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This policy is to record the school’s procedure for dealing with letting the 

school premises 



2  

1. Introduction 
Anthony Gell School regard school buildings and grounds as a community asset, and make every 

reasonable effort to enable their use.  A letting may be defined as use of the school premises 

by either a community group or commercial organisation and should not interfere with the 

primary activity of the school. 

The use of premises outside school hours is delegated to Governing Bodies in accordance with 

the Education Committee’s Regulations for the letting of school premises R9. The Education 

Reform Act requires that finances be delegated for statutory school activities, i.e. Community 

Education, LEA initiatives etc, and that this delegation is subject to any direction  issued by the 

LEA to maintain community provision. 

The Anthony Gell School Governing Body has delegated approval of lettings to the 

Headteacher, with summaries of lettings use presented to the Governing Body FSCP 

Committee on an annual basis. 

Activities which fall under the usual life of the school such as Governor/Trustee meetings, 

performances, Gell Friends events and extra-curricular activities for students supervised by 

school staff are not considered lettings. 

 

 
2. Charging 

There will be no charge for Governor’s meetings, Gell Friends or Anthony Gell Foundation 
meetings, 

extra-curricular activities, staff professional and recreational activities or other school-linked 

activities, but appropriate lettings application forms will be completed for all such events so 

as to ensure full insurance cover. 

All other lettings will be charged in accordance with the criteria/regulations below. 

The Governing body will determine the charges levied, subject to direction by the Embark 

Federation and  to the statutory requirements of any other Act, although Governors will 

ensure that any costs incurred by the school are recovered. 

The costs are: 
 

Lettings Charge as at September 2025: Rooms 
 Room type Charge per hour excluding  VAT 

A Hall £31 
B Classroom £16  
C Specialist Classroom £19 

D Chairs set out in Hall £15 (one off charge)  

E Term time letting, hourly charge per 
hour after 7pm 

£17 
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For the outdoor facilities – bookings must be made via Wirksworth leisure Centre – the costs are: 
 

Lettings Charge as at September 2025: Outdoor 
 Type Charge per hour excluding 

VAT 

Grass Pitch Booked via Freedom Leisure 
Adult use: no changing room use 

Adult use, changing room – self clean 

Adult use, changing room and clean 

Under 18, no changing room use 

Under 18, changing room – self clean 

Under 18, changing room and clean 

 
£49 - £50 

£56 - £57 

£70 - £71 

£41 - £42 

£47 - £48 

£59 - £60 

Astro 
Turf(s) 

Charges set by AG Foundation, booked via 
Freedom Leisure 
Large Pitch – Full 

2/3 
1/3 
U18 on Sunday 

 

Medium Pitch – Weekday Full 
Weekday 1/2 

 

3G Pitch  

 
 

£55 - £57 

£41 - £42 
£28 - £29 
£28 - £29 

-  

£41 - £42 
£21 - £22 

 

£35 - £36 

 

o The hirer shall pay the charge requested on receipt of an invoice.   Prices are approved by The 

Governors Finance, Staffing, Community and Premises Committee (FSCP) and the Foundation 

Governors.  

o The Governing Body reserves the right to adjust the hiring charge should the hire period extend 

the period originally agreed, or if there are circumstances which require an increase  (to be 

communicated to the hirer). 

o The school reserves the right to refuse any application. 

o The school reserves the right to cancel/postpone bookings if the facilities are required for the 

purpose of education and/or school business, or for emergency repairs or maintenance, 

inclement weather, Force Majeure, Acts of God. The school will endeavour to give as much 

notice as possible and will ensure that the hirer is not charged for this. 

o If hirers need to cancel, they must give as much notice as possible. Cancellation charges  may 

be charged at the discretion of the school. Costs to the school as a result of cancellations will 

be passed on to the hirer as the school cannot subsidise this cost. 

o No payment should be made to staff, other than that invoiced. A receipt should be  obtained 

for cash payments 

o The hirer may not sub-let the premises. 
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o The hirer must complete and sign a booking form to agree to the conditions of hire (see 

Appendix 1 for school bookings and visit the Leisure Centre for outdoor facility bookings). If the 

hirer is booking to enable students to attend, child protection arrangements and checklist 

(appendix 2) must be completed. The hirer, upon confirmation  of booking must read and sign 

the Health and Safety document (Appendix 3) 

o All charges are calculated by the Finance Office and booking requesters are informed of  the 

costs of hire before confirmation. 

