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Lettings Policy
Including
Terms and Conditions

Introduction
The Governing Body of Stewards Academy regards the Academy buildings and grounds as a
community asset and will make every reasonable effort to enable them to be used as much as
possible. However, the overriding aim of the Governing Body is to support the Academy in
providing the best possible education for its pupils, and any lettings of the premises to outside
organisations will be considered with this in mind.
The Academy’s delegated budget (which is provided for the education of its pupils) will not be
used to subsidise any lettings by community or commercial organisations.
A charge will be levied to meet the additional costs incurred by the Academy in respect of any
lettings of the premises. As a minimum, the actual cost to the Academy of any use of the premises
by an outside organisation must be re-imbursed to the Academy’s budget.
Definition of a Letting
A letting may be defined as “any use of the Academy premises, including grounds and buildings
by either a charity group (as registered with the Charities Commission) a community amateur
sports club (as registered with HMRC), or a commercial entity”. A letting must not interfere with the
primary activity of the Academy, which is to provide a high standard of education for all its
students.
Use of the premises for activities directly related to the primary business of the Academy such as
staff meetings, parents’ evenings, Governing Body meetings and extra-curricular activities of
pupils supervised by Academy staff, fall within the corporate life of the Academy. Costs arising
from these uses are therefore a legitimate charge against the Academy’s delegated budget.
Charges for a Letting
The Governing Body is responsible for setting charges for the letting of the Academy premises. A
charge will be levied which covers the following:
• Cost of services ie heating and lighting
• Cost of staffing ie lettings staff, site staff or cleaning staff - including “on-costs”
• Cost of administration
• Cost of “wear and tear”
• Cost of use of Academy equipment (if applicable)
• Profit element (if appropriate)
The costs for services and staffing will normally be reflected within the hire costs directly related to
the area hired and the length of time required, allowing for set up and set down time.
The specific charge levied will be reviewed annually, during the spring term, by the Finance and
General Purposes Committee, for implementation from the beginning of the next financial year,
with effect from 1st September of that year.
Current charges will be provided in advance of any letting being agreed.
See Appendix A
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Types of Hirer
The Academy recognises that there are three categories of hirer. The first two are as follows:
• Charities – A charity in England and Wales is defined as an institution which is
o established for charitable purposes only
o subject to the control of the High Court’s charity law jurisdiction
• Community Amateur Sports Club (CASC) is defined by HMRC as:
o being open to the whole community
o being organised on an amateur basis
o have as its main purpose the provision of facilities for, and the promotion of
participation in, one or more eligible sports
o not exceed the income limit
o meet the management condition
o meet the location condition
Both of the above type of organisations will have recognised registration numbers that can be
verified on either the Charity Commissions website of the HMRC website for CASC respectively.
The third class of hirer is:
• Commercial hirer – any hirer not falling into either of the above categories will be classed
as a commercial hirer without exception.
VAT
In general, the letting of rooms for non-sporting activities is exempt of VAT, whereas sports lettings
are subject to VAT (although there are exemptions under certain circumstances). For specific
lettings, clarification will be sought from the Finance Manager.
Management and Administration of Lettings
The Headteacher is responsible for the management of lettings, in accordance with the Governing
Body’s policy. Where appropriate, the Headteacher may delegate all or part of this responsibility to
other members of staff, whilst still retaining overall responsibility for the lettings process.
If the Headteacher has any concern about whether a particular request for a letting is appropriate
or not, they will consult with the Business Manager and Chair of the Finance and General
Purposes Committee, who is empowered to determine the issue on behalf of the Governing Body.
The Administrative Process
Organisations seeking to hire the Academy premises should approach the Lettings Manager (or
other designated member of staff), who will identify their requirements and clarify the facilities
available. An Initial Request Form (a copy of which is attached to this model policy) should be
completed at this stage. The Governing Body has the right to refuse an application, and no letting
should be regarded as “booked” until approval has been given in writing. No public announcement
of any activity or function taking place should be made by the organisation concerned until the
booking has been formally confirmed.
Once a letting has been approved, a letter of confirmation will be sent to the hirer, setting out full
details of the letting including a start date and enclosing a copy of the terms and conditions and
the hire agreement. The letting should not take place until the signed agreement and associated
documentation has been returned to the Academy and accepted. The person applying to hire the
premises will be invoiced for the cost of the letting, in accordance with the Governing Body’s
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current scale of charges. As per the Academy’s Financial Regulations the Academy will seek
payment in advance in order to reduce any possible bad debts.
The hirer should be a named individual and the agreement should be in their name, giving their
permanent private address. This avoids any slight risk that the letting might be regarded as a
business tenancy, which would give the hirer security of tenure.
All lettings fees which are received by the Academy will be paid into the Academy’s individual
bank account, in order to offset the costs of services, staffing etc (which are funded from the
Academy’s delegated budget). Income and expenditure associated with lettings will be regularly
monitored to ensure that at least a “break even” situation is being achieved.
Public Liability and Accidental Damage Insurance
It is a requirement that all groups and individuals hiring the facilities have their own Public Liability
and Accidental Damage insurance in place. For low risk activities the minimum level of insurance
cover required is £5million. For high risk activities such as contact sports, gymnastics or
trampolining then the preferred level of cover increases to £10million. The Academy reserves the
right to make the final decision as to whether they class the activity high risk or not.
The Academy will request a copy of the insurance certificate prior to acceptance of the booking
and will require that a copy is held on file for the duration of the booking. For long term bookings,
the insurance certificate held by the Academy will require updating as and when the current
insurance policy expires and is renewed.
The Academy will not accept liability for the loss of, or damage to, property, articles or things
placed or left on the Academy premises by hirers or visitors
Safeguarding
Stewards Academy Governing Body is committed to the safeguarding of children and vulnerable
adults and as such require a similar commitment to safeguarding from those that hire the
Academy’s facilities.
For those hirers providing activities to children and vulnerable adults these underpinning principles
must be adhered too:
• The welfare of the child and/or vulnerable adult is paramount
• Adults leading the activity or working with the child/vulnerable adult should understand their
responsibilities to safeguard and promote the welfare of the individual.
• Those working with children/vulnerable adults are responsible for their own actions and
behaviour and should avoid any conduct which would lead any reasonable person to
question their motivation and intentions
• Those leading and running the activity should work, and be seen to work, in an open and
transparent way
• Those involved in working with children /vulnerable adults should acknowledge that
deliberately invented/malicious allegations are extremely rare and that all concerns should
be reported and recorded in line with the organisations policy.
• Adults working with children/vulnerable adults should discuss and/or take advice promptly
from their primary point of contact in relation to safeguarding if they have acted in a way
which may give rise to concern
• Those working with children/vulnerable adults should apply the same professional
standards regardless of culture, disability, gender, language, racial origin, religious belief
and sexual orientation
• Those working with children/vulnerable adults must not consume or be under the influence
of alcohol or any substance, including prescribed medication, which may affect their ability
to care for those individuals they are responsible for.
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•

