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Statement of Principle 

As a school, we are committed to providing access to our resources and facilities for the local community. These 
both help to create community cohesion, and generate additional income for the school. This policy ensures that 
these activities are able to take place without detriment to the school or the children on roll, and that any activities 
involving children or vulnerable adults have suitable safeguarding measures in place.  

This policy applies to those activities which are not directly under the management of the school, and is not 
applicable to hired sports coaches/clubs who are supervised by the school. It does not apply to the letting of the five-
a-side pitch, which is not managed by the school, but by Oxford City Council.  

Lettings Agreement 

Where a letting is requested, the decision as to whether it should be authorised is at the discretion of the 
headteacher. In making this decision, the headteacher will give due consideration to: 

 The potential benefit to the school and/or local community 

 Whether the letting complies with Child Protection and Prevent strategies 

 Any potential negative impact on the school, including risk to the buildings, children or public perception of 
the school 

 For out of school hours, whether staff are available and willing to lock/unlock the school.  

The headteacher retains the right to agree any letting which is in line with this policy, or to refuse any letting which 
may contravene the policy, is or may be unsuitable, or impractical. 

Lettings will always be refused where the school has concerns about the potential for: 

 Issues relating to the safeguarding of children 

 Issues relating to extremist, discriminatory or other behaviours which may arise 

 Any detriment to the school as an organisation, public perceptions of the school, our children, or the 
wellbeing of the local community. 

The school reserves the right to refuse a letting without reason, and to terminate without notice any ongoing 
letting which breaches this policy or other school policies. Where a hirer believes that they have been discriminated 
against or treated unfairly, they may make a complaint to the governing body in line with the school complaints 
procedure. 

The basic charge for letting of the school will be at £25/hour for the school hall and £20/hour per classroom. This 
includes locking and unlocking charges. At the discretion of the school, these charges may be varied, for example, to: 

 Attract groups to the school who will enhance opportunities for children or the wider community. 

 Where the school does not require locking or unlocking 

 To take into account the higher costs of Sunday or holiday opening. 

 A deposit may be requested where appropriate to cover any damage. 

Lettings will not normally be allowed during the hours of operation of the school, which are currently 8.00am until 
5.45pm. This is to ensure that all children on site are suitably protected. Exceptions may be made for groups working 
with children where all adults are DBS checked.  

The hirer will be requested to sign a lettings agreement, in which the terms and conditions of the letting are 
specified. This may include the need to provide additional documentation, which facilities may be used/accessed, 
etc. The following terms and conditions apply to all lettings: 

 Hirers must operate only within the agreed areas and not use any school facilities (e.g. ICT, stationary) 
without permission. 

 The school and its grounds are non-smoking sites. 

 Hirers may not over-run agreed hours without the prior agreement of the person who is responsible for 
locking the building. 

 The buildings, including any kitchen facilities and toilet areas, must be left clean. 



    

 

Safeguarding 

If the Hirer is working with children they must follow the guidance issued in Working Together to Safeguard Children 
2015. In particular:  

 It will be necessary for the hirer to undergo an enhanced DBS check if a particular letting involves contact 
with children and young people. It is the responsibility of the hirer, as advised by the Headteacher or 
Principal, to ensure that they have complied with this requirement and any relevant Oxfordshire 
Safeguarding Children Board requirements for working with young people. When there is a requirement for 
DBS checks on associated staff to be undertaken, the Hirer must keep appropriate records in line with 
current Safeguarding and Child Protection best practice and report to the school any safeguarding concerns 
which may arise. The Hirer will be required to provide evidence that DBS checks have been carried out on 
request.  

 They will also be expected to show they have robust Safeguarding arrangements in place and that there is a 
named “designated person” for referring Child Protection and Safeguarding concerns. The policies and 
procedures related to Safeguarding and Child Protection should be in line with OSCB procedures.  

 Where the hirer is providing sporting activity or coaching, valid and current First Aid certificates must be in 
place when school or Academy First-Aiders are not present; a certificate of public liability must be in place; 
and coaches should be qualified to at least Level 2 in a sport or other discipline. 

 An initial meeting should be held with the provider prior to the beginning of a lease, to allow a briefing on 
how to report a Child Protection concern in Oxfordshire, and how to contact the LADO if there is a concern 
about the suitability of an adult to work with children 

 The school must also be made aware of any safeguarding concerns that become apparent during the course 
of the lease.  

 Where the hirer is providing the services of qualified teachers, the school and/or provider should conduct a 
barred list check. 

 Schools are expected to pay due regard to the Prevent Duty 2015 and as such should not hire or lease school 
premises or facilities to groups that have extreme ideologies, viewpoints or links. If a school becomes aware 
of a Prevent concern regarding a group or individual using their premises and facilities or applying to do so, 
they should report their concerns through 101, through Children’s social care or Adult services or through 
any other official reporting routes available to them.  

