


1. 	Terms and Conditions of Hire for Lettings 
1. All terms and conditions must be adhered to. The ‘Hirer’ shall be the person making the application for a letting, and this person will be responsible for payment of all fees or other sums due in respect of the letting and ensuring the terms and conditions are adhered to. 

2. 		Interpretation 
2. Hirer: person making the application for a letting who will be responsible for payment of all fees or other sums due in respect of the letting. 
3. Trust: Enrich Learning Trust. 
4. Academy: the respective Trust Academy with facilities for hire. 
3. 	Status of the Hirer   
5. 	Lettings will not be made to persons under the age of 18, or to any organisation or group with an unlawful or extremist background.  The 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 Academy to them or of creating any tenancy between the Academy and the Hirer.   

4. 	Safeguarding and Child Protection 
6. If a particular letting involves contact with the Academy’s pupils or other young people then any organisation or individual submitting a lettings request involving working with children and/or young people must provide to the Academy evidence that appropriate policies and procedures are in place with regard to safeguarding children and child protection i.e. Safeguarding Policy, and provide evidence to the Academy of Disclosure and Barring Scheme check (hereafter referred to as DBS) relating to all staff and others working closely with children.  Evidence required: 
i. a ‘letter of assurance’ from the organisation providing the names and DBS numbers of the supervising adults/staff  
ii. DBS certificate for supervising adults and additional photographic identification.
7. The Local Governing Board will ensure that there are arrangements in place to liaise with the Headteacher on these matters.   
8. The Local Governing Board will require DBS checks relating to staff and other adults using Academy premises at a time when Academy pupils or other young people may be on site.   
9. The Local Governing Board may agree to obtain DBS clearances on behalf of a Hirer through the HR services. Hirers will be charged the cost of the DBS check and any administration costs incurred by the Academy (DBS checks would require a minimum of a half term advance notice).   
10. The Local Governing Board will require evidence of appropriate qualifications for Hirers:
i. Using facilities or equipment for specific activities
ii. Where the activity is for example an after-school sports club, sports coaches must also follow the Government Guidelines for Working in Schools
iii. Appropriate and recognised Designated Safeguarding Lead training by the Hirer.
5. 	Priority of Use   
11. 	The Headteacher, or person with designated responsibility, will resolve conflicting requests for the use of the premises, with priority always being given to Academy functions.   

6. 	Attendance   
12. 	The Hirer shall be responsible for ensuring that the number of persons using the premises does not exceed that for which the application was made, and approval given.   

7. 	Behaviour   
13. The Hirer shall be responsible for ensuring the preservation of goods order and the prevention of disorderly behaviour for the full duration of the letting and until the premises are vacated.   
14. The Hirer is responsible for ensuring these terms and conditions of use are observed and adhered with and for the effective supervision of the arrangements and activities on the Academy premises during the hire period. 
8. 		Health and Public Safety   
15. The Hirer must comply with all the laws relating to the premises and the occupation and use of the premises by the Hirer, including but not limited to Health and Safety legislation. 
16. The Hirer should, as far as practicable, have an accurate list of those present. 
17. 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.  
18. The Hirer must always, whilst participants are on site, have immediate access to participants’ emergency contact details, and always have access to a mobile phone. 
19. The Hirer shall be responsible for the prevention of overcrowding (such as would endanger public safety), and for keeping clear all gangways, passages and exits.  
20. The Hirer shall be responsible for providing adequate supervision to maintain order and good conduct, and (where applicable) the Hirer must always adhere to the correct adult/child ratios.  
21. The Hirer shall be informed of the maximum number of attendees for each venue at the time of hire application.   
22. The Academy will inform the Hirer of any areas within the scope of the letting arrangements where asbestos has been identified, if there is a foreseeable risk of potential damage arising from the specific hire use of the building.   

8.1. 	In the event of an emergency: 
23. The Hirer will call the relevant emergency service (if Academy staff are not present and supporting the activity) 
24. All occupants must leave the Academy by the nearest exit and assemble at the designated muster area as advised by the Hirer  
25. The Hirer and users must not re-enter the premises until the ‘all clear’ has been given. The relevant emergency service or member of Academy staff will give this instruction. 
26. The Hirer will immediately inform the Academy of any emergency, accident or serious incident that occurs during the hire period by telephoning the Academy emergency contact.   
27. The Hirer will be responsible for reporting any accident to the Health and Safety Executive, if applicable. 
9. 	Own Risk   
28.	It is the Hirer’s responsibility to ensure that all those attending are made aware of the fact that they do so in all respects at their own risk.   