•
•

Hirers should be aware that breaches of the law and other professional guidelines could
result in the letting being immediately cancelled, criminal action and/or other
proceedings including barring by the Disclosure & Barring Service (DBS) from working in
regulated activity, or for acts of serious misconduct prohibition from teaching by the
National College of Teaching & Leadership (NCTL).
The hirer should continually monitor and review good practice to ensure the relevant
safeguarding guidance is followed
Those hiring the facilities should be aware of and understand their
establishment’s/professional bodies safeguarding policy, arrangements for managing
allegations against adults working with children/vulnerable adults, relevant staff behaviour
policy, whistle blowing procedure and their Local Safeguarding Children Board LSCB
procedures as well as those policies implemented by the Academy.

It is a stipulation by the Academy that those working with children/vulnerable adults have a current
DBS and that these DBS numbers are available on request from the hirers nominated contact
responsible for safeguarding. The Academy will require that, as part of the Terms and Conditions,
this action is implemented.
Health and safety
The Governors at Stewards Academy will take reasonable steps to make sure that the Academy’s
buildings, grounds, equipment and materials are safe and do not put the health, safety and wellbeing of persons at risk whilst they are on the premises. Furthermore they will ensure that
appropriate arrangements are in place to comply with statutory requirements.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

The Academy and the hirer must ensure that the premises are suitable for the intended use
The Academy and the hirer must agree the extent of the use of premises and equipment
The Academy will ensure that the hirer is competent to use any equipment provided by the
Academy and that all equipment is in a safe condition
The hirer is responsible for checking that facility and equipment is safe to use prior to the
activity taking place. Any faulty equipment must not be used and must be reported to the
Lettings Manager
The hirer may use the car park but should inform their users that the Academy reserves the
right to prioritise the parking for staff and parents attending Academy events ie Parents
Evening and Performances etc
Electrical equipment provided by the hirer must have a current Portable Appliance Test
Certificate
The Academy will ensure that the means of access and egress are safe for the hirer. The
hirer must ensure that this is maintained during the letting
The Academy is a ‘No Smoking Site’ and it is the responsibility of the hirer to inform their
users and guests that there is no smoking permitted on the premises at any time.
The hirer must make all their users and guests aware that they are to adhere to all Health
and Safety legislation, the Academy’s Health and Safety policy (available on request),
Normal Operating Procedures and Emergency Evacuation Plan
The Academy will advise the hirer of any known hazards prior to their letting commencing
and will request that the hirer notify the school of any hazards during the letting
The Academy will provide the hirer with details of emergency procedures
The hirer will ensure all users and guests are familiar with the emergency procedures
The Academy may make a landline available to the hirer for use in an emergency or ensure
that the hirer has access to a mobile
The hirer will have immediate access to the contact details of those users participating in an
activity in the event of an emergency
The hirer must make suitable arrangements for the provision of first aid and equipment
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•
•

The Academy’s Accident and Incident Form must be completed by the hirer in the event of
an accident or incident occurring on the premises
A member of the Academy’s Lettings Team will check that the premises have been left in a
safe and clean condition

In addition to the above, the Academy will follow the health and safety guidance below for all
repeat lettings:
• The hirer must have regard to the national standards of qualification, experience and
competence of their instructors/supervisors/coaches for sporting and other activities
• The Academy may require the hirer to provide a risk assessment specific to the letting
• A fire drill involving the hirer may be carried out periodically
• The hirer is responsible for ensuring that a Personal Emergency Evacuation Plan (PEEP) is
drawn up for anybody attending their session that has a physical or mental impairment
which would affect their ability to evacuate in an emergency
• The hirer must keep a register during their letting for use in an emergency evacuation
Capacity of Facilities:
The size of the venue and the numbers of people partaking in an activity is dependent on the
nature of the activity and the industry guidelines in regard to supervision and intended use.
However, as a guide the following applies:
•
•
•
•
•

Sports Hall – up to 120 people
Flexi Suite – up to 60 people (30 per half)
Dance Studio – up to 30 people
Main Hall – up to 60 people
Classroom – up to 20 people

