to pay to the Academy Trust the fee as agreed. 

3.2 All charges are required to be paid at the time of booking. 

3.3 The fee may be varied by the Academy Trust at any time. The Academy Trust will give 28 days’ notice in 
writing of a variation to the fee. If the Hirer does not wish to accept the fee variation then it may give 28 days’ 
notice in writing (before the Academy Trust notice runs out) to end the Hire Agreement and in the intervening 
period the then current fee will continue to apply. 

3.4 The Hirer shall be liable for and must decide for the payment of any tax or royalties chargeable in respect of 
the purposes for which the Premises hired is used by the Hirer.  

3.5 If existing stage lighting, spotlights and dimming equipment and/or sound system are required, it is to be 
requested on the School Hire Form. An extra charge will be made for this service and any operation of such 
equipment shall be carried out by a competent person named and approved in advance. We do not offer 
technical support during the letting. 

4 Use 

4.1 The Hirer shall not use the Premises for any purpose other than as specified in the Hire Agreement. 

4.2 The number of persons using the Premises hired shall not exceed the number authorised by the Academy 
Trust in writing. 

4.3 The Hirer shall not cause or permit any animals to be brought into or onto the Premises except with the 
specific prior consent in writing of the Academy Trust and subject to such conditions as may be required. 
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4.4 It will be the responsibility of the Hirer to check whether the Academy Trust’s copyright and other licences 
are sufficient to cover the proposed activity and to apply for and obtain any additional licences which may be 
necessary. 

5 Safeguarding and Child Protection 

5.1 The Hirer specifically undertakes to ensure that all of its staff and volunteers providing or offering a service 
on behalf of the Hirer are subject to a valid enhanced disclosure check undertaken through the Disclosure and 
Barring Service including a check against the adults' barred list or the children's barred list, as appropriate. 

5.2 The Academy Trust specifically reserves the right to terminate this agreement with immediate effect if the 
Hirer does not have in force the appropriate arrangements with regards to the safeguarding of children in their 
care. The Hire Agreement includes a Safeguarding Declaration. 

5.3 Hirers must have and must provide evidence of first aid training, public liability insurance (with a note of the 
Academy Trust’s interest) and any other insurance that the Academy Trust reasonably considers necessary. 

5.4 The Academy Trust’s Child Protection Policy is SUBJECT TO variation by the Academy Trust from time to 
time and any variations will be printed on the Trust website. 

5.5 The Hirer accepts the responsibilities to safeguard and promote the welfare of all the children or young 
people for whom it provides a service and accepts the requirement to follow the guidance and procedures 
outlined in the Academy Trust’s Child Protection Policy and as set out in this clause (5). 

6 Health and Safety Conditions 

6.1 For the duration of the period of hire the Hirer must ensure the following: 

6.1.1 Normal emergency procedures are followed. 

6.1.2 A first aid kit is provided. 

6.1.3 No equipment on the Premises is used without prior written consent from the Academy Trust. 

6.1.4 Familiarity with emergency equipment, such as fire extinguishers, alarms, mobile telephone and 
first aid facilities (mobile telephone and first aid facilities are not provided by the Academy Trust).  

6.1.5 An emergency evacuation procedure is established. This will detail who will be responsible for 
taking control, calling emergency services and where to assemble.  Consideration must be given to the needs of 
disabled participants. Evacuation practice must be undertaken on a half-termly basis. 

6.1.6 Facilities and equipment (if made available) are used in a responsible manner, an orderly way and 
for the purposes for which they are hired and do not compromise the safety of the Hirer and/or their clients, the 
Academy Trust or the equipment. 

6.1.7 Alcohol is not to be sold on the Premises. Alcohol consumption (but not sale) is permitted with the 
prior consent of the headteacher.  

6.1.8 Smoking is not permitted on or in any part of the Premises. 

6.1.9 Emergency exits, fire extinguishers, alarm points are not obstructed. 

https://www.efspt.org/Policies-16072020150146/
https://www.efspt.org/Policies-16072020150146/
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6.1.10 Adequate walkways are available to allow free and easy access and egress. 

