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PROCEDURES FOR HIRING OF MAYFIELD SCHOOL PREMISES 
 

Mayfield Primary School wishes to encourage the use of our school, its buildings and 

grounds, by the community as a whole. 

 

Child Protection Legislation & School Ethos 

Mayfield Primary School is committed to safeguarding and promoting the welfare of children and young 

people and expects organisations or clubs hiring the school to share this commitment. 

 

Any organisation hiring school premises in order to provide activities for children must have in place 

appropriate child protection policies, procedures and codes of conduct compatible with those of the 

school. 

 

All hirers are expected to comply with ethos of the school: Everyone is welcome    Our diversity 

enriches us all    We all do our best for ourselves and for each other 

 

 
Conditions of Hire 

 

Payment 

1. Payment is required in relation to one-off lets 7 days in advance of the date booked, failing which 

the provisional booking will be cancelled and the deposit retained by the school.  For regular 

lets, charges will be invoiced termly in arrears and payment is required within 30 days of receipt 

of invoice. 

 

Damages 

2. The hirer must leave the premises in a clean and tidy condition at the end of each period of hire. 

 

3. Hirers are responsible to notifying the school immediately of any defects with equipment or the 

property that they identify whilst using the facilities. 

 

How To Book School Premises 

 

1. Contact the School Business Manager, Kate Challis, (712127; kchallis@mayfield.cambs.sch.uk)  If the 

date is available the let will be recorded as provisional and you will be given the estimated cost and a 

booking form to complete.   

 

2. To confirm the let please return the booking form together with a deposit of £10.  Payment to be 

made by bank transfer – the details will be given to you. 

 

3. Payment is required one week in advance for one-off lets.  Regular lets are invoiced termly in arrears 

(see clause 1 below).  A price list is attached. 

 

4. After 6pm and at weekends a minimum hire of 2 hours is required. 

 

5. The deposit will not be returned if less than 14 days written notice of cancellation is given. 
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4. All damages and breakages should be reported to the school.  The hirer will be held responsible 

for any damage to buildings, furniture or other property during or arising from the period of 

hire and a claim for the reinstatement, repair or replacement of such buildings, furniture or 

other property will be made whether as a result of the negligence of the Hirer or his/her 

invitees, employees or agents during the period of hire.  The Hirer shall be deemed to have 

undertaken to pay the cost of such reparation by signing the booking form. 

 

5. If any additional time or expense is incurred in the removal and replacement of furniture or 

equipment, or any exceptional cleaning becomes necessary in consequence of the use of the 

premises, the hirer will be liable to reimburse the school for the time cost or other expense 

incurred. 

 
6. No nail or fastening of any kind shall be driven or put into any wall, partition, pillar or other 

fittings or furniture. 

 

7. The hirer shall indemnify the school governors and Cambridgeshire County Council against all 

claims, demands, actions or proceedings in respect of any loss, damage, accident or injury caused 

by or to any person or property which shall occur while such person or property is in or upon 

part of the premises or arise from any accident or occurrence which happens while such person 

or property is in or upon any part of the premises or in respect of any loss or damage suffered 

or sustained by any person or property by reason of use of the premises by the hirer.  Any such 

accidents or incidents must be reported to the Headteacher at the earliest possible time. 

 

Equipment 

8. The hirer shall ensure that any equipment brought onto the premises for use thereon shall be 

safe and shall meet the standards of any statutory requirements regarding its serviceability, 

control and use. 

 

9. Electrical equipment must not be brought into the premises unless: 

a. The arrangement has been approved in advance with the hirer; 

  And 

b. The equipment has been checked and has a current certificate to confirm that it          

complies with the Electricity at Work regulations. 

 

10. The hirer shall undertake to remove all equipment and property brought in for the period of the 

letting unless special arrangements have been agreed with the school.  Property left on the 

premises without such an arrangement remains at the hirer’s risk and the school reserves the 

right to dispose of it. 
 

Alcohol 

11. No excisable liquor shall be sold unless either an occasional licence or an occasional permission 

has been obtained by the hirer or on his behalf.   If a licensed bar is required the hirer should 

make a written request for consideration by the Governors.  Once granted, the hirer is 

responsible for obtaining the license, and the running of the bar. 

 

Performances 

12. The hirer shall not use the premises, or any part thereof, for a performance for which copyright 

subsists without the consent of the owner of the said copyright or in any manner infringe any 

subsisting copyright.   

 

13. The hirer shall arrange for any music licences as required for open access, profit making events 

such as aerobics classes.   
 

Gaming 

14. If any part of the premises is to be used for purposes of gaming or games of chance of any 

description the hirer shall be responsible for securing that the provisions of the Betting, Gaming 

and Lotteries Act 1963, the Gaming Act 1968, or any subsequent amending Act are fully 

observed and complied with. 

 

Cancellation of Booked Lettings 
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15. The school governors reserve the right by oral or written notice to the hirer to cancel or 

terminate a booking or letting at any time and to return to the hirer any monies paid by way of 

deposit or hire, but the governors shall not be under any liability to the hirer for any loss or 

damage they may sustain arising out of such cancellation or termination.  In exceptional 

circumstances, the School may ask the hirer to postpone or reschedule an individual week’s 

booking. 

