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1. Aims 

 
We aim to: 

• Make sure the school’s premises and facilities can be used, where appropriate, to support community or 
commercial organisations 

• Allow the hiring of the premises without using the school’s delegated budget to subsidise this 

• Charge for the use of the premises to cover the costs of hire and, where appropriate, raise additional funds 
for the school 

• Not let any hiring out of the premises interfere with the school’s primary purpose of providing education 
to its students 
 

2. Areas available for hire 

 
2.1 Available areas 

 
The school will permit the hire of the following areas: 

• Sports hall  

• Activities hall 

• Upper school hall 

• Performing Arts Centre 

• Lecture theatre 

• Studio Café 

• Canteen dining area 

• Classrooms 

• Playing fields 

• Outdoor courts  

• Car parks 
 

2.2 Capacity and charging rates 

 
The capacity and rates for hiring each area are included within Appendix B. 

3. Charging rates and principles 
 
3.1 Rates 

 
The rates for hiring out different areas are listed in the table in Appendix B.  

Hire charges are reviewed annually in line with the financial year. Increases will be advised with no less than 28 
days’ notice. Agreed charges are outlined in the individual Facilities Hire Agreements.   
 
The person applying to hire the premises will be invoiced for the cost of the hire agreement in accordance with the 
school’s current scale of charges.  
 
Invoices for regular hire arrangements will be issued monthly in arrears and should be paid within 14 days. The 
Hirer will be charged a 5% late payment fee if payment is not received within 30 days. If payment is still not received 
60 days after the date of the invoice, the hire arrangement will be cancelled until all outstanding fees are paid. 
Continued late payment of invoices may result in the cancellation of the Facilities Hire Agreement permanently. 
 
Occasional one-off hire agreements will require payment in advance. A 25% deposit may be requested upon 
confirmation of booking with the remainder being due no less than 14 days before the event. 
 
 



   

QEHSP16 - Facilities Hire     Page 3 of 10 
   

Queen Elizabeth’s High School   

 
 
3.2 Cancellations 

 
The hire agreement may be cancelled in full by either party by giving at least 14 days’ notice in writing. The Hirer 
will be charged for the hire if insufficient notice (i.e. less than 14 days) is given to cancel the Facilities Hire 
Agreement or if costs have been incurred by the school in preparation for the hire.  
 
The school may be required to cancel hire on occasions due to school events. A minimum of 14 days’ notice will 
always be given in these circumstances. A full refund will be issued for advance payments and no charges will be 
invoiced for those who usually pay in arrears if we do cancel a hire. The school shall not be liable for any indirect or 
consequential losses, including (without limitation) any loss of profits, loss of business or the loss of any revenue 
arising out of the cancellation of any hire.  
 
It is the responsibility of the Hirer to notify participants (or parents where participants are of school age), preferably 
in writing, of any changes in dates or venues at least one week in advance.   
 
For occasional hire cancellations (for example due to inclement weather, sickness or unavailability of attendees), 
the Hirer should advise the school immediately. Hire charges will be waived if 7 days’ notice is given in these 
circumstances. However, due to Premises Team shifts being arranged a week in advance to cover all Hire 
Agreements, any cancellation with less than 7 days’ notice will require invoicing in full to ensure costs can be met. 
 
The school reserves the right to cancel any facilities hire agreement with immediate effect if in the interests of 
health and safety. Should it be determined that risk assessments are not being followed and a risk posed to the 
health and safety of our staff, students or facilities hirers and/or attendees, we reserve the right to terminate the 
hire agreement until this can be rectified.    
 
3.3 Review 

 
The revenue raised from hiring out will be reviewed by the Finance Department and will be fed into the school’s 
financial reporting to ensure best value is being achieved. 

4. Application process 

Those wishing to hire the premises should fill out the hire request form on the school’s website. Please read the 
terms and conditions of hire set out in Appendix A and the fees in Appendix B prior to submitting your form. 
 
