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[bookmark: _Hlk76368855]Statement of Intent

Our mission is to promote a love of learning in order to maximise the life chances of every child in our Trust. Through nurturing, high expectations and skilled teaching, we will have a lasting and positive impact on our local and wider community.

Our Vision. The TEACH Trust supports our children to become empowered citizens that make a meaningful contribution to society. Our curriculum reflects our locality and all it offers and aims to educate all children in matters which affect humanity in the wider world: these include all matters that relate to the climate and the world around us, such as climate change; the importance of respecting and celebrating the importance of equality and diversity; and being responsible global citizens.

We have the highest aspirations for our children: the broad and balanced curriculum promotes learning, provides cultural capital and supports spiritual, moral, social and cultural development. The Rights Respecting Gold awards and Anti Bullying awards reflect some of many ways in which education for character are integral to the work of our schools and highlights our focus on the children’s personal development.

We aim to inspire our children to be socially conscious individuals who make a difference to the world. All our children secure the key learning and skills they will need to become lifelong learners and gain employment. Our ultimate aim is to improve all our children’s life chances and prepare them to thrive in their future lives.

Under the Equality Act 2010 and the Public Sector Equality Act which came into force in April 2011, the Trust has due regard to the need to eliminate discrimination, advance equality of opportunity and foster good relations. 

1. Introduction  

The Trust Board recognise that the facilities of the TEACH Poole Multi Academy Trust offer a valuable resource for the whole community and are committed to making the facilities of the schools available to other schools, community groups and organisations, where such activity does not conflict with the work of the schools, the best interests of its pupils, the wellbeing and workload of its staff, and does not create a statutory nuisance.  

The Trust Board recognise and support the following principles:

· The schools premises represent a significant capital investment and should be properly utilised;
· The schools premises are a valuable community resource;
· Income generated from lettings should be used to support the schools core educational needs;
· Use of the school premises for educational purposes should be given priority when lettings are considered.

Whilst making a surplus from private or commercial lettings is desirable to support sustaining facilities and educational provision across the schools, it is not the primary objective when letting for charitable activities. The schools must cover their costs and any bookings from these particular bodies will be looked at on each individual application. Any residual surplus, after costs have been deducted, will be used for the further support of the schools core educational needs. 

This document details the lettings policy and procedures of TEACH Poole and the role of the Trustees and users of the school facilities (hereafter referred to as the Hirer’). This policy will be reviewed annually by the Trust Board. The use of the schools premises at all times outside the school day is under the control of TEACH Poole. 
 
2. Definition of a school letting 

“Any use of the school premises (buildings and grounds) by parties other than the school and its partners. This may be either individuals or community group (such as a local music group or football team), or a commercial organisation (such as the local branch of ‘Weight Watchers’)”.
The following activities fall within the corporate life of the School. These activities are not considered to be lettings and costs arising from these uses are therefore a legitimate charge against the school’s delegated budget.

· Trust Board meetings
· Extra-curricular activities for pupils organised by the school
· School performances
· Parents’ meetings
· School organised events and activities
· Meetings of the PTA
· PTA organised events
· Services provided by partner organisations such as community outreach programmes

The use of the school premises by way of a letting is a temporary arrangement for the use of the accommodation.  The letting 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 it or of creating any tenancy between the school and the Hirer. 

3. Types of lettings 

The Trust Board has agreed to define lettings under the following categories:

· Community lettings – for community related activities which should be made on the basis of a full recovery of cost
· Commercial lettings – will be charged on a cost plus income margin for the school  

4. Available Facilities

The facilities made available for letting are set out in the Schedule of Charges and will be reviewed annually by the Trust Board.

5. Charges 

The Trust Board is responsible for setting charges for the letting of each of its school premises. These are set out in the Schedule of Charges. The scale of charges will be reviewed annually for implementation with effect from 1st September each year. 

