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School Name (please amend/remove highlighted text as necessary)
Letting of Premises and Grounds Agreement 

	1. Details of Individual/Organisation

	Name(s) and role(s) of main point(s) of contact:
	

	Address 
	



	Phone number

	

	Email address

	

	Type of organisation
e.g. club
	

	2. Details of Letting

	Reason for hire

	

	Children activity
	Yes / No (circle/highlight as appropriate)

	Rooms and/or facilities required
 e.g. hall, sports field, playground, toilets, etc.
	

	Date(s) required

	

	Time required (from – to)

	

	Number of sessions required

	

	3. Conditions of hire

	By signing this form, you agree that your organisation / you have the following:
· suitable insurance cover e.g. public liability cover 
· appropriate risk assessments, supervision, first aid and PPE equipment
· arrangements for the safe use of the school car park (where relevant)
· that you have been shown where fire exits are
· that you have been shown a copy of the school asbestos register (where relevant)
· that you have taken into account guidance from the school around energy saving measures
· that where your activities present a significant hazard either to the building itself or to the safety or health of the occupants within it, you have provided the school with a copy of your risk assessment;
· that you have received a copy of the conditions of hire and agree to abide by them, as well any additional conditions listed hereafter (if any, see overleaf);
where relevant (activities involving children);
· that you have read the school’s child protection and safeguarding policy;
· that where your activities involve children, you have appropriate safeguarding and child protection policies and procedures in place, provided a copy of those to the school, and you understand how and when to liaise with the school on these matters (see page 3)


	Any damage either caused by your organisation / you, or seen, should be reported to the school office at the next available opportunity

	4. Costs of letting:
If the timing of the letting is such that it takes place after and/or outside the time the school is normally cleaned, then the letting will incur additional costs and/or may have to be cancelled at short notice if additional cleaning cannot take place. 
Hirers that are defined as statutory users or designated users 1 will be given the choice of either altering the timing of their letting or paying the additional cleaning cost. 








	By signing this form, you agree that your organisation / you have received a copy of the lettings charge calculator and agree to pay the set costs. 



Signature of hirer: 							Date: 					
Lettings agreed on behalf of the directors of the First Federation Trust by:

Name / Role: 							Date: 					


Name of individual or organisation

For all organisations and individuals hiring the school premises

· I/we have been shown a copy of the school asbestos register and understand where there is asbestos present in the school and how that is relevant to my hire.

· I have been shown where fire exits are and understand that if there is a fire, it is my responsibility to ensure safe evacuation, trigger the fire alarm, call the fire alarm and contact the caretaker

For organisations and individuals hiring the school premises to run children activities
(for example, community groups, sports associations, and service providers to run community or extra-curricular activities
· I/We have read and understood the school child protection and safeguarding policy

· I/We have provided the school with a copy of our child protection and safeguarding policy and procedures, which include the name of the person to be contacted in case of safeguarding concerns.

· My/our child protection and safeguarding policy and procedures follows the government safeguarding guidance for providers of activities, after-school clubs, tuition and other out-of-school settings.

· I/We understand that if we have any safeguarding concerns about either children who are pupils at the school or school staff/contractors present on the premises during the period of hire, I need to report this to the school as soon as practicable by contacting the following school staff:
· School designated safeguarding lead (DSL) – name and email address 
· School deputy DSL – name and email address
Concerns about children attending other schools should be reported to their school. 
· If I/we feel that a child is at immediate risk of harm, I/we will be contacting either the police or SCP/MASH/ChAD: (schools delete as appropriate)
· Devon schools:
Devon SCP Children’s Front Door:
During office hours: 0345 155 1071
Emergency Duty Team out of hours: 0845 6000 388
https://devoncountycouncil.outsystemsenterprise.com/MASH/homepage 
Plymouth schools:
Multi-agency Safeguarding Hub (MASH):
During office hours: 01752 668000
Emergency Duty Team out of hours: 01752 346984
Email: MASH@plymouth.gov.uk
Dorset schools: 
Children’s Advice and Duty Service (ChAD)
During office hours: 01305 228 866
Emergency Duty Team out of hours: 01305 228 558
· Police: non-emergency 101 / emergency 999

· I understand that a failure to comply with the above safeguarding requirements will result in the termination of this hire agreement
Signed on behalf of the organisation / individual:
Name:							Date:
-----------------------------------------------------------------------------------------------------------------------------------------
To be completed by the school:
· The school has received a copy of the organisation / individual child protection and safeguarding policy and procedures
· The school has received a copy of the organisation/individual public liability insurance
· The individual responsible for child protection for the hirer is: name and email address
· I have read through the above policy (and procedures where applicable) and agree it is appropriate
· I have shared the school asbestos register (where relevant)
· I have informed the hirer of where fire exits are and the contact details of the caretaker. 
Name:							Date: 
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