The hirer should fill out and sign the hire request form which is available at www.qehs.lincs.sch.uk/facilities-hire  
Approval of the request will be determined by the Communications, Marketing and Development Officer.  
 
If the request is approved, the hirer will be contacted and a site induction arranged. Emergency evacuation 
procedures and Premises Team contact details will be shared on induction. The hirer will also need to provide proof 
of their public liability insurance and safeguarding documents may also be requested. 
 
We reserve the right to decline any applications at our absolute discretion, in particular where the organisation 
does not uphold the values of the school, or reputational damage may occur.  

5. Terms and conditions of hire  

The terms and conditions in Appendix A must be adhered to in any hiring of the school premises. Any breach of 
these terms will result in cancellation of future hires without refund.  

 

 

http://www.qehs.lincs.sch.uk/facilities-hire
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6. Safeguarding 

We are dedicated to ensuring the safeguarding of our students at all times. 
 
It is the responsibility of the hirers to ensure that safeguarding measures are in place while hiring out the space.  
 
If there is a chance that those hiring the premises will come into contact with children or students, for example if 
the hire occurs during school hours, or when students may be present in the school (during after school clubs or 
extra-curricular activities), we will ask for confirmation that the hirers have had the appropriate level of DBS check. 
Hire requests will not be accepted if the provider cannot comply with the request to share DBS and safeguarding 
policy information.   
 
The hirer will be required to have appropriate safeguarding policies in place, including safeguarding and child 
protection, and shall provide copies of these policies on request to the school.  
 
The hirer confirms that, should any safeguarding concerns present themselves during the hire of the school 
premises, they shall contact the Designated Safeguarding Lead (safeguarding@qehs.lincs.sch.uk) as soon as 
reasonably practicable.   
 
The hirer understands that if the school receives an allegation relating to an incident where an individual or 
organisation is using our school premises for running an activity for children, we will follow our usual safeguarding 
procedures and inform our local authority designated officer (LADO).The hiring organisation should, as part of their 
own procedure, notify the LADO where necessary. However, the school will also make contact with both the Hirer 
and LADO to confirm that this has happened. 
 
Failure to comply with the above safeguarding requirements will lead to termination of the hire agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Approved by: Governing Board (Resources Committee) 

Date: June 2026 

Responsible Person: SLA 

Review frequency: Annually 

 

mailto:safeguarding@qehs.lincs.sch.uk
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Appendix A: Terms and Conditions 
 
Thank you for choosing QEHS for your event, club or activity. We look forward to welcoming you to our school and 
wish you every success with your event/activity. 
 
For the duration of your agreement with QEHS, the terms and conditions set out below must be adhered to.  
 
Status of the Hirer   
 

The “Hirer” is the person who is named on the application for Facilities Hire.   
 
The Hirer shall pay the full amount as stipulated by the school, and shall not be entitled to set off any amount owing 
to the school against any liability, whether past or future, of the school to the hirer or attendees. 
 
Hire agreements will not be made to persons under the age of 18, or to any organisation or group with an unlawful 
or extremist background.  
 
The Facilities Hire Agreement is personal to the Hirer only and nothing in it is intended to have the effect of giving 
exclusive possession of any part of the school to them, or of creating any tenancy between the school and the Hirer. 
 
The school shall retain control, possession and management of the premises and the hirer has no right to exclude 
the school from the premises. 
 
The Hirer may not sub-let the premises to another person.  
 
The hirer shall not use the premises for any purpose other than that agreed upon in the licence, as set out in the 
hire request form. Any additional uses of the premises not agreed in writing by the school will result in the 
immediate termination of the licence. 
 
The hirer shall comply with all applicable laws and regulations relating to its use of the premises. 
 
The People and Premises Manager will resolve conflicting requests for the use of the premises, with priority at all 
times being given to school functions.   
 