 
16. In the event of a cancellation by the hirer less than 7 days before the booked date, the school 

will require payment in full.  If the relevant room(s) is re-let on the relevant date, the payment 

will be refunded. 

 

17. In relation to regular lettings, and without prejudice to clause 14 above, if the school governors 

wish to terminate this contract they will use their best endeavours to give written notice of up 

to 3 months to the hirer.  The hirer may terminate the contract by giving 3 months’ written 

notice to the school. 

 

18. If  
a. any organisation hiring school premises in order to provide activities for children fails to 

discharge its child protection responsibilities to the satisfaction of the school governors 

or any person designated by them 

     Or 

b. any other term of this contract is breached by the hirer the school reserves the right to 

terminate the contract with immediate effect without compensation and without liability 

to the hirer for any loss or damage sustained as a result of the termination.  

 

Fire  

19. The maximum capacities of the halls and rooms is as follows: 

• Large Hall 200 people.  If fire exit through KS2 is unlocked max 400 people   

• Small Hall 60 people. If fire exit through KS1 is unlocked max 150 people  

• Community Room 200 people  

 

20. The hirer must consider what to do in the case of fire - we will be pleased to advise you.  Fire 

exits and extinguishers must not be obstructed.  The hirer shall check and make known to those 

present during the letting, the location of fire exits and fire extinguishers.  

 

21. The hirer will immediately evacuate the premises by the nearest exit on the sounding of the fire 

alarm. 

 

22. No smoking is permitted on the school site.  This includes smoke machines. 

 



4 

Insurance 

23. The School is insured only in respect of its own liabilities to third parties.  All commercial 

hirers must ensure they are insured for injuries to their members and others, and 

for theft of or damage to their own and School property.  The hirer must ensure the 

school has a copy of their current public liability insurance certificate.   

 

24. For private hirers booking a non-commercial let, insurance through Mayfield Primary School is 

included.  The insurance covers: 

• Public liability, limit of indemnity of £2 million. 

• Accidental  damage to the hired premises/contents, limit of indemnity £1 million.  

Excess £100. 

 

Safety & Security 

25. The hirer shall provide such number of attendants and stewards as may be necessary to secure 

the efficient supervision of the premises during the hire.  No person under 18 years should be 

left unaccompanied.  The Hirer is responsible for the supervision of all persons attending the 

premises for the purpose of the hiring while they are on the premises or on any part of the the 

school site, and for preserving good order. 

 

26. First Aid supplies are available stored in the Community Room kitchen but these may not be 

accessible depending on the area being hired.  Hirers elsewhere on the school premises should 

bring their own first aid supplies.  The hirer must notify the school if these supplies are used.  

Any accident must be reported to the school. 

 

27. The building must not be left unattended at any time.  When a let is finished the hirer must hand 

over the building to the caretaker or lock up (by prior arrangement).  Where it has been agreed 

that the hirer will lock up at the end of the let, the hirer may not loan the key to any other 

person without the consent of the school. 

 

28. The governors reserve unto themselves and their officers, servants and agents a right of entry to 

every part of the premises at any time. 

 

General 

29. The hirer undertakes to bring these Conditions of Hire to the notice of activity organisers in the 

hired area. 

 

30. For the purposes of this contract with the school governors, the hirer may where relevant 

accept communications from the Headteacher, School Business Manager and the Lettings Officer 

as being made on behalf of the governors. 

 

31. The hirer shall vacate the premises by the time stated on the booking form. 

 

32. From time to time there will be staging in the hall for school productions.   

 

33. The disco equipment is not to be operated by persons under 16 years of age.  No drinks or 

other liquids are to be taken into the vicinity of the disco equipment. 
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Price List – Hourly Charges 

 
 

  Large Hall Small Hall Community Room 

 Commercial Non-

Commercial 

Commercial Non-

Commercial 

Commercial Non- 

Commercial 

Daytime 

to 6pm 

£21.75 £16.00 £17.75 £13.00 £17.75 £13.00 

Evenings  

& 

Saturdays 

£40.00 £29.00 £27.75 £20.75 £27.25 £17.50** 

Sundays & 

Holidays 

£51.50 £38.00 £40.00 £27.25 £34.50 £20.75** 

 
** minimum let of 2 hours.  

 

Two or more Halls/Rooms – Buy One Get 2nd and/or 3rd Half Price! 

 

Playing Field or Playground £15.25 per hour.  Includes use of changing rooms and toilet. 

 
Meeting Room Evenings and 

Saturday 

Sundays & Bank 

Holidays 

First hour £14.00 £17.25 

Subsequent hours £9.00 £10.00 

 

 
Commercial lets are events run for profit eg a workshop for which there is an attendance fee 

Non-Commercial lets are non-profit events eg a birthday party 

Legacy lets are for certain groups who have been hiring our halls for over 20 years 

 

Prices correct March 2025.  Prices may be increased with 21 days’ notice to meet rising costs.  Any 

changes will be notified to the hirer as soon as possible after they have been determined. 

 

Charges do not include the use of the main school kitchen - this must be arranged in consultation 

with the School Business Manager and the School Catering Service.  The small hall must be hired to 

facilitate access and a further surcharge of £20.00 will be made for the use of the main school 

kitchen for the reheating or preparation of food. 

.                                                                                                                                                                                      

 

 

  