The schools delegated budgets must not be used to subsidise any lettings unless it is of direct benefit for pupils.

 A full recovery charge will be levied which covers the following: 
· Cost of services (heating & lighting); 
· Cost of staffing (additional security, caretaking and cleaning) - including “on-costs”; 
· Cost of administration; 
· Cost of “wear and tear”; 
· Cost of use of school equipment (if applicable); 

(i) For the purpose of charging, the Estates Manager, on behalf of the Trust Board, is empowered to determine to which group any particular individual or organisation belongs. The basis of charging will be determined by the purpose for which a letting is arranged and the minimum hire period will be one hour. The Trust reserves the right to require a deposit over and above the hiring charge as a surety against damage to the premises (including any equipment) or the premises being left in an unacceptable condition necessitating the Trust to incur additional cost for cleaning, caretaking or other expenses. In addition, a cleaning deposit of £40 will always be a requirement for any letting during weekends or the holidays (amount may vary depending on the nature of the booking). TEACH reserves the right to retain all or part of this deposit if additional cleaning is required post-event, based on a post-event inspection. Any deposit balance will be refunded within 14 days of the event if no issues are found.

The school will seek to recover any costs incurred by the school that are unavoidable and result directly from the cancellation of a letting. 

The school may, at its discretion, discount the charges applied to community lettings if multiple bookings are made across the Trust. Any discretionary discount must be agreed in advance by the CFO.

6. Management of Lettings 

The Estates Manager is responsible for the management of lettings, in accordance with the Trust Board’s policy. Where appropriate, the Estates Manager may delegate part of this responsibility such as security or child protection to other members of staff, whilst still retaining overall responsibility for the lettings process.  

7. Considering applications for lettings 

Individuals and organisations seeking to hire the school premises should approach the Estates Manager, Headteacher or Finance Office. Details of charges and conditions of use should be given or referred to. A lettings application form should be completed at this stage. A record of all enquiries should be kept on file.

They will decide on the application with consideration to:

· the purpose of the letting
· the availability of the facilities and staff
· the school equal opportunities, health and safety, child protection policies
· the health and safety considerations such as numbers of users, type of activity,
qualifications of instructors etc.

If the Head Teacher has any concern about whether a particular request for a letting is appropriate or not, they will consult with the CEO who is empowered to determine the issue on behalf of the Trust Board. 
 
The Headteacher of each school, on behalf of the Trust Board, has the right to refuse an application without stating a reason.

8. Issuing a Lettings Agreement

Once it has been decided to proceed with a letting a letter of confirmation will be sent to the successful applicant, ‘the Hirer’, setting out full details of the letting and enclosing a copy of the terms and conditions and the relevant agreement. The letting should not take place until a signed copy of both the terms and conditions and letting agreement has been returned to the school. A copy of the terms and conditions of letting is included in Appendix 1. 

The person applying to hire the premises on behalf of the Hirer will be invoiced in advance (in order to reduce any possible bad debts) for the cost of the letting and or a deposit to cover any damage and/or cleaning costs, in accordance with the Trust Board’s current scale of charges.
 
No letting should be regarded as “booked” until the written agreement has been signed by both parties, any deposit/ pre-payment has been paid as appropriate and approval has been given by the relevant person on behalf of the school.  

No public announcement of any activity or function taking place should be made by the Hirer until the booking has been formally approved as per paragraph above. 
 
9. Financial Management

Charges should be paid before the commencement of the letting and the Trust reserves the right to cancel any booking that has not been paid in advance. A payment extension period of 14 days from invoice due date may be agreed by exception with the finance office but this is discretionary and not assumed. If a 14 day extension is granted, failure to adhere to this will mean no further use of the premises can be made until all outstanding invoices are paid in full. The Trust Board will consider commencing legal proceedings in cases where such payments are not forthcoming.

All lettings fees which are received by the school will be paid into the Trust’s bank account, in order to offset the costs of services, staffing etc (which are funded from the school’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. 