Safeguarding 

The hirer confirms that, should any safeguarding concerns present themselves during the hire of the school 
premises, they shall contact the Designated Safeguarding Lead (safeguarding@qehs.lincs.sch.uk) as soon as 
reasonably practicable.   
 
The hirer understands that if the school receives an allegation relating to an incident where an individual or 
organisation is using our school premises for running an activity for children, we will follow our usual safeguarding 
procedures and inform our local authority designated officer (LADO).The hiring organisation should, as part of their 
own procedure, notify the LADO where necessary. However, the school will also make contact with both the Hirer 
and LADO to confirm that this has happened. 
 
Failure to comply with the school’s safeguarding requirements as outlined will lead to termination of the hire 
agreement.  

 
 
 
 
 
 

mailto:safeguarding@qehs.lincs.sch.uk
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Public Safety   
 

A site induction will be arranged before the commencement of the hire agreement. 
 
The Hirer will be informed of the maximum number of attendees for each venue as required at the time of the 
Facilities Hire Application. The Hirer will be responsible for the prevention of overcrowding and for keeping clear 
all gangways, passages and exits. The Hirer will be responsible for providing adequate supervision to maintain order 
and good conduct and, where applicable, the Hirer must adhere to the correct adult/child ratios at all times.  
 
In the event of an emergency, all occupants must leave the school by the nearest exit and gather at the advised 
assembly point as directed by the Premises Manager during induction. The Hirer is responsible for familiarising 
themselves with emergency exits and must ensure that participants are aware of emergency evacuation procedures 
and assembly points. It is good practice to carry out emergency evacuation drills at suitable intervals. The Hirer 
must at all times have immediate access to both participants’ emergency contact details and a mobile phone.   
 
Where it is deemed appropriate, evidence of relevant qualifications will be requested for Hirers using facilities for 
specific activities. 
 
The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or immoral act on the 
premises, nor any act that may invalidate any insurance policy taken out by the school in relation to the premises.  

The Hirer shall be responsible for ensuring that the number of persons using the premises does not exceed that for 
which the Hire Application was made and approval given.   
 
Damage, Loss or Injury   
 

The hirer is responsible for carrying out any risk assessments of the premises relating to the activities they are 
running. 
 
The Hirer shall be responsible for ensuring the preservation of good order for the full duration of the hire agreement 
and until the premises are vacated.   
 
The Hirer must have appropriate Public Liability Insurance to cover legal liabilities for accidents resulting in injuries 
to persons (including all participants in the activity for which the premises are being hired), and/or loss of or damage 
to property (including the hired premises) arising out of the facilities hire agreement. The school will not be 
responsible for any injury to persons or damage to property arising out of the activities undertaken and supervision 
thereof during the hire of the premises.   
 
The hirer shall indemnify and keep indemnified the school from and against: 

a. any damage to the premises or school equipment; 

b. any claim by any third party against the school; and 

c. all losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities, arising 
directly or indirectly out of any breach by the hirer of the Hire Agreement or any act or omission of 
the hirer or any person allowed by the hirer to enter the premises 
 

Nothing in the Hire Agreement shall exclude or limit either party’s liability for personal injury or death arising from 
the negligence of either party or any other liability that cannot be excluded by law. The school shall not be 
responsible for any losses of a direct or indirect nature, and its maximum liability to the hirer shall not exceed the 
total fees paid or to be paid to the school by the hirer under the Hire Agreement. 

The school will inform the Hirer of any areas within the scope of the arrangements where asbestos has been 
identified if there is a foreseeable risk of potential damage arising from the specific hire use of the building.   
It is the Hirer's responsibility to make their own first aid arrangements, which may include the provision of a 
qualified first aider and a first aid kit, particularly in the case of sports hire.  
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It should not be assumed that the school office will be available during the time of the hire and the Hirer agrees to 
have access to a mobile phone at all times to cover the event of an emergency. 
 
The Hirer must inform us of any accidents or near misses whilst on site. A copy of any accident forms completed 
should be shared with the school. In the event of a serious injury, the Hirer may be asked to complete a QEHS 
accident form if it is deemed appropriate.  
 