10. 	Damage, Loss or Injury  
29.	The Hirer warrants to the Trust Board that it has appropriate public liability insurance to cover all its 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 letting.  The minimum limit for this insurance cover is £5 million.  The Hirer must produce the appropriate schedule of insurance cover before the letting can be confirmed.   
30.	Neither the Academy or the Trust Board will be responsible for any injury to persons or damage to property arising out of the activities undertaken and supervision thereof during the letting of the premises.   
31. Any damage, destruction or theft that occurs during the hire period in, or to, the premises, to the building, equipment or Academy property will be the responsibility of the Hirer and the Hirer shall pay to the Academy the cost of making good any such damage or loss. 
32.	Any damages or breakages must be reported to Academy staff at the first opportunity. 
11. 	Furniture, Fixtures and Fittings   
33. Furniture, fixtures 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 letting, the Hirer shall pay the cost of any reparation or replacement required.   
34. The Hirer will ensure all facilities used are kept in a clean and tidy condition when in occupation. 
35. 	The facilities must be left in the same condition as before the hire period.  No food, rubbish or other belongings of the Hirer should be left on the premises. Waste refuse sacks should be used and can be deposited in the Academy’s refuse bins/area. If additional cleaning is necessary, the Hirer will be charged accordingly. 
12. 	Use of Premises, Facilities and Equipment 
12.1. 	Academy Equipment   
36.	This can only be used if requested on the Initial Request Form, and if its use is approved by the Headteacher or other person with delegated responsibility. Responsible and appropriately qualified 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 Academy equipment they are using, and for the equipment's safe and appropriate use. Use of the Academy’s offices and resources will not be available during the hire period and it is the Hirer’s responsibility to ensure a mobile phone is available to cover the event of an emergency.   

12.2. 	Hirer’s Equipment   
37. The Hirer should state on the hire agreement any equipment they intend to bring on to site.  They are responsible for ensuring the suitability of the equipment and for ensuring that it is in good order.   
38. Any electrical equipment brought by the Hirer onto the Academy site MUST comply with the Trust Code of Practice for Portable Electrical Appliance Equipment. Equipment must either have a certificate (Portable Appliance Test) of safety from a qualified electrical engineer or be inspected by, or on behalf of, the Trust. The intention to use any electrical equipment must also be notified on the application.  Any of the Hirer’s own equipment should be brought into / removed from the Academy within the time booked.  

12.3. 	Normal Academy Operating Hours 
39.	The Academy is normally open between 8.30 am and 6.00 pm Monday to Friday in term-time.  The Academy reserves the right to vary these times, as appropriate. 

12.4. 	Car Parking Facilities   
40.	Subject to availability, the Hirer and other adults/visitors involved/attending the letting may use the Academy car parking facilities. Neither the Academy or the Trust will accept any responsibility in terms of damage, theft or loss of any car left in the car park during the hire period. 

12.5. 	Toilet Facilities   
41.	Access to the Academy’s toilet facilities is included as part of the hire arrangements including hire of outdoor facilities such as football pitches and field space.

12.6. 	First Aid Facilities   
42. There is no legal requirement for the Academy to provide first aid facilities for the Hirer and Academy first aid resources are not available for lettings.  Therefore, it is the Hirer's responsibility to make their own arrangements, including the provision of first aid training for supervising personnel, the provision of a first aid kit and PPE to deal with people displaying infectious symptoms. 
43. 	The Hirer is always expected to have access to a mobile phone throughout the letting to cover any emergency event.   
12.7. 	Food and Drink   
44. No food or drink may be prepared or consumed on the premises without the direct approval of the Local Governing Board. Where approval is given the Hirer must ensure that all food hygiene regulations are applied and adhered to.  All litter must be placed in the bins provided with due regard to Academy recycling facilities.   
45. If the hire agreement allows use of the kitchen, any leftover food and drink must be taken away from the Academy premises at the end of the hire period.  The kitchen must be left clean and fit for use by the Academy.  
12.8. 	Intoxicating Liquor/Drugs   
46. Alcohol is not allowed to be brought onto or consumed on the premises at any time without express approval from the Academy/Trust. 
47. Illegal drugs are not to be brought onto or consumed on the premises. 
48. Any person thought to be under the influence of alcohol or drugs will be refused admittance to the premises or asked to leave the premises if the intoxication occurs during the hire period.   
12.9. 	Smoking   
49.	The whole of the Academy premises is a non-smoking area, and smoking is not permitted within Academy buildings or on Academy grounds at any time.   

12.10. Flammable Items 
50.	No items of a flammable, dangerous or noxious character may be brought onto the premises, including fireworks, confetti or gas without the express approval from the Academy/Trust. 

12.11. Suitable Footwear   
51. 	Suitable footwear should be used. No stiletto or any type of thin heel is to be worn.  If activities involve outdoor use, participants should ensure footwear is cleaned before re-entering the premises.   