Prevent Strategy & Equality of Opportunity 

In accordance with the Equality Act 2010 we seek to: 

a) eliminate discrimination, harassment, victimisation and any other conduct that is prohibited by or under the act 

b) advance equality of opportunity between persons who share a relevant protected characteristic and persons who 
do not share it 

c) foster good relations between persons who share a relevant protected characteristic and persons who do not 
share it. 

Our school is committed to support the above statements and we expect hirers of the school to share this 
commitment.  

 

 

 

 

 

 

 



    

Safeguarding Checklist for Lettings/Commissioned Extended School 
Provision 

 
Children Present1 

 
 

Section 1 to be completed by all organisations 
1.Name of organisation 
 

 
 

2.Address 
 
 
 

 

3.Contact telephone number 
 

 

4.Name of organisation leader 
 

 

5. Address of leader/designated 
person if different from address 
of organisation (above) 
 

 

5. Enhanced CRB check 
completed 

Yes/No 
DBS disclosure number: 

6. Date of DBS check  

7. Date of last attendance at 
Child protection training  

 

8. Names 
of other 
regularly 
attending 
adults 

Address Telephone Enhanced 
DBS check 
completed 
Yes/No 
If yes, please list 
disclosure 
number 

Date of 
DBS 
check 

Date CP training 
last attended 

 
 
 
 
 

     

 
 
 
 

     

  
 
 
 
 

    

 
 
 
 
 
 

                                                           
1 This refers to lettings where the hirer is responsible for the supervision of children. 



    

 

9. Are all children accompanied 
by an adult? (parent/carer) 

 Yes / No       

10. If no, is the organisation  
required to be registered with 
Ofsted? (This can be checked at 
www.ofsted.gov.early-years-and-
childcare) 
 

  

11. If Ofsted registered, please 
provide the date of registration 
and the registration number 
 

  

12. If providing education to 
children under the age of 5, or 
childcare to children under the 
age of 8, have all adults signed a 
disqualification by association 
document? 

  

 
Section 2 – To be completed if children are present, unaccompanied by an adult and 
the organisation is not registered with Ofsted 
 
Does the organisation currently have a Child Protection 
Policy? If yes please attach a copy  
 
A policy must be in place before any activity is 
permitted 

 

 

Section 3 - To be completed by all organisations: 
 

 I agree to keep a register of members in attendance at each session, and a central record 
of contact details for each member of the organisation. 
 

 I confirm in writing that all adults in regulated activity have appropriate DBS checks in place. 
 

 I agree to ensure that all members in attendance are informed that they may only access 
the designated room(s)/area(s) and MUST NOT attempt to access any other areas. 

 

 I confirm that all the information provided by myself, or my organisation, in the form above 
is accurate. 

 

 I understand, where children or young people are present that I must notify the school if 
there has been a change in Ofsted registration or adults regularly attending, and that failure 
to do so could result in a termination of the agreement. 

 

 I agree to update the school if contact details change. 
 
Signed by _____________________________________________ 
 
Name___________________________________________________( Leader) 
 
Date signed:- _____________________________ 
 

http://www.ofsted.gov.early-years-and-childcare/
http://www.ofsted.gov.early-years-and-childcare/


    

For school use only: 
If unaccompanied children to be present: 
Confirmation of Ofsted registration (where relevant):          
 

Yes / No 

 
Confirmation that a copy of child protection policy has been provided to the school:  
 

Yes / No 

 
Confirmation that the policy covers at least the minimum requirements, checklist completed: 
 

Yes / No  

 
I confirm that where adults who have not been DBS checked are present, 
that the room(s)/area(s) being let are physically segregated, in order to safeguard pupils and staff. 
 
Name and signature of Head teacher or Designated Member of Staff 
 
Name_____________________________  
 
Job Title____________________________________________ 
 
Signature____________________________________  

Date_____________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



    

Lettings Agreement 

EAST OXFORD PRIMARY SCHOOL: LETTINGS AGREEMENT 
 

Name of Applicant:   
 

Address:   
 

Telephone Number:   
 

Name of Organisation:   
 

Activity of Organisation:  
 
 

Areas of school required: 
  

 

Day of Week Requested:  
 

  

Start Time:   
 

Finish Time:  

Dates Required:   
 
 
 

 
I confirm that I have been provided with a copy of the lettings policy and understand the terms and 
conditions therein. Any additional terms and conditions agreed with the school should be noted 
below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
I confirm that adequate and appropriate insurance cover is in place for the activity to be carried 
out. 
 
Will the activity involve the supervision of children under the age of 18 who are not accompanied 
by a parent/carer? YES / NO (if yes, please complete additional form). 
 
I confirm that I am over 18 years of age, and that the information provided on this form is correct.  
 
Signed: (on behalf of hirer) ………………………………… Date: ………………  
 
Signed: (on behalf of school) ………………………………… Date: ………………  