Main Hall – Stage and Lighting
•
•
•
•

Use of the stage, lights, side exits and PE corridor is allowed but must be applied for on a
separate application form and comply with all additional Health and Safety Regulations.
Academy site staff will be required to assist and advise on moving any equipment from the
stage.
The cost of additional stage area hire will be dependent on each individual hire and this will
be reflected in the hire charge.
Hirers of the Lighting Facilities must have a valid qualification and will have to attend a short
induction given by Academy Technical Staff.
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TERMS AND CONDITIONS
FOR THE HIRE OF THE ACADEMY PREMISES
All terms and conditions set out below must be adhered to. The “hirer” shall be the person making
the application for a letting, and this person will be personally responsible for payment of all fees
or other sums due in respect of the letting.
1. Status of the Hirer
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.
2. Safeguarding
Those hirers and their assistants working with children and/or vulnerable adults will be
required to have undertaken the relevant criminal record check known as DBS. As a
condition of the booking hirers must state a named point of contact for the person with
responsibility for safeguarding as well as confirm the DBS numbers of those adults involved
in the delivery of the session on request. The hirer will also confirm that they and those
involved with the delivery undertake to follow the Safeguarding policies of their
organisation, those of the Academy and adhere to the underlying principles stated in the
Lettings Policy.
There may be occasion where, at the discretion of the Governing Body, the Academy
request that a person be required to undertake a criminal record check via the Disclosure
and Barring Service (DBS), this will be at the cost to the Academy.
If a particular letting is specifically Academy related and involves contact with the
Academy’s pupils, all personnel involved will be checked against List 99 and undergo a
DBS check, in accordance with DFE guidance. These checks must be made by prior
arrangement with the Headteacher, with at least half a term's notice in advance to ensure
that the checks can be carried out in time.
Any adults working with the Academy’s pupils or hiring the facilities for a letting must be
appropriately qualified. Sports coaches must follow their industry’s guidelines in regards to
supervision ratios, qualifications and safer working practice when working with children
and/or vulnerable adults.
3. Priority of Use
The Headteacher will resolve conflicting requests for the use of the premises, with priority at
all times being given to Academy functions. The Academy reserves the right to cancel the
hire at short notice or change the location of the facilities hired should it become necessary,
taking into account the appropriateness of the alternative provision as well as the size and
nature of the booking. Should the hire be cancelled by the Academy the session will be
refunded or credited as applicable. The Academy will not be held liable, or be required to
pay compensation for any loss incurred as a result of, or in any way arising out of the
cancellation.
4. Promotional Literature/Newsletters
A draft copy of any information to be distributed to participants or through the Academy
must be sanctioned by the Headteacher a week prior to distribution by the hirer.
No publicity material may be affixed to any Academy building without the prior written
consent of the Headteacher
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5. Attendance
The hirer shall ensure that the number of persons using the premises does not exceed that
for which the application was made and approval given.
• The hirer shall ensure that there is a fully qualified coach/instructor for their specific
activity in attendance at all times and that supervision levels are in line with the
national guidelines, nature of the activity and age of the participants.
• Throughout the booking either the hirer or their representative is to be present
6. Behaviour
The hirer shall be responsible for ensuring the preservation of good order for the full
duration of the letting and until the premises are vacated.
In the event of a serious incident or misbehaviour, such as fighting, racial abuse,
harassment, use of illegal substances or damage to property, Academy staff will insist that
the hirer or their representative make arrangement to remove the group from the site
immediately.
7. Public Safety
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. The hirer shall be
responsible for providing adequate supervision to maintain order and good conduct, and,
where applicable, the hirer must adhere to the industry standard correct adult/pupil ratios at
all times.
8. Own Risk
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.
9. Damage, Loss or Injury
The hirer must confirm to the Governing Body 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 (£10million for high risk activities). The
hirer must produce the appropriate certificate of insurance cover before the letting can be
confirmed.
The Academy will not be responsible for any injury to persons or damage to property arising
out of the letting of the premises. Nor will it accept liability for loss of articles or things
placed or left on Academy premises by the hirer or visitors.
10. Furniture and Fittings
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 Academy 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
required.
11. Academy Equipment
This can only be used if requested on the initial application form, and if its use is approved
by the Headteacher. Responsible adults must supervise the use of any equipment which 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.
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12. Electrical Equipment
Any electrical equipment brought by the hirer onto the Academy site MUST comply with the
code of practice for portable electrical appliance equipment. Equipment must have a
certificate of safety from a qualified electrical engineer. The intention to use any electrical
