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1. Aims and scope  

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 and 
ensure appropriate arrangements are in place to keep children safe. 

 

2. Areas available for hire 

2.1 Available areas 

The school will permit the hire of the following areas: 

• Sports hall 

• Classrooms 

• Playing fields / MUGA (Multi Use Games Area) 
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2.2 Capacity and charging rates 

The maximum capacity and rates for hiring each area are as follows: 

Room / Building CAPACITY COST 

Crescent Centre 
 Space for Sports & the Arts –  

Off Peel Crescent – NG19 7LW 

 

Hire of this building is strictly for the 
use of local community groups with 
an interest for our community, 
children’s parties, sport, health & 
fitness groups and music/dance & 
theatre performance.   

Seminars/Meetings can be arranged 
by contacting the school. 

 

Mon – Fri daytime use of this hall is 
for the school use only.. 

30 for sports classes 

120 (tiered seating) 

Community use (parties for children of Crescent 
Primary only), local community group use). 

 

Monday – Friday (before 6 pm) £15 per hour 

                                    after 6pm  £30 (min 2 hrs) 

Saturday     £16ph 

Sunday           £18.50ph 

 

Non-community / parents not at the school 

Monday – Thursday  £16.00 

Friday – Saturday  £19.00 

Sunday    £20.00 

 

Commercial use /Businesses eg. non local 

clubs/concerts 

Monday – Friday  £19 

Saturday   £24 

Sunday & after 6 pm  £30 

EXTRAS  

Retractable seating (100)/ Tables & chairs          (contact to enquire)  

Projector & large screen in CC              £5  

Staging                    £10  

Grand piano                  £15  

Kitchen facilities (Inc.fridge, microwave, hot water boiler)        £3  

Hire of cups & saucers                £3  

Stage lighting                  £5  

Flip chart                                                 £3  

Hire of all facilities will be at a minimum charge of 2 hours at weekends and after 6pm.  

Classrooms (The Ark) Upper 
Building 

30 

 

£12 ph 

Playing fields 300 

 

£10 ph 

MUGA (Multi Use Games Area) 

 

 

30 

 

£10 per hour without floodlights 

£15 per hour with floodlights 

Saturday £14 ph 

Sunday    £16 ph 

Sandwich Hall (middle building) 

 

30 

 

Mon – Fri (evenings) £12 per hour 

Saturday £14 ph 

Sunday £16 ph 

Top Dinner Hall (Upper building) 30 £12 ph 
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3. Charging rates and principles 

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 1 days’ notice. We will endeavour to give 
more than 1 day notice where possible and will inform the hirer of the cancellation in these circumstances. 

 

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 [2 days’ notice]. As much notice as possible is 
required in these circumstances in order to still be entitled to a refund.  

3.3 Review 

The revenue raised from hiring out will be reviewed by the [Rachel Spray - Headteacher] 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 hire request form, which you can find in appendix 1 of this 
policy, and read the terms and conditions of hire set out in section 5. 

The hirer should fill out and sign the hire request form and submit it to the school office. Approval of the request 
will be determined by [Rachel Spray - Headteacher]. 

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.  

Priority will be given to the use of the Crescent Centre for polling purposes. 

5. Terms and conditions of hire  

The following terms and conditions must be adhered to in the hiring of the school premises. Any breach of these 
terms will result in cancellation of future hires without refund.  

1. “Hirer” means the person or entity identified in the relevant hire request form. 

2. The hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off any 
amount owing to the school against any liability, whether past or future, of the school to the licensee. 

3. The hirer shall occupy the part(s) of the premises agreed upon as a non-exclusive licensee and no 
relationship of landlord and tenant is created between the hirer and the school by this licence. 
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4. The hirer shall not sub-licence any of the premises under the licence. 

5. The hirer shall not use the premises for any purpose other than that agreed upon in the licence, as set 
out in the hire request form. 

6. Any additional uses of the premises not agreed in writing by the school will result in the immediate 
termination of the licence. 

7. The school shall retain control, possession and management of the premises and the hirer has no right to 
exclude the school from the premises. 