6.1.11 No gas cylinders or canisters are used inside the Premises. 

6.1.12 Combustible materials are not placed adjacent to heat sources. 

6.1.13 Equipment is used for the purpose for which it was designed. 

6.1.14 Electrical equipment is PAT tested and complies with the British standards then applicable. 

6.1.15 Flammable or hazardous substances are not to be used. 

6.1.16 No open fires, candles or unauthorised electrical equipment will be used on the Premises. 

6.1.17 Noise levels must be contained to a reasonable level at all times. 

6.2 Furniture, instruments or equipment belonging to the Hirer may be left or stored on the Premises if 
this has been agreed with the Academy Trust in advance and can be stored safely. 

6.3 The Premises must be vacated on time at the end of the Hire Period and left in a clean and tidy 
condition. 

7 Insurance, Liability and Indemnity 

7.1 The Academy Trust strongly recommends the Hirer takes out its own insurance to cover any activities which 
are physically demanding or at a higher risk of possible injury. Copies of such insurance documents should be 
provided to the Academy Trust.  

7.2 The Hirer agrees and undertakes to indemnify the Academy Trust and keep the Academy Trust indemnified 
against all losses, claims, demands, actions, proceedings, damages, costs, expenses or other liability in any 
way arising from this Hire Agreement.  

7.3 The Academy Trust gives no warranty that the Premises possesses the necessary consents for the use 
specified in the Hire Agreement.  

7.4 The Academy Trust gives no warranty that the Premises are physically fit for the use specified in the Hire 
Agreement. 

7.5 The Academy Trust is not liable for: 

7.5.1 The death of, or injury to the Hirer, its employees, customers or invitees to the Premises. 

7.5.2 Damage to any property of the Hirer or that of the Hirer’s employees, customers or other invitees 
to the Premises. 

7.5.3 Any losses, claims, demands, actions, proceedings, damages, costs or expenses or other liability 
incurred by the Hirer or the Hirer’s employees, customers or other invitees to the Premises. 

7.6 Nothing in this clause shall limit or exclude the Academy Trust’s liability for: 
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7.6.1 Death or personal injury or damage to the Premises caused by negligence on the part of the 
Academy Trust or its employees or agents. 

7.6.2 Any matter in respect of which it would be unlawful for the Academy Trust to exclude or restrict 
liability. 

8 Damage to Property 

8.1 The Hirer undertakes either to make good or to reimburse the Academy Trust for the cost of making good 
(as the Academy Trust directs) any damage to the Premises caused by the Hirer, their staff, visitors or clients 
and the Hirer indemnifies the Academy Trust for all damage and loss suffered as a result of the hiring.  

8.2 If the Premises hired are left in a state which requires additional cleaning above that normally allowed, the 
Hirer may be subject to an additional charge. 

9 Security  

The Academy Trust agrees to make arrangements for the Premises to be opened and locked after each Hire 
Period and the Hirer agrees to notify the Academy Trust or their authorised representative where any session is 
to start late or end early. 

10 Temporary Unavailability of Premises by the Academy Trust 

10.1 The Academy Trust may give verbal notice to the Hirer that the Premises are temporarily unavailable in the 
following instances: 

10.1.1 Where the Premises are closed for any reason. 

10.1.2 Where the Premises are in the Academy Trust’s opinion unsafe to be used by the Hirer. 

10.1.3 Where there are emergency circumstances which require the use by the Academy Trust of the 
Premises. 

10.1.4 in consequence or any outbreak or prevalence of infectious disease. 

10.1.5 for any other cause outside its control. 

11 Access and Car Parking 

Parking is only available in the front and to the rear of the school and may be used by the Hirer if the Hire 
Period is outside of usual school business, school day hours. 

12 Nuisance 

The Hirer must not (and must ensure that any person entering the Premises during the Hire Period does not) 
cause any nuisance or disturbance to the Academy Trust or neighbours. 

13 Additions and Alterations 

13.1 The Hirer will make no alterations or additions to the Premises. 
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13.2 The Hirer shall not treat or apply any substance whatsoever to the floor or any part of the floor of the 
Premises. 