The school must ensure that the Hirer has ensured that the number of persons using the premises does not exceed that for which the application was made and approval given, and that all terms and conditions are being adhered to, including responsibility for payment of all fees or other sums due in respect of the letting. 
 
  10. Public Liability and Accidental Damage Insurance 

It is the Hirer's responsibility to ensure that all those attending the premises are made aware that they do so entirely at their own risk. A risk assessment will be conducted for each hiring/ activity by the school and by the Hirer and copies of each must be shared with both parties and kept on file in school.

The Hirer must evidence 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 certificate of insurance cover before the letting can be confirmed, and annually thereafter.

TEACH Poole will not be responsible for any injury to persons or damage to property arising out of the letting of the premises. 
 
11. Safeguarding 

Lettings will not be made to persons under the age of 18, or to any organisation or group or individual with an unlawful or extremist background or to anybody to whom the school does not wish to hire the premises. This is at the Headteacher’s discretion. 

If a particular letting involves contact with the school’s pupils, all personnel involved must have appropriate recruitment and vetting checks and abide by the Trust’s Safeguarding Policy. It is the responsibility of the Hirer to ensure that they have adequate supervision in place, that pupil: adult ratios adhere to the Safeguarding policy and that up to date enhanced DBS checks have been completed (which must be shared with the school as evidence). The hirer is also responsible for making reasonable adjustments in accordance with the Equalities Act 2010 which includes the provision of 1:1 support for pupils with an EHCP where this is required. The Hirer must maintain and provide this information to the school as required and must notify the school immediately of any changes in staffing, responsibilities and absence. The school must record this information.

Any adults working with the school’s pupils (for example, at an after-school sports club) must be appropriately qualified. Sports coaches must follow the LA’s guidelines and checks. 

The Hirer is responsible for collecting all relevant medical information and any required medication directly from parents/carers. The TEACH Trust and its schools will not provide medical information or store medication for external hirers.

The Hirer is prohibited from sub-letting and the school will ensure that any Hirer shall not sub-let the premises to another person. 
 
12 Access 

The responsibility for making sure the accommodation is suitable for the needs of all users, is the responsibility of the Hirer and not the school. It is the responsibility of the Hirer to make a prior judgment before the booking as to whether the facilities available at the school are suitable for inclusive access.  

The Trust Board reserves the right of access to the premises during any letting. Any conflicting requests for the use of the premises, will result with priority at all times being given to school functions.  Access to the school’s toilet facilities is included as part of the hire arrangements.   
Subject to availability, car parking facilities may be available for use by the Hirer and other adults involved in the letting but cannot be guaranteed. The Hirer must request this in the Application Form. 

The Hirer shall not permit the parking of motor vehicles other than in those areas designated for that purpose and shall ensure that no obstruction is caused to exits, entrances or adjoining properties.  All vehicles are parked strictly at the owner's risk, and the school shall not be liable for any loss or damage caused to vehicles or their contents.

13  Policies 

The school will provide the Hirer with copies of appropriate school policies eg. Lettings, Complaints, Equality, Safeguarding, Disability, Health & Safety, which the Hirer is required to comply with. 
 
14  Copyright or Performing Rights 

Any licenses necessary for the legal performance of any copyright work shall be obtained by the hirer prior to the performance.  The Hirer shall indemnify the school against all claims, demands or proceedings arising out of any infringement of copyright or unauthorised use during the period of hire.

15  Electrical Equipment 

[bookmark: _Hlk201764860]Any electrical equipment brought by the Hirer onto the school site must be safe, fit for use and regularly PAT tested. The intention to use any electrical equipment must be notified on the application form.  
 