13. 	Copyright, Performing Rights or Alcohol Licences   
52.	There are a variety of licences that may be required for different types of events. The onus is on the Hirer to ensure which are deemed necessary and must produce documentary evidence before the letting takes place. The Hirer shall indemnify the Trust against any action brought about by failure of the Hirer to obtain the necessary licences. The following categories of letting may require a: 
i. Theatre licence 
ii. Copyright/Royalty licence 
iii. Cinematography licence 
iv. Alcohol licence 
v. Music, Singing and Dancing (Performing Rights licence) 
vi. Gambling licence for raffles etc.
14. 	Sub-letting  
53. 	The Hirer shall not sub-let the premises to another person.   

15. 	Charges   
54. 	Hire charges are reviewed annually by each Academy and approved by Local Governing Board in consultation with the Trust’s Chief Financial Officer. The current charges are set out in the Hire Agreement (please contact the respective Academy for details of scale of charges schedule) and available on the school website.  

15.1. 	Variation of Scales of Charges and Consequential Cancellations   
55.	The Hirer acknowledges that the charges given may be increased from time to time (they will be reviewed by the Local Governing Board on an annual basis) and consequently the letting may be cancelled.   The Hirer may be charged for the letting if insufficient notice is given to cancel costs associated with the hire agreement 

15.2. 	Payment for Letting   
56.	The person or organisation applying to hire the premises will be invoiced for the cost of the letting in accordance with the Local Governing Board’s current scale of charges.  Payment must be received by the Academy either prior to or on the date of the letting taking place.  The Hirer will be subject to an administration fee for late payment, again, in accordance with Local Governing Board’s current scale of charges. 

15.3. 	Hire Fee and Deposit 
57.	The Academy reserves the right to require a deposit (refundable) over and above the hire fee as a surety against damage to the premises (including any equipment) or the premises being left in an unacceptable condition requiring additional cleaning, caretaking or other expenses. 
58. A one-off booking is paid in advance and all other bookings are either paid monthly or termly in advance. 


16. 	 Security 
59.	The Local Governing Board may hire a person to be responsible for the security of the premises before and after the hire such as a Caretaker, and for the cleaning of the premises after its use. This cost will be included in the charge for the letting. The Local Governing Board can arrange for a person to be responsible for the security of the premises during the hire, but this will incur an additional charge. Only named key holders may operate the security system. Keys must not be passed to any other person.   

17. 	Right of Access   
60. The Academy reserves the right of access to the premises during any letting. The Headteacher (or delegated officer) may attend to monitor activities from time to time.   
61. The Trust permits the Hirer to access and use the areas of the Academy as stated on the booking form. 
62. The areas of the Academy used remains in the Trust’s legal possession notwithstanding the Hirer’s occupation during the hire period and such occupation shall not be deemed to constitute or create any lease or tenancy. 
18. 	Conclusion of the Letting   
63.	The Hirer shall, at the end of the hire period, leave the accommodation in a reasonably tidy condition, all equipment being returned to the correct place of storage. If this condition is not adhered to, an additional charge may be made.   

18.1. 	Vacation of Premises   
64. 	The Hirer is responsible for all participants in their activities and for supervising any children taking part in an activity until a responsible adult collects them at the end of the let.

19. 	Promotional Literature/Newsletters   
65. 	A draft copy of any information proposed for distribution which contains any reference to the Academy must be sanctioned by the Headteacher (or delegated officer) at least one week prior to proposed distribution by the Hirer.   

[bookmark: _Hlk167367886]20. 	Cancellation 
66. The agreement may be terminated: 
By the Hirer: Cancellations should be made in writing at least 48 hours before the proposed letting, otherwise the Hirer will still be liable for the standard charges. In the event of a cancellation being made at the appropriate time, the Academy will credit the Hirer for a free booking the following term, if applicable, or refund the fee if no further bookings are required. 
By the Academy: If the Academy finds it necessary to cancel a booking, as much notice as possible will be given, generally not less than 24 hours and, where possible, alternative accommodation will be offered. If this is not possible, a refund will be made. The Trust and the Academy will accept no liability in respect of commitments incurred by the Hirer due to such cancellations. 
21. 	Commitment of Adherence 
I [insert Hirer’s name] confirm that I have read and understood the Terms and Conditions
of Hire in respect of facilities at [insert Academy’s name]and will ensure they are adhered with. 
  	
	Signed:  	 	 	 	 	 	 	Date: 
 
Print Name: 
 
Organisation: 
(if applicable) 
 
One copy to be kept in lettings file and one copy to be given to Hirer. 





2