8. The hirer shall be responsible for all matters relating to health and safety and shall be responsible for 
those in attendance during the specified time.  

9. The hirer must take out its own public liability insurance with a reputable insurer approved by the school 
and, where requested by the school, shall provide a copy of the relevant insurance certificate no less 
than 1 week before the start date of the licence. 

10. The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or immoral act 
on the premises, nor any act that may invalidate any insurance policy taken out by the school in relation 
to the premises.  

11. The hirer shall indemnify and keep indemnified the school from and against: 
a. any damage to the premises or school equipment; 

b. any claim by any third party against the school; and 

c. all losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities, arising 
directly or indirectly out of any breach by the hirer of the licence or any act or omission of the 
hirer or any person allowed by the hirer to enter the premises 

12. Save that nothing in the licence shall exclude or limit either party’s liability for personal injury or death 
arising from the negligence of either party or any other liability that cannot be excluded by law, the 
school shall not be responsible for any losses of a direct or indirect nature, and its maximum liability to 
the hirer shall not exceed the total fees paid or to be paid to the school by the hirer under the licence. 

13. Any cancellations by the school made with at least 1 day notice or in the case of cancellations relating to 
adverse reasons eg. weather will be refunded.    

14. Any cancellations by the hirer received with less than 2 days will be refunded.  Cancellations that are not 
received in time to halt the set up will not be refunded. If a deposit is made, this will not be refunded. 

15. The hirer will read the emergency evacuation procedures and be ready to follow them in the event of a 
fire or other similar emergency. 

16. The hirer will leave the premises in the condition it was found in, leaving the area clean and tidy and not 
leaving any of their own equipment behind. 

17. The hirer will clean their own equipment brought into the premises, including washing items used in the 
kitchen area.  

18. The hirer shall not display any advertisement, signage, banners, posters or other such notices on the 
premises without the prior agreement from the school 

19. If the hirer breaches any of the terms and conditions the school reserves the right to terminate the 
licence and retain any fees already paid to the school, without affecting any other right or remedy 
available to the school under the licence or otherwise. 

20. The hirer shall observe the maximum capacity rules of the part(s) of the premises being hired and not 
allow this to be breached. 

21. The hirer will acquire all appropriate additional licences for any activities they are running, including 
those required for use of any third party intellectual property. 

22. The hirer is responsible for carrying out any risk assessments of the premises relating to the activities 
they are running.   
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23. The hirer shall comply with all applicable laws and regulations relating to its use of the premises. 

24. The school’s Lettings policy, the relevant hire request form submitted by the hirer and the relevant hire 
confirmation letter issued by the school shall apply to and are incorporated in the licence. 

25. This licence shall be governed, construed and interpreted in accordance with the laws of England and 
Wales. 

26. The school and the hirer irrevocably agree that the courts of England and Wales shall have exclusive 
jurisdiction to settle any dispute or claim arising from this licence. 

6. Safeguarding 

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

We will check: 

a) The hirer has appropriate safeguarding and child protection policies and procedures in place 
b) You are signposted/given our Designated Safeguarding Lead (DSL) contact details and MASH contact 

numbers for out of hours emergencies (displayed in Crescent Centre). 
c) the ratio of adult instructors supervising children 
d) The qualifications of those instructors are appropriate for the activity undertaken 
e) All adults in regulated activity with children have been subject to an enhanced DBS and Barred list 

check. 
f) The individual or organisation should also provide proof of their identity and this information should 

be photocopied / photographed and held on the school lettings file. 
 

If there is a failure to comply of any of the above, could lead to termination of the agreed hire and no refund of 
any deposit paid. 

7. Monitoring arrangements  

This policy will be reviewed annually and/or when there are any significant changes made to the building or 
arrangements. 
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Appendix 1: Hire request form 

Before filling out a request form, please familiarise yourself with our terms and conditions for the hire of our 
premises and our rates of hire, which you can find in sections 2 and 5 of this policy. If you have any questions, 
please contact Angela Brown – School Business Manager, responsible for Lettings. 

