
 

 
 
 

Premises Hire Policy 
 

The Governing Body of Coldfall Primary School is keen to see that the premises at Coldfall 

Primary School are used for the benefit of the whole school community. This document 

outlines the school’s policy regarding premises hire. It sets out the facilities available, the 

charges, and the responsibilities of the school and of the users when the school premises are 

hired. 

The overall Premises Hire Policy for the school is the responsibility of the Governing Body; 

however, decisions regarding lettings and charges are at the discretion of the Head Teacher. 

Hire to the Friends of Coldfall is free of charge. 

Conditions of Hire: 

Polices  

• The Hirer must be familiar with and conform to the school’s Safeguarding Statement 

and regulations. 

Child Protection and Safeguarding Policy 

• The Hirer must be familiar with and conform to the school’s Equalities Statement. 

Equality Statement 

• The Hirer must be familiar with and conform to the school’s Health and Safety 

Policy. Health and Safety Policy 

Venues 

• Coldfall Main Hall 

• Coldfall Lower Hall 

• MUGA (Multi Use Games Area) 

• School Field 

See website for further information on each of the venues above 

The main school kitchen is not available for hire, and therefore cannot be used by the Hirer. 

Large events 

• Where the Hirer may want to book large events, for example 200 people or more, 

please contact the Site Manager to discuss further. The Site Manager will take you 
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through the process and other requirements such as a Risk Assessment, which will 

need to be completed and approved at least 14 working days in advance (a Risk 

Assessment template is provided). 

Payment 

• A deposit of 50% of the total costs to be paid at the time of booking. 

• The full booking charge must be paid at least 28 days in advance of the hire (or in full 

at the time of booking in the case of a booking made less than 28 days in advance), by 

bank transfer or cheque payable to ‘Coldfall Primary School’. 

• Account details: Account name: Coldfall Primary School, Account name: 05472849, 

Sort code: 30 99 86. Please put your Surname and Hire in the reference section. 

Furniture and equipment  

• Any furniture or equipment required must be agreed with the Site Manager at least 14 

days before the hire. 

• Any movement of furniture must be undertaken by the Hirer, under the direction of 

the Site Manager. At the end of the booking furniture must be restored to its original 

location. 

Vehicles  

• The school has limited spaces in the school car park available for use by the Hirer. 

The entrance to the car park is from Everington Road. No vehicles can be brought 

into the school playground areas except for disabled access or loading/unloading by 

agreement with the Site Manager. 

• No movement of vehicles can occur anywhere in the school premises once an event 

has commenced (other than in the car park). 

Access  

• There is no access to the premises before the commencement of the booking period. 

Hirers must allow enough time for preparation before the event when booking the 

duration of the hire. 

• Hirers must have left the premises by the end of the booking period. Enough time 

must be included to allow for clearing away. 

• The Hirer is responsible for leaving the premises clean and tidy. All the Hirer’s 

property, including decorations, must be removed after the hire. 

Damage  

• The Hirer is responsible for protecting the premises against damage, and for the good 

behaviour of all associated users, and will be charged for any damage incurred. 

General  

• No alcoholic drinks may be sold on site. 

• No adult parties are allowed. 

• Smoking is not allowed at any time in any of the buildings or on the grounds. 



• The Site Manager, acting on the authority of the Governing Body, has the right to 

terminate any hire if the terms and conditions are not adhered to. No refund will be 

available. 

• If the Hirer is an organisation, a copy of that organisation’s public liability insurance 

certificate must be provided. 

• Extraordinary lets or regular Hire discount must be approved by the Head Teacher. 

Contact 

For any information or questions regarding the hire of school premises contact Glenn 

Goodey, Site Manger on g.goodey@coldfall.haringey.sch.uk or at 07932 932242. 

Cancellations 

• The Site Manager must be notified of any cancellation at least 4 weeks prior to the 

date of hire. However, notification at the earliest possible time is appreciated. 

• Where notification is given to the Site Manager at least 4 weeks prior to the date of 

the hire, the booking charge will be refunded in full apart from an administration fee 

of £10. 

• Where notification is given to the school between 2-4 weeks prior to the arranged date 

of the hire, the Hirer is entitled to a 50% refund only less an administration fee of £10. 

• Where notification of cancellation is given less than 2 weeks prior to the arranged 

date of the hire, the Hirer is not entitled to any refund. 

Declaration and Insurance Indemnity 

I have read and agreed to be bound by the standard conditions of Hire attached. 

I am over 18 years of age. 

I am aware and agree that if permission to hire the premises is granted, such permission does 

not vest in or confer upon the Hirer any tenancy of or right to exclusive possession or 

occupation of the premises or any part thereof, nor any right, licence or liberty other than as 

expressly granted. 

I acknowledge that Haringey Council has effected a policy of insurance in respect of use of 

Education premises which, subject to its terms and conditions, applies to: 

1. the legal liability of the Hirer in respect of claims by third parties for injuries or 

damage occurring during and in direct connection with the hire up to a limit of 

£2,000,000 in respect of any one incident. 

2. the contractual liability of the Hirer for accidental damage to the premises and 

contents therein in accordance with the standard conditions of hire up to a limit of 

£500,000 for any one incident, with an excess of £50.00 for each and every claim. 

PROVIDED THAT immediate notice in writing shall be given to the London 

Borough of Haringey Council, Insurance Section, 10 Station Road, London N22 4TR 

of any damage, accident or proceedings and that no repudiation of liability shall be 

made to any third party. 
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I agree to indemnify and keep indemnified the Council from and against all loss, damages, 

expenses or charges which the Council may sustain or incur in respect of any other matter 

arising out of the hiring of the premises, or the conditions relating thereto in so far as the 

same are not covered by the said policy of insurance effected by the Council or the obligation 

to give notice of any accident, damage or proceedings as afore said is not fulfilled by the 

Hirer, and to pay the Council at its offices on demand all such sums as may be payable by 

reason of this indemnity. 
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