16 Premises, Furniture, Fittings and Equipment

The Hirer shall pay the cost of any reparation required. Use of materials for preparing floors for dancing is prohibited. No stiletto or any type of thin heel is to be worn. If activities involve outdoor use, Hirers should ensure footwear is cleaned before re-entering the premises. Any damages or broken equipment must be reported to the Estates Manager, whether caused by the Hirer or otherwise, as good vigilance will ensure the safety of all other users. 

The Hirer shall not, without the prior written consent of the school, attach or affix, by whatever means, any item to the walls or fabric of the building and shall not interfere with, change, repair, or alter in any way whatsoever, any electrical, gas or water fitting, furniture, item or equipment at the school during the period of hire.

Property of the school shall not be used or moved without prior authority.  Any costs incurred in the re-instatement of their position or condition will be borne by the Hirer in the event of their having moved or used the instrument without proper consent. The equipment, fixed or otherwise, is to be used only with the written authority of the Estates Manager. Every area as used by the Hirer, should be left at the end of each session in a usable and tenable condition with moveable furniture arranged as found. The Hirer shall indemnify the school against any claim that may arise out of its unauthorised use.

17 First Aid Facilities 

It is the responsibility of the Hirer to ensure there is appropriate first aid provision throughout the hire period and the Booking Form will specify that the Hirer will be required to make their own arrangements ie. trained personnel and provision of first aid kit, particularly in the case of sports and club lettings. Appropriate First Aid certification is required for relevant staff, as follows: Infant and Junior Schools: Emergency First Aid at Work or First Aid at Work, Infant Schools: Also requires Paediatric First Aid. In the event the hirer is unable to make adequate first aid provision, the school will endeavour to supply this service (dependent on staff availability) at an additional cost upon request and this must be agreed in advance by the Headteacher. 

18 Food, Smoking, Vaping, Drink & Drugs 

No food or drink may be prepared or consumed on the premises unless agreed in advance with the school, in line with current food hygiene regulations. All litter must be placed in the bins provided. No intoxicants/ unlawful drugs or legal highs shall be brought on to or consumed/ used on the premises. The whole of the school premises, including the external areas, is a non-smoking / vaping area. Smoking and the use of e-cigarettes is not permitted. 

Alcohol must not be consumed on the school premises and grounds except with the explicit written approval of the Trust Board.  Any licenses necessary for any approved consumption shall be the responsibility of the Hirer, and the Trust prior to the hiring may request inspection of such licenses.
 
19 Vacation of Premises 

The Hirer shall ensure that the premises are vacated promptly at the end of each period of use or letting. The Hirer is responsible for supervising any children taking part in an activity until they are collected by a responsible adult. Additional charges will be made where the Caretaker or Estates Manager is unable to lock up whilst the Hirer ensures children are safely vacated beyond the time agreed in the letting agreement. 
 
20 Behaviour  

The school must take appropriate measures to ensure that the Hirer is responsible for ensuring adequate supervision and preservation of good order for the full duration of the letting and until the premises are vacated, also the prevention of overcrowding and keeping clear all gangways, passages and exits.  

21 Other Restrictions

Gambling or any act likely to breach the regulations contained within the Gaming Act is strictly forbidden. Animals are not permitted to enter the school or its grounds without prior written approval from the school.
 

22 Promotional Literature/Newsletters  

A draft copy of any information to be distributed to participants or through the school must be sanctioned by the Headteacher prior to distribution by the Hirer.    

23 Site Security 

The school will be responsible for the security of the premises before and after the hire. 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 CEO/Head teacher. 

If a Hirer wishes to hire the field only out of hours, site security arrangements will be agreed with the school on a case by case basis. 

The school will be responsible for communicating arrangements for out of hours, school closure, keys and alarms, checking and switching off technical equipment, explaining fire procedures & fire risk assessments and ensuring appropriate risk assessments are completed. The school will also be responsible for checking fixtures & fittings before and after the letting, and keeping signed copies of the Lettings Agreements. The school is responsible for annual checks of fire equipment and displaying arrangements for fire safety. 
 