equipment must be notified on the application.
13. Car Parking Facilities
Subject to availability, these may be used by the hirer and other adults involved in the
letting. Note – parking for staff and parents attending Academy events will take priority.
14. Toilet and Changing Facilities
Access to the Academy’s toilet and changing facilities is included as part of the hire
arrangements, but must be looked after and kept clean.
15. First Aid Facilities
There is no legal requirement for the Academy to provide first aid facilities for the hirer. It is
the hirer's responsibility to make their own arrangements, such as the provision of first aid
training for supervising personnel, and the provision of a first aid kit, particularly in the case
of sports lettings.
16. Food and Drink
No food or drink may be prepared or consumed on the property without the direct
permission of the Governing Body, in line with current food hygiene regulations. All litter
must be placed in the bins provided.
17. Intoxicating Liquor
No intoxicants shall be brought on to or consumed on the premises.
18. Smoking
The whole of the Academy premises including grounds including car-parks and sports
pitches are non-smoking areas, and smoking is not permitted.
19. Animals
Animals, with the exception of Assistance Dogs, are not permitted on Academy premises.
20. Heels and Shoes
No black soled trainer, stiletto or any type of thin heel is to be worn in the Sports Hall,
Fitness Suite, Dance Studio and Drama Studio. If activities involve outdoor use, participants
should ensure footwear is cleaned before re-entering the premises.
21. Copyright or Performing Rights
The hirer shall not, during the occupancy of the premises, infringe any subsisting copyright
or performing right, and shall indemnify the Academy against all sums of money which the
Academy may have to pay by reason of an infringement of copyright or performing right
occurring during the period of hire covered by this agreement. Furthermore the hirer is not
to grant broadcasting or filming rights without the prior written consent of the Academy
22. Sub-letting
The hirer shall not sub-let the premises to another person.
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23. Security and Site Supervision
The Governors will hire and pay for a person to be responsible for the security and
supervision of the premises before, during and after the hire, and for the cleaning of the
premises after its use. This cost will be included in the charge for the letting. If no suitable
person can be employed, then the letting will not be allowed or will be cancelled. Only
named key holders may operate the security system. Keys should not be passed to any
other person without direct permission of the Governing Body of the Academy. The
Academy reserves the right to refuse a booking or refuse access or entry to any person(s)
without giving reason.
24. Right of Access
The Governing Body reserves the right of access to the premises during any letting. The
Headteacher or designated representative or members of the Governing Body from the
Finance and General Purposes Committee may monitor activities from time to time.
25. Conclusion of the Letting
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 cost may be charged.
26. Vacation of Premises
The hirer shall ensure that the premises are vacated promptly at the end of the letting. The
hirer is responsible for supervising any children and/or vulnerable adult taking part in an
activity until they are collected by a responsible adult.
In the event of an emergency, occupants must leave the Academy by the nearest exit and
assemble at the front of the Sports Hall. The hirer must have immediate access to
participants’ emergency contact details, and may use the telephone in the Academy office
in the event of an emergency. Hirers are responsible for familiarising themselves with
emergency exits and must ensure that participants and guests are aware of evacuation
procedures.
27. Charges
The hire fee will be paid in full, in advance of the hire taking place. All invoices must be
paid within 21 days of receipt of the invoice from the Academy. Non- payment of invoices
will result in the hire of the facilities being cancelled with immediate effect.
28. Variation of Scales of Charges and Cancellations
The hirer acknowledges that the charges given may be increased from time to time; they
will be reviewed by the Governing Body on an annual basis (usually Spring term) for
implementation in September.
a. Permanent Cancellation of One-Off or Short Term Hires
i. To cancel a one-off or short term booking at least 14days notice, in writing,
must be given by the hirer.
ii. In the event of cancellations with no prior notice, the hirer will be charged in
full.
iii. The Academy reserves the right of Priority Use (point 3) should the need
arise.
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b. Permanent Cancellation of Long Term Hires
i. It is recognised that a long term letting may need to be cancelled by either
party. The notice period for both the Academy and the hirer is 28days and
must be made in writing (including e-mail).
ii. In the event of cancellations with no prior notice, the hirer will be charged in
full.
iii. The Academy will not be held liable, or be required to pay compensation for
any loss incurred as a result of, or in any way arising out of the cancellation.
c. Cancellation of a One-off Session during a Long Term Hire
i. To receive a credit for the cancellation of a ‘one of’ session during a long-term
hire it must be made in writing to the Lettings Manager at least 24hours before
the start of the session otherwise the session will be charged for and no credit
issued.
ii. Any one-off cancellation by the Academy will result in the session being
credited.
iii. The Academy will not be held liable, or be required to pay compensation for
any loss incurred as a result of, or in any way arising out of the cancellation.
It is the hirer's responsibility to notify participants in writing (where appropriate) of any
changes in dates or venues at least a week in advance.