Name of applicant/organisation and 
company number (where applicable)  

 

Applicant contact details Address: 

 

Phone no: 

Email address: 

Preferred method of contact  

Purpose/activity of organisation  

Part of the premises requesting to be hired  

Date and time of first hire  

Is this a recurring request, or one off? If 
recurring, indicate the frequency and 
number of occurrences (e.g. weekly, 10 
weeks) 

 

Number of expected participants in the 
activity 

Please note: these numbers must adhere to 
latest government guidance on social 
distancing   

 

Additional equipment you will require from 
the school (please note we may not always 
be able to provide this but will inform you 
where this is/is not possible) 

 

Additional equipment you will be providing 
yourself 

 

Insurance (if applicable)  

Evidence of Safeguarding training (if running 
an activity involving children eg.dance club) 

 

DBS check (if applicable)  
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Qualifications (if applicable eg. first aid, 
coaching qualification) 

 

Risk Assessment   

 

 

 

 

 

 

By signing below, I agree to the terms and conditions set out in the school’s Lettings policy. 

 

Name _____________________________________________________________ Date _______________ 

 

Signature ______________________________________________________________________________  

Please return this form via email to office@crescent.notts.sch.uk. We will be in touch to inform you if your 
application is successful, and if so details of the full cost and documents that will need to be shared. 

 

Application approved? YES/NO 

 

Signed _________________________________________ Headteacher - Rachel Spray 

 

Costs agreed?_ £___________ 

 

Signed __________________________________________School Business Manager - Angela Brown 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://thekeysupport.com/terms-of-use


© The Key Support Services Ltd | thekeysupport.com/terms  

Page | 9 

Appendix 2           Action Flow Chart  

  

  
   School Business Manager  

   
receives application to hire accommodation  

      

Is the request within the Governors 

policy?  
_____   No   ____  Refuse letting or refer to Governors  

I      
Yes  

I  
      

  
Is the use by the school e.g. for a  
Governors’ meeting, P/Teacher 

meeting,  
Staff Professional Activity, Extra-

Curricular activity or other school 

activity  

  

  
____   Yes  _____  

School meets the full cost from the 

School  
Budget Share.  There is no need to 
complete an application form but a 

record should be made of the letting to 
avoid  

double booking and also to ensure that 

the  
Site Managers do not exceed the 

lettings element built into their salary.  
I  

No  
I  

Is the use for an election?  _____ Yes ______  
  

Charge at cost to the School Budget  

I  
No  
I  

Is the use for Education Department 

purposes?  
_______ Yes ______  Charge at cost to the School Budget   

 No  
I  

Is the use for a subsidised use as agreed 
by Governors?  

  

_______ Yes ______  Charge at subsidised rate subject to 

recoupment of loss being possible  

 I      
No  
I  

 Is the use for any other purpose?  _______ Yes _______  Charge in accordance with the 

Governors’ policy  
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 Appendix 3 – 

CRESCENT PRIMARY SCHOOL 

FIRE PRECAUTIONS & PROCEDURES 

For users of the Crescent Centre 

In the event of the FIRE ALARM sounding, the following procedure will operate: 

 

• The fire alarm will automatically activate on smoke or heat detection in all buildings (the panel 

will identify which area of the building the detection has been made). 

 

• (During school time) please evacuate out of the nearest fire exit (most likely the fire doors in the 

main hall) and congregate down to the lower playground (near the shelter).  Undertake a roll 

call of occupants and a member of staff will confirm when it is safe to return to the building. 

 

• In the event of a small fire occurring (e.g. in the kitchen) users may attempt to extinguish fire 

with the nearest suitable fire appliance but the first priority must be getting the occupants to a 

place of safety: 
 

• Egress plan A: out the fire doors in the main hall and onto the school 
lower playground. 

 

Egress plan B: the front car park area near the garage - preferred exit 
when out of school hours (evenings & weekends). 