The Hirer will ensure it has made appropriate arrangements for uncollected children, and it has any permission from parents on arrangements for being taken off premises (and emergency contacts), transportation arrangements, transport safety checks, DBS checks of volunteers and appropriate adult: child ratios and supervision arrangements.  

24 Quality of Service 

[bookmark: _Hlk76367244]From time to time, staff and Trustees have the right to monitor the activities to ensure quality of service/ activity operating from the premises, and ask the Hirer to provide data on the number and type of users. 







School Lettings Policy

Equality Impact Assessment

	Question
	Response

	Which relevant groups and
stakeholders have been consulted with in relation to this policy?
	
	Please tick

	
	Pupils
	

	
	Trustees 
	

	
	Staff 
	

	
	Parents/Carers
	

	
	Local Authority
	

	
	Trade Unions 
	

	
	Other Advisors (give details)
	Clubs enquiring about lettings. Auditors.

	What are the arrangements for
monitoring and reviewing the actual
impact of the policy?

	Termly 
	

	
	Annually
	

	
	When applied
	

	
	If legislation changes
	

	
	If a formal complaint
	







	Characteristic Group
	Is there a potential
for positive or
negative impact?
	Please explain and
give examples of any
evidence/data used
	Action to address potential positive/
negative impact (e.g.
adjustment to the
policy)

	Disability
	√
	
	Revisions to the physical environment to support use of facilities.

	Gender reassignment
	√
	
	Access to inclusive facilities.

	Marriage or civil
partnership
	
	
	

	Pregnancy and
maternity
	√
	
	Accessibility to facilities taking into account any risk assessments. 

	Race
	
	
	

	Religion or belief
	
	
	

	Sexual orientation
	
	
	

	Sex (gender)
	
	
	

	Age
	
	
	

	SEN
	
	
	

	Vulnerable
	
	
	 

	Traveller, migrant, refugees and people seeking asylum
	
	
	

	EAL
	√
	
	Policy can be translated.
