 

 
3. Conditions of Hire 

o Hirers should ensure activities carried out on the premises are appropriate and previously 

agreed with the school, and there is adequate adult supervision. Consideration should be 

given to other users, to owners/occupiers of any neighbouring or adjoining property and 

members of the public. 

o Any damage to the school property or premises must be paid for by the hirer. Pianos, 

furniture and equipment must not be moved or used without permission. No property     

should be removed from the school. 

o Users of the premises are responsible for their own safety; any accidents or injuries should 

be reported to the school at the earliest convenience. Liability Insurance should be obtained 

by the hirer; a copy of this may be requested by the school – see section on Insurance below. 

o Parking is at owners’ risk. Parking should not obstruct neighbouring properties.  

o Loss/theft/damage of personal property is at owners’ risk. 

o Hirers should ensure they leave the premises in a clean and tidy condition. Any damage or 

concerns should be reported to the school. 

o Any defects relating to the premises should be reported to the school. 

o Hirer to obtain any necessary licences for children performing at an event, in accordance 
with The Children and Young Persons Acts 1933 and 1963 and the Children (Performance 
and Activities) (England) Regulations 2014. Licences are obtained through Derbyshire County 
Council; requirement and application details can be found here: 

https://www.derbyshire.gov.uk/education/out-of-school/children-in-

employment/children-in-entertainment/children-in-entertainment-and-activities.aspx 

 
 
 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.derbyshire.gov.uk%2Feducation%2Fout-of-school%2Fchildren-in-employment%2Fchildren-in-entertainment%2Fchildren-in-entertainment-and-activities.aspx&data=05%7C02%7CHHarper%40anthonygell.co.uk%7Cbc226d30afa745c2652108dc2eeacd57%7C45cec1ecdf594694becfa898c16f2a04%7C0%7C0%7C638436833199430857%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=mRDLbC9sxlLlV%2FvCCCqZ3r9kkbEFeQanL6%2B%2FzPJZspE%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.derbyshire.gov.uk%2Feducation%2Fout-of-school%2Fchildren-in-employment%2Fchildren-in-entertainment%2Fchildren-in-entertainment-and-activities.aspx&data=05%7C02%7CHHarper%40anthonygell.co.uk%7Cbc226d30afa745c2652108dc2eeacd57%7C45cec1ecdf594694becfa898c16f2a04%7C0%7C0%7C638436833199430857%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=mRDLbC9sxlLlV%2FvCCCqZ3r9kkbEFeQanL6%2B%2FzPJZspE%3D&reserved=0
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Insurance/Legal/Copyright Matters 

The extension for Hirers Liability (Section 4 – Third Party Public Liability of the RPA 

Membership Rules) will provide indemnity to a person or group of individuals or an 

organisation who would not be expected to have their own public liability insurance, for 

example, it would not be the intention of the RPA to provide cover for liabilities of large 

groups or organisations who are hiring the premises such as a football club who should 

provide evidence of such insurances to the school.  

 

We would not expect groups of friends getting together to play a sport or families hiring the 

hall for functions to have their own Public Liability insurance. There is no specific list of what 

is or isn’t covered as this is up to the school to decide.  

 

The RPA will continue to indemnify the school for the schools legal liability to pay 

compensation for personal injury or damage to third party property arising out of the use of 

its facilities by third party organisations. Risk Assessments should be undertaken, recorded 

and adhered to. 

 

If the hirer is at fault with a claim, where they use the schools insurance, it is expected that 

they pay the first £100 of each and every claim in respect of damage to buildings and contents. 

 

The following also must be arranged as required: 

o Hirer to ensure that no gambling or any other objectionable conduct takes place on the 

premises. 

o Hirer to obtain any necessary permission from the owners of copyright in musical, dramatic, 

literary and other works as required by the Copyright Act 1956, and to indemnify the County 

Council in respect of any infringements of such copyright. 

o Hirer to secure a licence in accordance with the Licences Act 2003 (previously the Theatres 

Act 1968) in respect of the performance of any play. 

o Hirer to secure a licence for the sale of intoxicating liquor through the Local Authority. 

o Hirer to agree to abide by other regulations as directed from time to time by the Governors 

or Local Authority. 

o Licences (where needed) such as temporary events notices or for the provision of alcoholic 

drinks, must be obtained by the hirer at their own expense. 
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Appendix 1 
 

ANTHONY GELL SCHOOL LETTINGS BOOKING FORM 
FOR HIRE OF SCHOOL PREMISES 

This booking form must be returned to the school office. 