Any breach in relation to this policy or the agreed terms and conditions will result in the
Academy ending this Hire agreement and the letting being cancelled with immediate effect.

I confirm that I have read and understood the Academy’s Lettings Policy and Terms and
Conditions and that I agree to comply with these documents and other related policies and
procedures that may be issued from time to time.

NAME (the Hirer) ................................................................................. please print

On Behalf of (the Organisation / Team) .........................................................................

SIGNATURE......................................................................

DATE.....................................
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What we have to offer:
Sports Hall:
The Academy has a 4 x badminton court sports hall which is available for all indoor sporting
activities including, 5-A-Side Football, basket-ball, volleyball netball, badminton, keep fit, Zumba
etc.
The Sports Hall can be hired as a full facility or a half facility.
Sports Pitches:
• MUGA - Multi use games area with a tarmac surface – Pitch size Approx. 30 x 30m
• Netball and Basket Ball courts – 2 of each
Dance/Activity Studio:
The Academy has a professionally equipped dance studio with a wall of mirrors, dance bars and a
sprung floor.
Fitness Suite:
A complete fitness suite with 18 workstations.
Drama Studio:
The drama studio has been professionally equipped with lighting, floor covering, black walls and
blinds. Due to the size of the studio it is possible to hire half of the area.
Community Operating Hours:
Monday, Tuesday and Friday 5pm until 10:00pm
Wednesday and Thursday 5:30pm until 10:00pm
Saturday and Sunday 8.00am until 4:00pm (extended opening by prior agreement)
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