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GUIDANCE ON EXTENDED USE OF SCHOOLS  
WITH REGARD TO PREMISES USE AND CHILD PROTECTION ISSUES. 
NB This does give simple guidance on Extended School/Services provision 
 
Introduction 
The use of schools, outside the normal formal school day, falls broadly into two categories. 
 
These are school related activities and hired or community use. The governing body 
should have a policy setting out its position with regard to such use. 
 
For school related activities there needs to be an identified objective which is acceptable to 
both the school and, where appropriate, the local authority. The school related activities 
must have an educational benefit and could be additional provision rather than the formal 
Extended School/Services activities. 
 
[NB: The Extended School/Services provision will be subject to formal procedures and will 
need to meet specific requirements. Control of the premises to an outside body under the 
Extended provision could be transferred to another body under a trust deed or a transfer of 
control agreement.] 
 
Hired use is subject to existing County procedures. The hire activity must not include any 
activities which would be contrary to the ethics and purpose of the aims and good name of 
the school, authority or governing body. 
 
In all circumstances adequate insurance provision covering employer’s liability, public 
liability (£ 5million) and where appropriate professional negligence indemnity must be in 
place. Reference to the County Council’s Insurance Team must be made where any doubt 
exists or when general advice and guidance is required. 
 
The Activity 
The activity must be suitable and appropriate for the people to whom and the environment 
in which it is to be offered. It should be presented and/or supervised only by competent 
persons who hold any necessary formally recognised qualifications with relevant 
experience. An enhanced CRB check will be required with a satisfactory outcome if the 
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activity and participant group so dictate. All activities must be the subject of a specific 
suitable and sufficient risk assessment the significant findings of which must be recorded 
with the identified necessary risk control measures being implemented. Risk assessments 
relating to school, curriculum and school hours activities will not be applicable to out of 
hours activities which therefore need to be the subject of their own assessments. 
 
Where the school provide activities these assessments will be undertaken by the relevant 
person and be signed off by the Headteacher or other suitably senior nominated member 
of the school staff. Where others are providing the activity or hiring the premises it will be 
for them to undertake the assessments but there is an onus on the Headteacher to ensure 
that they have been done and the required control measures put in place. 
 
Out of hours school provided off-site visits will follow the requirements of Out & About with 
Oxfordshire 3 and/or other relevant guidance. 
 
Supervision and safeguarding 
The Headteacher retains the responsibility for ensuring the activity is properly supervised 
and that the necessary child protection and safeguarding standards are applied to all those 
supervising and assisting in the provision and delivery of the activity. The distance of this 
Headteacher supervisory function will depend upon the individuals being used and the 
knowledge of them by the Headteacher and other members of the school together with 
their competency and experience in delivering the activity. 
 
If a transfer of control agreement is in place the document must contain details of who 
holds the ongoing responsibility for safeguarding and Headteachers and Governing bodies 
must satisfy themselves this is in place. For further advice and guidance refer to the 
Schools Safeguarding Team. 
 
Where members of the school staff undertake additional activities outside and additional to 
their normal contracted duties a separate contract of employment should be entered into 
clearly indicating the scope of the activities and responsibilities. If that contract of 
employment is not with Oxfordshire County Council then adequate employer’s and public 
liability insurances and, where relevant, professional negligence indemnity must be in 
place. Refer to the Insurance Team for advice and guidance. 
 
Due regard must also be given to the requirements of the Working Time Regulations 
where multiple employment is undertaken. 
 
Should any activities involve lone or remote working then appropriate control measures 
and supervision must be in place in accordance with lone working policies and the specific 
risk assessment of the activity. 
 
The Headteacher will ensure appropriate activity and performance monitoring of providers 
and supervisors. 
 
Cooperation and Communication 
Arrangements must be made for the effective exchange of information between both the 
school and the hirer or provider of the activity or service. The extent and content will  
depend on the activity or service being provided and the relationship between the school 
and the provider. 
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The cooperation and communication should be formalised, recorded and shared. 
 
Emergency Provision 
Headteachers must ensure that there are adequate provisions made to deal with all 
foreseeable emergencies. Consideration of and provision for extended use of the school 
should be incorporated in the school’s Critical Incident and Emergency Management Plan 
which will provide for emergencies other than first aid and fire safety, for example the need 
to lock-in if advised by the police etc.. 
 
Ready access to telephone provision is essential even if this is merely to require and 
ensure hirers, providers etc have their own functioning mobile phones at all times. 
 
Utility services shut off points for use in emergencies must be notified to both school and 
non-school users and be accessible at all relevant times. 
 
