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Appendix A: Premises Application Form 

Details 

Named individual  

Company name  

Address  

(for invoicing purposes) 
 

Contact number  

Email address  

Deposit amount  

Payment method  

Requirements 

Date of hiring  

Time of hiring  

Room(s)  

Equipment needed  

Details of any equipment you 

will be using on the premises 
 

Purpose 

Details of the event  

Will you be working with 

children and/or young people?  

 

If yes, have you attached a 

 

The school will process the data collected in this form in accordance with the UK GDPR and Data 

Protection Act 2018. For further information about how the school will process your data, 

please see our Privacy Notice for Third Parties, which can be accessed on the school website.  
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copy of your safeguarding 

policy? 

Start time  

End time  

Expected attendance  

By signing this document, I acknowledge that I have read, understood and agree to the terms of 

this Lettings Policy.  

 

I acknowledge that my signature confirms all the details in this application form are correct.   

Signed  

Date  
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Appendix B: Hire Agreement  

Name of school  

Name of the hirer  

Hirer’s address 

Line 1: 

Line 2: 

Town: 

County: 

Postcode: 

Hirer’s Telephone 

Landline: 

Mobile: 

Areas of the school to be used  

Specific nature of use  

Maximum attendance  

Details of any school 
equipment used 

 

Date(s) of hire 

Date 1: 

Date 2: 

Date 3: 

Period(s) of hire Period 1: 

The school will process the data collected in this agreement in accordance with the UK GDPR 

and the Data Protection Act 2018. For further information about how the school will process 

your data, please see our Privacy Notice for Third Parties, which can be accessed on the school 

website.  
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Period 2: 

Period 3: 

Fee (specify per hour or per 
session) 

£ _______________ per hour/per session 

 

The governing board agrees to hire the premises to the hirer on the date(s) and for the period(s) 

mentioned above, upon payment of the fee specified.  

The hirer accepts all the conditions of hire as set out in the attached terms and conditions document.  

The hirer's attention is specifically drawn to the indemnities contained in the hire conditions, and the 

need to ensure that suitable insurance cover is in place for any loss, damage or injury. 

 

Hirer’s signature  

Date  

 

Chair of the governing board’s 
signature 

 

Date  
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Appendix C: Terms and conditions for hiring the premises 

The school agrees to hire out the school to the hirer on the following terms. These terms are a formal 

contract between the school and the hirer which represent an agreement between the school and the 

hirer to use the premises as the school would expect.  

In these terms: 

• ‘The school’ is used throughout to refer to Barleyhurst Park Primary School. 

• ‘The hirer’ is used to represent the individuals who are bound by these terms. 

• The ‘application form’ refers to the school’s Premises Application Form which must be 

completed by the hirer prior to using the premises. 

All applications for the hire of the school premises shall be made to the Headteacher via the school’s 

application form. The person signing this form must be over 18 years of age and present on the day of 

the premises hire. 

The Headteacher reserves the right to refuse any application or cancel a letting without notice. 

Applications must be made at least 20 days prior to the date of hire. 

All applications will be considered within 10 working days – the hirer shall receive written confirmation 

of the outcome of their application within this timeframe. 

No application will be considered for partially completed application forms. 

 

The cost of hire shall be paid by the hirer prior to the use of the school premises. The cost to hire will 

be outlined to the hirer in the Hire agreement form which must be completed alongside the 

application form. 

The school will issue the hirer with an invoice detailing what payments need to be made, the method 

of payment and the date by which the payment needs to be paid to the school. 

The school may request a deposit to be paid by the hirer depending on the nature of the premises hire 

which will be returnable once the date of hiring as ceased and the school is satisfied that the premises 

have been used appropriately. Deductions to any deposits paid may be necessary to cover the cost of 

any broken, damaged, lost or stolen items and additional cleaning fees. 

 

The Headteacher reserves the right to cancel any booking where: 

• The premises is required for unforeseen circumstances, e.g. the premises is being used in a 

parliamentary election as a polling station. 

• It becomes apparent that the purpose for the letting will be undesirable, inconvenient or likely 

to cause disturbance. 

The school requires the hirer to read and abide by these terms and conditions. Please read 

these terms carefully along with any other documents that are referred to throughout. These 

terms and conditions should be read alongside the school’s Lettings Policy. 
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• The original purposes for hiring the premises has changed to the extent that the premises 

would no longer be suitable for the requirements of the hirer. 

• The premises become damaged or unfit for use. 

In the event that the Headteacher does need to make a letting cancellation, the hirer will be issued 

with a refund covering the cost of the letting; however, no compensation will be considered. 

In the event that the hirer makes a cancellation, they must notify the headteacher in writing. 

Following any cancellation by the hirer, the school will consider the refund the hirer is entitled to 

depending on the notice period served to the school. 

The school will retain: 

• 100 percent of the cost of letting for cancellations made less than 24 hours prior to the 

beginning of the agreed letting period. 

• 50 percent of the cost of letting for cancellations made between 1 to 5 days prior to the 

beginning of the agreed letting period. 

• 25 percent of the cost of letting for cancellations made between 5 to 10 days prior to the 

beginning of the agreed letting period. 

A full refund will be provided if the cancellation is made with over 10 days’ notice. 

Where the hirer does not turn up on the agreed time or date, the school will keep 100 percent of the 

cost of hiring. 

 

The hirer will be provided with the school’s Fire Safety procedures and First Aid Policy – these policies 

should be read and understood by the hirer. 

The hirer will be responsible for providing first aid cover for their cohort and should confirm that they 

have arrangements in place to cover first aid requirements. 

The hirer will communicate fire safety and first aid requirements and procedures to their cohort. 

All hirers must adhere to the school’s Smoke-free Policy at all times. 

Fire doors must be kept clear and remain closed at all times and only opened in emergencies.  

 

The hirer will recognise that the school cannot take responsibility for any injury, nor the loss, damage 

or theft of any items during the hiring period. The premises are used at the risk of the hirer who will 

remain liable for the property brought on to the school premises and persons under their supervision. 

Any damage caused to school property will be reported to the Headteacher who may need to inform 

the hirer that they are required to pay a sum to the school to reinstate, repair or replace property. 

Any vehicles left in and around the school site are left at the owners’ risk. 

 

The hirer will not use the premises for any reasons other than those noted on the application form. 

The hirer will be responsible for ensuring that the hiring period does not cause any nuisance to others 

on the school site or to local residents. 
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Hirers will keep noise levels to a reasonable level for the time of day and the purposes of their letting. 

Any hirers wishing to play music will be required to inform the headteacher to consult on acceptable 

noise levels and noise management. 

 

The hirer must notify the school if they intend to bring animals on to the premises – the decision on 

whether animals are permitted will lie with the Headteacher. 

Guide dogs are allowed; however, the headteacher must be informed. 

 

The hirer will not be permitted to make any alterations to lighting, heating, fittings, fixtures or other 

items without the prior approval of the Headteacher. 

 

Hirers will tidy the premises prior to leaving and will ensure that the premises are left as they were 

found. 

Charges may be applied for any mess, spillages, waste or rubbish left by the hirer. 

 

The Headteacher reserves the right to modify or vary these conditions at any time where the nature 

of the application deems it necessary. 

 

☐ I confirm that I have read and understood the above terms and conditions and will ensure that all 

conditions are abided by. 

Name  

Signed  

Date  

 

 

 

 

 