14 Assignment and Sub-hiring 

This Hire Agreement is personal to the Hirer and the Hirer must not assign or sub-hire the whole or any part of 
the Premises or allow any third party to occupy them. 

15 Change of Contact Person 

The Hirer agrees to notify the Academy Trust in advance if the contact person is to change and to provide the 
name of the new contact person. If the transfer of contact person does not correspond with a renewal of Hire 
Agreement, the new contact person will be required to countersign the current Hire Agreement to demonstrate 
they agree to these Terms and Conditions. 

16 Termination 

16.1 The Academy Trust may end this Hire Agreement by giving the Hirer one month’s written notice to expire 
at any time or by immediate notice if the Hirer breaches any term of the Hire Agreement. 

16.2 Termination of this Hire Agreement shall not affect the rights of either party in connection with any breach 
of any obligation under this Hire Agreement which existed at or before the date of termination. 

16.3 The Hirer may cancel or postpone a booking on condition that, if 14 or more days’ notice is given, half fees 
will be payable, and if less than 14 days’ notice, full fees will be payable unless, in either case, the premises are 
re-booked.  

  

17 Notices 

17.1 Any notice given under this Hire Agreement shall be in writing and shall be delivered by hand or sent by 
pre-paid first-class post or other next working day delivery service to the relevant party as follows: 

Dannii Owens, Trust Operations Manager, Epping Forest Schools Partnership Trust, 36 Hoe Lane, Abridge, 
RM4 1AU. 

17.1.1 To the Hirer at: as identified in the Hire Agreement.  

17.1.2 Or as otherwise specified by the relevant party by notice in writing to each other party. 

  

18 Other 

18.1 The Hirer confirms it has read, and will ensure observance by persons using the Premises of, the Hire of 
Premises Terms and Conditions.  

18.2 The Academy Trust may vary the Terms and Conditions of this Hire Agreement by giving the Hirer 28 
days’ notice in writing of the variation. If the Hirer does not wish to accept the variation then it may give 28 days’ 
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notice in writing (before the Academy Trust notice runs out) to end the Hire Agreement and in the intervening 
period the then current terms will continue to apply. 

18.3 The Hirer must comply with any regulations and rules that the Academy Trust makes and notifies to the 
Hirer from time to time governing the Hirer’s use of the Premises. 

  

18.4 No illegal, indecent or immoral activity is permitted and no betting, gambling or gaming is permitted on the 
Premises. 

18.5 The licence granted under this Hire Agreement is not intended to and will not create the relationship of 
landlord and tenant. The Academy Trust retains control, possession and management of the Premises and the 
Hirer has no right to exclude the Academy Trust from the Premises.  

18.6 A person who is not a party to this Hire Agreement shall not have any rights under the Contracts (Rights of 
Third Parties) Act 1999 to enforce any term of this Hire Agreement. 

18.7 The Hirer shall ensure that caterers, contractors and others supplying or serving  refreshments, or 
providing decorations etc comply with all current legislation relating to food  hygiene, health, welfare and safety 
matters and remove from the school premises all their  articles and property by midnight on the day of hire if the 
school is to be used next day, or in  any other case by noon on the day following the day of hire, and shall 
observe and carry out  any instructions which may be given to him/her in this connection. 

18.8 If a Door Supervisor or Door Supervisors are used by the Hirer on the premises then the Hirer must ensure 
that any necessary licence or licenses have been obtained and are in force. 
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Appendix B - EFSPT Safeguarding / Child Protection Declaration   

Epping Forest Schools Partnership Trust – Child Protection Policy annexed. SUBJECT TO variation by the 

Academy Trust from time to time and any variations will be printed on the Trust website. 

The Hirer accepts the responsibilities to safeguard and promote the welfare of all the children or young people 

for whom the organisation provides a service.  I/we accept the requirement to follow the guidance and 

procedures outlined above and at clause 5 of the Hire of Premises Terms and Conditions. 

 

https://www.efspt.org/Policies-16072020150146/
https://www.efspt.org/Policies-16072020150146/

