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Hire of School Premises Application Form 



 

 

(outline of spaces/areas to be used) 
 

(outline explaining use) 
 

(duration) 
 

(varies according to location and time) 
 

 Make the areas specified available for use during the hours agreed 

 Ensure that those areas are clean and properly maintained ready for use by the Hirer 

 Ensure that adequate lighting is provided i.e. external lighting during winter months 

 

 Provide the Business Manager of Addison Primary School with the name and contact details of a designated 
person in charge of the activity 

 Ensure that all participants in the activity are properly supervised at all times by the organizer 

 Ensure the correct behaviour of all participants at all times 

 Ensure that anyone taking part in the activity only uses the areas set out above 

 Take full responsibility for the safety and security of any people participating in the activity 

 Ensure that everyone taking part in the activity is aware of the School’s fire regulations, details of which are 
included in this agreement (Page 3). 

 Ensure that any electrical equipment that is brought on to the premises has been tested within the last 6 
months and is appropriately marked 

 Pay the agreed hire fee on receipt of an invoice 

 Ensure that all areas that have been hired are kept clean and tidy and that all litter is removed, and the area 
is handed back to the school in the condition in which it was found 



 Arrange and pay for 4 black-lidded pallet waste bins to be emptied on the Friday afternoon, so that the 
school refuse collection is not disturbed and our neighbours are not inconvenienced by waste food and 
packaging 

 Ensure that visitors do not put food waste etc. into Orange Recycling bins 

 Provide fencing to prevent access to Climbing Frame/Sand Pit area: fencing may be stored on site 

 Ensure that the premises are vacated within 1 hour of the end of the hire period, or as soon afterwards as is 
reasonable to arrange agreed cleaning and removal of fencing etc. 

 Ensure that the Addison Gardens entrance gate is closed before leaving the site 

 Ensure that all participants are aware of the correct means of access to the area being hired 

 Ensure that all participants are aware of where to find information on the activity and are requested not to 
phone Addison Primary School seeking information about the activity or access to the premises. 
 

The Hirer shall maintain Hirer’s Liability Insurance in the sum of £5m for any one event and shall indemnify 
Addison Primary School against any legal liability for damages in respect of: 

 Accidental injury to persons 

 Accidental loss of or damage to property 

 Acts of nuisance or trespass giving rise to a claim under civil law 

 Any other breach by the Hirer of the terms of this Agreement. 
  

 

Addison Primary School is a Non-Smoking Site
The Hirer is responsible for: 

 Complying with all legislation relating to health and safety and the environment, and for ensuring that its 
activities do not compromise compliance measures which the School has taken 

 Ensuring that it maintains records of any accident, instance of ill health or dangerous incident arising from its 
activities 

 Ensuring that all accidents, instances of ill health or dangerous incidents arising from its activities are 
reported to the School’s Business Manager 

 Ensuring that all participants understand the procedure to be followed in the event of an emergency 

 Maintaining accurate attendance lists of participants and visitors at its events. 
 
The School is responsible for: 

 Complying with all legislation relating to health and safety and the environment associated with the 
management of its buildings and all external areas under its control 

 Ensuring that adequate provision has been made for the prevention, detection and protection of its facilities 
from the effects of fire, and that suitable arrangements are in place for the safe evacuation of the premises 
in such an event 

 Removing any article or substance which could present a potential hazard: however it remains the duty of 
the Hirer to advise the Business Manager of any unresolved hazard which has been created as a result of the 
Hirer’s activities. 
 
 



7 days’ notice is required from the Hirer to terminate the agreement.  Less than 7 days’ notice from the Hirer 
will attract a cancellation fee equivalent to 25% of the original fee, plus VAT where appropriate.  The School will 
give 21 days’ notice of termination unless the Hirer is in breach of the Agreement in which case the School can 
terminate forthwith. 

Daytime School numbers 
Office/Site Manager: 0207 603 5333   
   
Outside school day number for security issues 
G4S    
The Hirer:    

 In the event of a fire, emergency evacuation, or if the fire alarm is sounded, everyone should immediately 
leave the site and assemble in Bolingbroke Road.  Nobody should attempt to re-enter the site until the 
Premises Manager or the Fire Brigade have said that it is safe to do so. 

 The Hirer is responsible for ensuring that everyone involved in the activity is accounted for. 

 No attempt should be made to fight the fire until evacuation is complete. 

 The Hirer will arrange a Fire Drill once a term, in the same week that the school holds a Fire Drill, and keep 
records of the Fire Drills. 

 The Hirer shall not cause, or permit, any person connected with the hire to drive any nails, screws or other 
fixings into the walls or floors, or into any furniture or fittings, or do or permit anything likely to cause 
damage to the building or any such furniture or fittings 

 The Hirer shall pay to the School on demand the cost of reinstating or replacing any part of the premises or 
any property whatsoever belonging to the School, in or upon its premises, which may be damaged, 
destroyed, stolen or otherwise unlawfully removed during the period of hire, save where such damage is 
covered by the School’s Insurance in which case the Hirer would be liable only for any excess. 

 The period of hire will start from the time that the first person requires entry until the time the last person 
leaves the School grounds, and will include any preparation and clearing up time 

 Any information gained during the contract shall not, without permission from Addison Primary School, be 
used for publication, broadcast or television 

 All entrances to the School are to be kept clear of vehicles at all times 

 No smoking will be permitted anywhere within the School buildings or grounds 
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Appendix B 

 
VAT Guidelines 

 
 

 

 

 

 

 

 

 

 