 

• The emergency services will ring the school to check if assistance is required or if it is a false 

alarm  

(If the hire of the school facilities is out of school hours and the responsible adult has witnessed 

the fire and needs assistance, please call: 

Police/Fire/Ambulance: 999 
School contact number: 01623 468558 

Lettings keyholder: Site Manager: Steve Wright: 07748681960 

Lettings Keyholder: Cleaner-in-charge: Sue Colley 07547423150 

Headteacher: Rachel Spray: 07977533160 
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CRESCENT PRIMARY SCHOOL 

FIRE PRECAUTIONS & PROCEDURES 

For users of the MUGA/Sandwich Hall 

In the event of the FIRE ALARM sounding, the following procedure will operate: 

• The fire alarm will automatically activate on smoke or heat detection in all buildings (the panel 

will identify which area of the building the detection has been made). 

 

• (During school time) please evacuate out of the nearest fire exit and congregate down to the 

lower playground (near the shelter).  Undertake a roll call of occupants and a responsible adult 

will confirm when it is safe to return to the building. 

 

• In the event of a small fire occurring (e.g. in the kitchen) users may attempt to extinguish fire 

with the nearest suitable fire appliance but the first priority must be getting the occupants to a 

place of safety: 
 

• Egress plan A: out the fire doors and onto the school lower playground. 
 

• The emergency services will ring the school to check if assistance is required or if it is a false 

alarm  

(If the hire of the school facilities is out of school hours and the responsible adult has witnessed 

the fire and needs assistance, please call: 

 

Police/Fire/Ambulance: 999 
School contact number: 01623 468558 

Lettings keyholder: Site Manager: Steve Wright: 07748681960 

Lettings Keyholder: Cleaner-in-charge: Sue Colley 07547423150 

Headteacher: Rachel Spray: 07977533160 
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CRESCENT PRIMARY SCHOOL 

FIRE PRECAUTIONS & 
PROCEDURES 

For hirers of the classrooms/halls in the upper building 

In the event of the FIRE ALARM sounding, the following procedure will operate: 

• The fire alarm will automatically activate on smoke or heat detection in all buildings (the panel 

will identify which area of the building the detection has been made). 

 

• (During school time) please evacuate out of the nearest fire exit and congregate to the upper 

playground (near the playground building).  Undertake a roll call of occupants and a 

responsible adult will confirm when it is safe to return to the building. 

 

• In the event of a small fire occurring (e.g. in the kitchen or from babybelling cookers) users may 

attempt to extinguish fire with the nearest suitable fire appliance or blanket but the first priority 

must be getting the occupants to a place of safety: 
 

• Egress plan A: out the fire doors and onto the school upper playground 
or if need to be further away, the lower playground. 
 

• The emergency services will ring the school to check if assistance is required or if it is a false 

alarm  

(If the hire of the school facilities is out of school hours and the responsible adult has witnessed 

the fire and needs assistance, please call: 

Police/Fire/Ambulance: 999 

 
School contact number: 01623 468558 

Lettings keyholder: Site Manager: Steve Wright: 07748681960 

Lettings Keyholder: Cleaner-in-charge: Sue Colley 07547423150 

Headteacher: Rachel Spray: 07977533160 
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Important School Emergency Contact 
Information for leaders of lettings using the 
school premises  
 

All bodies, organisations or individuals using / leasing the school premises for private 
lettings / activities must be aware of their safer working responsibilities and emergency 
contact numbers.  
 Emergency contacts for social care 
  
To report a safeguarding concern during the day (including school holiday periods) please 
contact the MASH on 0300 500 80 90 
 
For out of office hours - between 5.30pm - 8am Monday to Thursdays, 4.30pm Friday to 
8.30am Monday, or Bank Holidays please phone our Emergency Duty Team on 0300 456 
4546. 
 
If a person is in immediate danger call 999. 
 
Emergencies could include: 
·         You suspect a child is being abused 
·         You suspect a vulnerable adult is being abused 
·         You come across someone who seems to be having a mental health crisis 
  

 
School contacts – 01623 468558 (Mon-Fri 8.30 – 5.30pm) 
 
   
 
Security/building issues - School Site Manager ‘Steve Wright’ 

 contact number 07748681960    
 
hours of availability      7am – 10pm 7 days 
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