Adequate first aid provision is essential both in respect of personnel and equipment. A 
higher level of provision may be required dependant on the activity and subject to a 
suitable and sufficient risk assessment. This will be informed by meetings between the 
school and the provider/supervisor. 
 
Accident, incident and near miss reporting procedures need to be established for out of 
hours activities together with provision for adequate incident investigation and follow-up 
action. Similar processes for dealing with physical and verbal abuse will be required. 
 
Emergency fire evacuation arrangements must be practised at times when the premises 
are being used outside the ‘normal’ school day and the outcomes noted and where 
appropriate remedial action taken. Fire evacuation routes together with used work areas 
will need to be provided with emergency lighting where deemed to be necessary on the 
basis of a suitable and sufficient risk assessment. 
 
Equipment and Materials 
Any equipment, materials and substances provided by the school must be suitable for the 
activity and the people who will be using it. Furthermore there needs to be an inspection 
and defects reporting regime to ensure that equipment is properly maintained and 
replaced on the basis of the possible additional use/abuse/misuse. Electrical and gas 
equipment must be inspected and tested in accordance with statutory provisions, OCC 
and establishment/setting policy requirements. Increased use may require additional 
inspection and maintenance. 
 
Where equipment, materials and consumables are brought onto the site by others there is 
a responsibility on the school to ensure these items do not present unacceptable risks to 
site users. All equipment, including any portable electrical equipment, must be suitably 
inspected and maintained and the process suitably recorded. Headteachers should ensure 
these records are monitored by a representative of the school. 
 
Hazardous substances/materials which may be brought onto site must be suitably and 
sufficiently risk assessed in accordance with the statutory requirements (COSHH and 
Management Regs.) and the necessary control measures put in place. 
 



 
 

Title: Guidance on Extended Use of Schools                    Issue 1: January 2011 
                         Review: January 2013 
© Oxfordshire County Council     

Page 4 of 6 

Facilities Provision 
The Headteacher will ensure that any facilities provided are appropriate and fit for the 
purpose for the user and the activity which will in most cases be determined by asking 
what the user or provider requires rather than assuming existing provision suits. The same 
standards should be applied as during normal school hours for those areas being used 
outside the norm. This will include heating, lighting and welfare facilities together with 
appropriate furniture provision. The Workplace (Health, Safety & Welfare) Regulations 
apply whenever a workplace is being used and all aspects of the Regulations need to be 
applied. 
 
When non-school workers or hirers are using the premises and school’s equipment they 
must be made aware of the procedures in place to report to the school defects and 
damage or how to action immediate emergency work should the need arise. School 
employees also need to be aware of any procedures which may differ from those 
applicable during ‘normal’ school times. 
 
Toilets and other facilities must be made available and be adequate for the numbers, 
gender and any special needs of the proposed users. 
 
Cleaning schedules need to be amended to take account of the additional and differing 
times of use. 
 
Any catering provision by the school or others must be to an appropriate food hygiene 
standard and maintained to that standard. The operation will need to be staffed by people 
suitably competent to the level of catering provision. 
 
Site access 
Nothing must be done to compromise the integrity of site and building security. Provision 
must always be maintained for the emergency services to gain access to the site. 
 
Adequate and suitable procedures must be in place to ensure the personal safety of those 
using the premises including those required to attend to open up or secure the premises 
as well as those required to run the activity. The additional use may require additional  
 
outside general, emergency and security lighting dependant upon the quantity and type of 
usage and this information will be required to inform the risk assessment process for site 
management in ensuring safe access and egress. Additional night time use may require 
supplementing existing emergency lighting provision. 
 
Where the use of the premises results in vehicular access then management of the 
movement of vehicles onto, around and off the site needs to be considered and properly 
implemented - the users of the site may be unaware of the additional risks their presence 
may present either during or outside normal school activities and times. Sufficient parking 
and general vehicular movement may be a critical consideration when agreeing activities. 
 
 
 
For further information and advice: 
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 email and web addresses  
Specialist:   
Insurance Team 
Oxfordshire 
Customer 
Services 

email: insurance@oxfordshire.gov.uk 
web address: 
http://intranet.oxfordshire.gov.uk/links/intranet/insurance 

01865 
797335 

Safeguarding 
CYP&F 

email: barry.armstrong@oxfordshire.gov.uk  
 

01865 
810603 

General:   
Health, Safety & 
Wellbeing Team 

email: healthandsafetyhelp@oxfordshire.gov.uk 
web address: 
http://intranet.oxfordshire.gov.uk/links/intranet/healthandsafety 

Helpdesk 
01865 

797222 
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GUIDANCE FLOWCHART – EXTENDED ACTIVITY OR USE OF SCHOOLS 
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