APPENDIX 1:
[bookmark: _Hlk203126734]TEACH Poole  
School Lettings: Terms and Conditions of Hire 
1. [bookmark: _GoBack]In these conditions, ‘School’ means any school within the TEACH Poole Trust 
2. Acceptance of conditions. Hiring accommodation/facilities/premises is permitted only under the conditions outlined in the following regulations. Acceptance of the Hire Agreement is deemed to be acceptance of these conditions. 
3. Compliance with conditions. The Hirer (the person or body to whom the hire is granted) shall be responsible for compliance with these conditions. 
4. Applications. Applications for the hire of premises should normally be made at least three weeks in advance. Reservations will not be accepted for dates more than twelve months in advance, except for special events such as those needing extensive preparations. 
5. The Hirer shall satisfy themselves that the facilities to be hired are suitable for their purposes. 
6. The use of the premises must not interfere with the proper working of the School or impair its efficiency. In particular, the Hirer acknowledges that it will not have exclusive use of the site. Please be aware that if a school event or activity is scheduled to take place, notice will be provided to the Hirer and alternative provisions will be offered in the form of a different location at the school, or provision will be offered at an alternative location. The school agrees to notify the Hirer of any change as soon as practicably possible. 
7. School Hall. Only suitable footwear should be worn in the school hall. No school games equipment may be used without permission, and gymnastic equipment can only be used when an adult with recognised qualifications for the proposed activity is personally supervising at all times. This condition also applies to other activities with young people for safety reasons. 
8. Grass Areas and Playing Fields: 
(i) These facilities should be used only for their intended purposes, i.e., participation in formal and informal play and sport. 
(ii) Litter must be removed from the facility at the end of the hire session. 
(iii) There will be no additional maintenance or marking of playing fields specifically for the letting. If additional work is undertaken by the contractor in relation to a playing field letting, the school will add the contractor’s costs to the letting fee. 
9. School Equipment. Apparatus such as lighting and sound equipment, pianos, etc., may not be used without specific permission. Special care should be taken in rooms fitted with electronic whiteboards. The whiteboards should only be used by individuals who have been specifically trained, and markers should not be used on these boards at any time. 
10. Fabric and Fittings. The fabric and fittings (including electrical installations) and contents of the premises shall not be interfered with. No treatment shall be given to prepare a floor for dancing, and the wearing of stiletto heels is prohibited. Only authorised persons shall use steps or ladders. No nails or screws shall be driven in to walls, floors, ceilings, furniture or fittings, and no placards shall be affixed to any part of the premises. The School’s furniture (besides chairs in the hired accommodation) and equipment shall not be moved except by prior arrangement. Official exit ways must be kept clear at all times. Any alteration or addition to the School’s lighting or electrical heating systems is strictly forbidden, except with the written consent of the Headteacher. Consent may be subject to conditions, which the Hirer will be required to observe. The Hirer shall, at the end of the hire period, leave the accommodation in a reasonable, tidy condition, and all equipment shall be returned to the correct storage place. 
11. The Hirer is responsible for safeguarding and safekeeping all items belonging to the Hirer, its guests/delegates, or third parties engaged by it. The School accepts no responsibility for such items. 
12. Storage. Storage facilities cannot usually be provided. When Hirers are permitted to leave equipment on the premises, they do so entirely at their own risk. 
13. Hirer’s Property. Furniture and apparatus required may be brought onto the premises at the Hirer’s own risk. Hirers shall not bring onto the premises, without the prior consent of the school, any article of an inflammable or explosive nature, any article producing an offensive smell, or any other substance, apparatus, or article of a dangerous nature. 
14. Any electrical equipment brought by the Hirer onto the school site must be safe, fit for use and regularly PAT tested. 
15. The Hirer shall indemnify the School against all claims for damages, compensation, and/or costs in respect of: 
(i) bodily injury or illness to Third Parties, and/or 
(ii) damage to Third Party property, or the hired premises, caused by or arising out of or being incidental to the Hirer’s use of the premises. 
16. The Hirer shall be responsible for loss or damage to the School’s premises and contents therein. 
17. The Hirer shall effect adequate insurance in respect of the liabilities and the loss or damage referred to respectively in Conditions 14 and 15 above. A copy of the Hirer’s Public Liability Insurance (minimum sum insured of £5,000,000) must be provided with the application form and annually thereafter. Sporting groups may also be required to provide proof of specialist insurance cover, which will be checked at the time of letting and annually thereafter.
18. Refusal of Hire. The School may refuse an application to hire the premises if: 
(a) The premises are required by the School 