It is the Hirer’s responsibility to ensure that all those attending are made aware of the fact that they do so at their 
own risk.   
 
School Equipment   
 

This can only be used if requested on the initial Facilities Hire Application Form and if its use is approved by the 
People and Premises Manager. Responsible adults must supervise the use of any equipment that is issued and 
ensure its safe return. The Hirer is liable for any damage, loss or theft of school equipment they are using and for 
the equipment's safe and appropriate use. Use of the school’s resources, including telephones and photocopiers, 
is not included in a hire arrangement unless expressly agreed at the time of the agreement.  
 
Furniture and fittings shall not be removed or interfered with in any way. No fittings or decorating of any kind 
necessitating drilling or the fixing of nails or screws into fixtures which are part of the school fabric are permitted. 
In the event of any damage to premises or property arising from the hire agreement, the Hirer shall pay the cost of 
any reparation required.   
 
Hirer’s Equipment  
 

The Hirer should state on the Facilities Hire Agreement any equipment they intend to bring into school. They are 
responsible for ensuring the suitability of the equipment and for ensuring that it is in good order.   
 
Any electrical equipment brought by the Hirer onto the school site must comply with the Code of Practice for 
Portable Electrical Appliance Equipment. The intention to use any electrical equipment must also be notified on the 
Facilities Hire Application Form.  Any of the Hirer’s own equipment should be brought into/removed from school 
within the time booked.   
 
School Facilities   
 

Subject to availability, the Hirer and other adults/visitors attending during the period of hire may use the school car 
parking facilities. The school will not accept any responsibility in terms of damage, theft or loss of any car left in the 
car park during the hire period.   
 
Access to the school’s toilet facilities is included as part of the Facilities Hire Agreement for indoor hire 
arrangements. Access to the facilities for outdoor hire arrangements must be requested at the time of booking. 
However, If the booking is on the field, toilets must also be included in the cost.  
 
Suitable footwear should be used. No stiletto or any type of thin heel is to be worn in the Sports Hall or Activities 
Hall. Carpeting is available in these areas if required, but incurs an additional hire charge.  
 
Where equipment and/or furniture are needed in the Sports Halls i.e. tables, chairs and staging, carpet must be 
used to protect the flooring. This does incur an additional hire charge.  
 
If activities involve the use of outdoor facilities, participants should ensure footwear is cleaned accordingly before 
re-entering the premises.    
 
Food and Drink   
 

No food or drink may be prepared, served or sold to others/attendees on the property without prior approval and 
will only be approved in line with current food hygiene regulations. Food hygiene training certificates must be 
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provided by those wishing to prepare food to be served to others. Risk assessments must also be provided for any 
planned hot food preparation. Where food is being sold, a Food Hygiene Rating certificate/sticker will also be 
requested. 
 
If you would like to provide refreshments for your event please let us know so we can discuss the options with you 
in advance.  
 
Attendees may bring their own snacks/refreshments.  
 
All litter must be placed in the bins provided. Should litter and/or food waste be found repeatedly at the end of 
hire agreements, the school reserves the right to update the hire agreement to prevent food and drinks being 
consumed during future use.  
 
Intoxicating Liquor/Drugs   
 

No intoxicants/drugs shall be brought on to or consumed on the premises without prior authorisation. The Hirer 
will be responsible for acquiring a Temporary Event Notice (TEN) should one be required to allow for serving alcohol, 
late night refreshment or entertainment at events.  
 
Any person thought to be under the influence of alcohol or drugs on arrival will be refused admittance.   
 
Smoking 
 

Smoking is not permitted within school buildings or on school grounds at any time.   
 
Pets 
 
Pets are not permitted within school buildings or on school grounds at any time.   
 
Copyright or Performing Rights 
 

The hirer will acquire all appropriate additional licenses for any activities they are running, including those required 
for use of any third party intellectual property. 
 