To check availability or if you require additional information about the facilities available, please contact School 

Business Officer, Fran Calladine, on f c a l l a d i n e @ a n t h o n y g e l l . c o . u k  
 

DETAILS OF HIRER 

APPLICANT 

EMAIL: 

ADDRESS: 

TELEPHONE NO (DAYTIME/MOBILE): 

ON BEHALF OF (name of organisation) 

POSITION 

 
DETAILS OF HIRE/REQUIREMENTS (see over for block bookings) 

TYPE OF FUNCTION:  

NO OF PEOPLE ATTENDING 

(max): 

No of Adults: 

No of cars: 

 No of children (under 17): 

THOSE ATTENDING: family/friends/members of the organisation/members of the general 

public/    

Health & Safety 

(Please tick box confirming 

that you agree the 

following) 

The hirer is responsible for arranging any first aid provision whilst on the 

premises. 

☐ 
SAFEGUARDING 

(The hirer has completed 

the safeguarding form if 

required) 

The hirer may be required to complete a satisfactory safeguarding checklist 

Required ☐ Not required ☐ 

CONDITIONS OF HIRE 

(Please tick box confirming 

that you agree the 

following) 

The hirer confirms to abide by the conditions of hire as set out in the 

Schools Letting Policy (available on the website) 

☐ 
TYPE OF USE: GOVERNORS/SCHOOL OTHER DCC PRIVATE HIRE 
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ANTHONY GELL SCHOOL- LETTINGS BOOKING FORM 
 

Date START 

TIME 

END 

TIME 

TOTAL 

HOURS 

(Charged 

letting 

minimum 2 

hours) 

CLASSROOM 

(Insert No.) 

HALL SPECIALIST 

CLASSROOM 

OTHER eg 

Chairs in Hall 

TOTAL COST 

         

         

         

         

         

 
DISCOUNT ALLOWED (INSERT GOVERNORS REFERENCE, REASON AND DATE) 

 

 
TOTAL COST 

 

 
NB Time must be included for setting up and clearing up within your booking period – no additional time 

allowances are given for this. 

 
 

Signed ………………………………….. Date ………………………………. 

Name ….................................... 
 

If signing on behalf on organisation please tick to confirm you are entitled to enter the 

organisation into financial obligations and for the school to use this information to store a 

booking and request payment ☐ 
 

Appendix 2 
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CHILD PROTECTION ARRANGEMENTS: A CHECKLISTFOR SCHOOLS AND INDEPENDENT PROVIDERS 

 
 
 

 
 

 

This guidance note provides a checklist that schools can use to help them comply with the 
requirement in the DfES circular in cases where services or activities are provided for children 
separately by another body. This relates to an arranged activity involving students 

Safeguarding Children and Safer Recruitment in Education Guidelines which came into force 1 

January 2007 state in para 2.26 

 

“Where the governing body provides services or activities directly under the supervision or 

management of school staff, the school’s arrangements for child protection apply. Where services 

or activities are provided separately by another body, the governing body should seek assurance 

that the body concerned has appropriate policies and procedures in place in regard to 

safeguarding children and child protection and there are arrangements to liaise with the school on 

these matters where appropriate”. 

 
In addition paras 4.79 – 4.85 state that : 

Written agreements should be in place with any third-party provider or group providing services to 
children and young people, which set out the respective responsibilities of the school and the 

provider or group. These should include responsibility for areas such as health and safety, 

recruitment and vetting checks and child protection arrangements. The schools’ insurance provider 

should be consulted to ensure provision is adequately covered. All staff and providers working on 

the school site should have training on issues such as emergency evacuation procedures. Schools 

should only work with providers that can demonstrate that they have effective child protection 

procedures, training and vetting arrangements for staff, appropriate child/adult ratios and 

contingency arrangements in place for emergencies or the unexpected. 
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Safeguarding Children: Schools Checklist 
 

A checklist should be completed for each activity where students are participating 

1 Name, address and contact number of hiring organisation 

2 Type of activity 

3 Location of activity (if on school site, be specific) 

4 Days and times of activity 

 Safety requirement In Place 

5 Does the agreement or contract allowing with the organisation contain a 
clause that: 
- Requires the organisation to have in place appropriate child 

protection policies, procedures and codes of conduct that are 
compatible with those of the school and the Local Safeguarding 
Children Board? 

- Gives the school opportunity to terminate the contract with 
immediate effect if the organisation is failing to discharge its child 
protection responsibilities? 

 
 

Y/N 
 
 
 
 

Y/N 

6 Has the organisation got a child protection policy that is compatible with the 
school’s policy? 

Y/N 

7 Has the organisation a code of conduct for staff that is compatible with 
school’s code of conduct or expectations (including the abuse of trust under 
the Sex Offences Act for children over 16 but under 19 years)? 

Y/N 

8 Are staff in the organisation aware of the procedures to be followed if they 
think a child is being abused and have they been supplied with the number 
for Social Care? 

Y/N 

9 Has the organisation a copy of the DfE booklet “What to do if you’re worried 
a child is being abused – Summary” and can the organisation confirm that it 
is shared with members of staff? 