(b) There has been any damage to the property, or breach of these conditions during the Hirer's previous use of the premises. 
(c) For any other reason, the Trustees deem it necessary or expedient to refuse the application. 
(d) If the Trust feels the Hirer does not have adequate insurance in place. 
No compensation shall be payable by the School by reason of such a decision. 
19. Cancellation by the School. The School reserves the right to cancel any hiring without notice if: (i) the accommodation will, due to circumstances outside their control, be unavailable for the hire period, or (ii) the Hirer has failed to disclose material information concerning the proposed hiring, or (iii) there are reasonable grounds to conclude that the Conditions of Hire may be breached to a material extent. 
In the event of (i), all hiring fees will be refunded to the Hirer, but the School shall have no further liability to the Hirer. In the event of (ii) or (iii), any refund of hiring fees shall be at the discretion of the School. Apart from exceptional circumstances, the School will give the Hirer at least four weeks’ notice should it become necessary to cancel or postpone a letting. 
20. Cancellation by the Hirer. The Hirer must give at least four weeks’ notice of cancellation to the Headteacher, acting for the Trustees. If any shorter period of notice is given, the Trustees reserve the right to pass on to the Hirer any costs unavoidably incurred or to impose a cancellation charge. 
21. Payment of charges. The Hirer shall pay the hiring fees, including any deposit, at the rates and times set out in the school’s Schedule of Lettings Charges. 
(i) The Hirer acknowledges that in the event that the Hirer cancels the hiring, there will be a cancellation fee payable as set out in the attached Schedule. Any refund of monies already paid will be at the discretion of the School. 
(ii) [bookmark: _Hlk203126420]Charges should be paid before the commencement of the letting and the Trust reserves the right to cancel any booking that has not been paid in advance. A payment extension period of 14 days from invoice due date may be agreed by exception with the finance office but this is discretionary and not assumed. If a 14 day extension is granted, failure to adhere to this will mean no further use of the premises can be made until all outstanding invoices are paid in full. The Trust Board will consider commencing legal proceedings in cases where such payments are not forthcoming. 
(iii) The Hirer must leave the premises clean and satisfactory after use.  For weekend and holiday hires, a refundable cleaning deposit of £40 is required at the time of booking (amount may vary depending on the nature of the booking). TEACH reserves the right to retain all or part of the deposit if additional cleaning is required post-event, based on a post-event inspection. Any deposit balance will be refunded within 14 days of the event if no issues are found.
(iv) The School reserves the right, on proper notification, to invoice the Hirer for any charges for repair of the premises or equipment damaged by the Hirer, or resulting from the Hirer failing to vacate the premises by the time stipulated in the hire form.
22. Statutory Requirements: 
(i) All statutory requirements, including those relating to health and safety and public entertainments, must be strictly fulfilled by the Hirer. Film, music, dancing, indoor sporting events, and stage events may be considered to be regulated entertainment and, as such, are licensable activities that require authorisation from the local licensing authority. For all regulated entertainment, it is the Hirer’s responsibility to inform the local Licensing Authority and obtain the appropriate licence. This applies if tickets are to be sold at the door or advertised to the public, but also if tickets are offered to friends and neighbours, or even if admission is free and open to all. 
(ii) No musical works in the repertoire of the Performing Rights Society may be performed in public on the premises unless the Hirer has obtained the permission of the society. No copyright material may be delivered or performed unless the hirer obtains the consent of the owners of the copyright. The Hirer must indemnify the School against any action for breach of copyright. 
23. Attendance and Behaviour 
(i) The Hirer shall ensure that the number of persons using the premises does not exceed that for which the application was made and approved. 
(ii) 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. The Hirer shall at all times provide an adequate number of supervisors for any activity, and those supervisors shall be present throughout the hiring period. The Hirer shall be liable for any damage. 
(iii) It is the Hirer’s responsibility to ensure that all those attending are made aware of their responsibilities and the School’s and the Hirer’s insurance arrangements. 
24. The School reserves the right to exclude individuals or companies that it considers undesirable or inappropriate. The Headteacher reserves the right to require a representative to be in attendance for the preservation of good order and safety and to recover from the Hirer any additional expenses incurred as a result of this condition. If the Headteacher’s representative considers the behaviour of the Hirer, its guests/delegates, or third party contractors to be unreasonable, the representative may cancel and/or terminate the event with immediate effect, and the School shall not be obliged to refund any part of the hire charge. 