The Hirer must not, during the occupancy of the premises, infringe any copyright or performing right. The Hirer will 
indemnify the school/Local Authority against all sums of money which the school/Local Authority may have to pay 
due to an infringement of copyright or performing right occurring during the period of hire covered by this 
agreement.   
 
Vacation of Premises   
 

The Hirer shall ensure that the premises are vacated promptly at the end of the hire agreement. The Hirer is 
responsible for supervising any children taking part in an activity until a responsible adult collects them.   
 
The Hirer shall, at the end of the hire period, leave the accommodation in a tidy condition, as they find it on arrival; 
all equipment being returned to the correct place of storage. If this condition is not adhered to, an additional charge 
will be made.   
 
Promotional Literature/Newsletters   
 

The hirer shall not display any advertisement, signage, banners, posters or other such notices on the premises 
without the prior written agreement from the school. 
 

A draft copy of any information proposed for distribution which contains any reference to the school must be 
sanctioned by the People and Premises Manager at least one week prior to proposed distribution by the Hirer. 
  
Photos may only be taken during the hire agreement with prior approval from the Premises Manager. 
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Right of Access   
 

The school reserves the right of access to the premises during any hire agreement. The Premises Manager or 
delegated officer may attend to monitor activities from time to time.   
 
If the hirer breaches any of the terms and conditions the school reserves the right to terminate the hire agreement 
and retain any fees already paid to the school, without affecting any other right or remedy available to the school 
under the hire agreement or otherwise. 
 
The school’s hire policy, the relevant hire request form submitted by the hirer and the relevant hire confirmation 
letter issued by the school shall apply to and are incorporated in the licence. 
 
This hire agreement shall be governed, construed and interpreted in accordance with the laws of England and 
Wales. 
 
The school and the hirer irrevocably agree that the courts of England and Wales shall have exclusive jurisdiction to 
settle any dispute or claim arising from this hire agreement. 
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Appendix B: Charging Schedule from September 2026 

 
Please see the hourly costings below. Please note that these costs do not include any set-up or take-down charges. 

AREA CAPACITY COST PER HOUR 
MONDAY - FRIDAY 

 
SATURDAYS 

SUNDAYS AND 
BANK HOLIDAYS 

Sports Hall  600 m² 

Standing – 720 

Seated - 300 

£46 Price on request Price on request 

Activities Hall 336 m² 

Standing – 480 

Seated - 330 

£46 Price on request Price on request 

Upper School Hall 195 m² 

Standing – 390 

Seated - 195 

£46 Price on request Price on request 

Lecture Theatre 80 m² 

Standing – 60 

Seated in rows  - 60 

Seated with tables - 40 

£46 Price on request Price on request 

Performing Arts Centre 103.9 m² £46 Price on request Price on request 

Sixth Form Hall  £46 Price on request Price on request 

Classrooms Seated - 32 £46 Price on request Price on request 

Canteen Dining Area  £46 Price on request Price on request 

Studio Cafe  £46 Price on request Price on request 

Cooking Room  £46 Price on request Price on request 

Playing Fields – per pitch  £36 Price on request Price on request 

Outdoor Courts  £36 Price on request Price on request 

Changing Rooms and Toilets 
(Internal hire) * 

 £16 

(flat rate) 

Price on request Price on request 

Changing Rooms and Toilets 
(Field hire)  

 £16 

(flat rate) 

Price on request Price on request 

Additional items such as 
carpet and furniture 

 Price on request Price on request Price on request 

Car Park  Price on request Price on request Price on request 

 
 

Please note: Weekend hire agreements have a minimum booking requirement of two hours. 

Weekend rates are priced higher to reflect the increased staffing costs during this period. Please be aware that Sunday and 
Bank Holiday rates are higher than Saturday rates. 
 

*Please note: You do not need to pay for the use of toilets when using our indoor facilities unless you intend to use the 
Changing Rooms. 

 