Y/N 

10 Does the organisation have an approved procedure in the event of a child 

protection allegation being made against a member of their staff? 

Y/N 
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11 Has the organisation provided written confirmation that they have in place 
robust practices which meet the safer recruitment guidance set out by the 
children’s workforce development council* (CWDC) including: 

• Confirmation that they, or another employment business acting on 
their behalf, has obtained an enhanced CRB disclosure on all staff or 
volunteers working with children 

(including transporting children as part of the activity) 

• Confirmation that the staff or volunteers have not had a break of 3 
months or more from employment since their latest CRB disclosure 
was obtained 

• Confirmation that job interviews have been carried out for all staff 
and volunteers and that full application details exist 

• Confirmation that a minimum of 2 satisfactory references have been 
received (from previous employers where possible) which address 
the individual’s suitability to work with children & young people 

• Confirmation that individual identity and qualification checks have 
been satisfactorily completed 

Y/N 

12 Are there appropriate arrangements for first aid or other emergencies? Y/N 

13 Are there arrangements for the staff member/organiser to liaise with the 

appropriate member of school staff if there should be a particular concern? 

Y/N 

* Safer Recruitment Guidance set out by the CWDC is currently under development and 

consultation. For the latest developments refer to the CWDC on the internet. 

 
If the answer to questions 5,6,7 and 10 is ‘no’, schools could share their policy and procedures and, 
in a covering letter, require the organisation to adopt policies and procedures that are compatible 

with the school’s policies. It will be important that these are not simply adopted without change, 

since the school’s documents will often identify school staff who are responsible/accountable for 
specified actions. 

 
If the answer to question 5 is ‘no’ the contract or agreement will need to be amended to include 

these requirements. If the answer to any other question is ‘no’, the organisation should be given a 

period no longer than one month to ensure that the area causing concern can be addressed, 

including appropriate staff training or plans for training. 
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Appendix 3 

 
 

 
 
 
 
 
 
 
Health and Safety: Hirer Fire & Accident Procedures 

As group leader for the booking of this space, you are now the designated officer 

responsible for the health and safety of your event. Please will you read these instructions 

carefully and then sign at the bottom of both copies to say that you have received and 

understood these instructions. Keep one copy for yourself. You must have your own mobile 

phone as there may not be access to a phone from your area. First-aid kits and support may 

not be accessible for your event, so you should make provision for this. 

The fire notices in the room are instructions for what to do and where to go during normal 

school hours. The instructions for out of school hours events are slightly different. At the 

beginning of your event, you should make everyone aware of the evacuation procedures. 

Where large numbers of people are present, you should give specific roles to event 

organisers, to help you evacuate. If you are unsure about this, please talk to the caretaker 

before he leaves the building. 

In the interests of health and safety and by law, the school building is a designated no- 

smoking area. If anyone needs to smoke, then they must be well clear of the building. They 

must not stand in the doorways. 

If you discover a fire: 

1. You must raise the fire alarm by BREAKING THE GLASS IN THE NEAREST ALARM 
BELL PUSH. 

2. Leave the building immediately by the safest route. The caretaker will tell you 
which fire exits to use and which area to use to assemble for safety. Some fire 
exits are not suitable escape routes for out of school hours events. 

3. Call the fire brigade on 999. 
4. Do not stop to collect personal belongings. 
5. Do not re- enter any building. 
6. Telephone the duty caretaker on: 07739 798432 

 

THE FIRE ALARM IS THE CONTINUOUS SOUND OF THE SIREN. 

If you hear the fire alarm: 

1. Leave the building immediately. 
2. Go to the assembly area as directed by your group leader. 
3. Do not stop to collect personal belongings. 
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For non-emergency problems which have arisen, I will make a comment in the space 

provided. I will not ring the duty caretaker or anyone else for non-emergency problems. 

4. Do not re-enter any building. 

 
You will not be able to re-enter the building unless either the fire officer or duty caretaker 

tells you to do so. The duty caretaker will only tell you to re-enter if it is discovered that it is 

a false alarm. If there is a fire, then everyone has to take instruction from the fire officer. 

Title of event ………………………………………………………………………. 

Date ………………………….. Event times …………………………………… 

I have received and understood these instructions. I understand that I am the designated 

person responsible for the health and safety of this event. I will only use the duty 

caretaker’s phone number in an emergency. 
 

 

 
At the end of the event, I will either give this form directly to the caretaker, or put it through 

the school letter box at reception. 

 

 
Signed ………………………………….. 

 

 
Print name ……………………………… Date ……………………….. 

Comments for non-emergency issues. 