25. Alcohol. In no circumstances shall alcoholic drinks be available at any function without the prior written consent of the Trust. Permission will be granted only in exceptional circumstances. Applications must be made in writing at the time the Hirer applies for the use of the premises. If permission is granted for alcoholic drinks to be sold, it will be the responsibility of the Hirer to ensure that a Temporary Event Licence is obtained from the local Licensing Authority. The Hirer agrees to comply with all conditions and limitations attached to the Temporary Events Notice obtained. 
26. The School reserves the right to require sight of the Temporary Event Notice prior to the letting. 
27. Gambling. The premises may not be used for games of chance other than bingo unless the Trust has granted specific permission. 
28. Hirers shall familiarise themselves with the fire precautions in force on the premises and with the means of evacuation in the event of a fire, bomb warning, or any other threat to safety. The Hirer is responsible for ensuring that persons attending are made aware of the evacuation procedures. Fire and other exits must be kept clear at all times. 
29. Smoking. No smoking is allowed, including vaping and e-cigarettes. The School is a smoke-free area in accordance with Government legislation in force from 1 July 2007.  
30. Site Staff. The Trustees instruct site staff, or staff as delegated by him/her, to ensure that the conditions of hire are fully complied with. Therefore, all reasonable instructions given by them whilst on duty must be followed. 
31. Use of the premises is limited to the accommodation hired and necessary facilities such as toilets. Car parking is permitted in designated areas at the premises, subject to availability and prior agreement. 
32. Right of Access. The School and its agents reserve the right of access to the premises during the letting. 
33. The Headteacher (or their representatives) reserves the right to suspend or withdraw use of the school by an individual group with immediate effect on the following grounds: 
· causing intentional damage to the School, its equipment, or any personal belongings of other users 
· violent, threatening, or abusive behaviour to a member of staff or other users 
· theft of any property belonging to the School or other users 
· disruptive behaviour which is interfering with the activities of others 
· behaviour which puts at risk the health, safety or well-being of others 
· non- compliance with or breach of licensing laws 
· behaviour which is deemed to be offensive and/or results in complaints from users 
· refusal to follow reasonable directions from the site staff or other members of the School’s staff 
· non-payment of school invoices 
· any other behaviour which is considered inappropriate to the smooth and efficient operation of the School, or against the interests of all users. 
Following the suspension, the user will be given reasons in writing and will be offered the opportunity to appeal to the Trust whose decision will be final. 
34. The Hirer may not assign or sublet the hire of the School. 
35. The Hirer will be required to supply the school with their health and safety risk assessment in relation to the activity. 
36. Safeguarding and Welfare Compliance.  Lettings involving activities with children under 18 require strict adherence to the School’s Safeguarding Policy. The Hirer must read the policy, sign the Declaration Form, and confirm that safeguarding procedures are in place, including valid Disclosure and Barring Service (DBS) checks with Barred List clearance for all staff and volunteers.
37. The hirer is responsible for making appropriate arrangements about uncollected children and collecting permission from parents on arrangements for being taken off premises and emergency contacts. The hirer is also responsible for supervisions arrangements and ensuring appropriate adult: child ratios. 
38. The hirer is responsible for making reasonable adjustments in accordance with the Equality Act 2010 for club participants which includes the provision of 1:1 support where this is required. No child should be discriminated by the hirer from participating in a club. 
39. Medical Information and Medication. The Hirer is responsible for collecting all relevant medical information and any required medication directly from parents/carers. The TEACH Trust and its schools will not provide medical information or store medication for external hirers.
40. Authorisation. The Hirer (aged 18 or over) must complete, sign and return the declaration below before the hire begins. By signing, the individual confirms they are authorised to act on behalf of the organisation and they agree to the School’s Lettings Policy and all terms outlined herein.
41. First Aid and Medical Responsibilities. The Hirer must provide adequate First Aid provision throughout the hire period. Appropriate First Aid certification is required for relevant staff, as follows: Infant and Junior Schools: Emergency First Aid at Work or First Aid at Work, Infant Schools: Also requires Paediatric First Aid. In the event the hirer is unable to make adequate first aid provision, the school will endeavour to supply this service (dependent on staff availability) at an additional cost upon request and this must be agreed in advance by the Headteacher.
Full Name of Hirer: ………………………………………………………………..

Organisation: ………………………………………………………………………
Role within the organisation: ………………………………………………………..

By signing these terms and conditions, I acknowledge and agree to the provisions contained herein and confirm that, if acting on behalf of an organisation, I have the authority to do so.
Signed: ………………………………………………………. Date: ………………………..
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