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1. Introduction  
The Local Governing Body 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 Local Governing 
Body is to support the Academy in providing the best possible education for its 
pupils and students in a happy, safe and healthy environment and any lettings 
of the premises to outside organisations will be considered with this in mind. 
 
 
2. Definition of a Letting 
A letting may be defined as “any use of the Academy premises (buildings and 
grounds) by either a community group (such as a local music group or football 
team), or a commercial organisation (such as the local branch of ‘Weight 
Watchers’)”.  
 
Use of the premises for activities such as staff meetings, parents’ meetings, 
Local Governing Body meetings and extra-curricular activities of students 
supervised by Academy staff, fall within the life of the Academy. Costs arising 
from these uses are therefore a legitimate charge against the Academy’s 
delegated budget. 
 
3. Charges for a Letting 
A charge will be levied which covers the following: 

 

✓ Cost of services (heating and lighting); 
✓ Cost of staffing (additional security, care-taking and cleaning) - 

including “on-costs”; 
✓ Cost of administration; 
✓ Cost of “wear and tear”; 
✓ Cost of use of Academy equipment (if applicable); 
✓ Profit element (if appropriate). 

 

The charges will be reviewed annually, during the spring term, by the Business 
Manager in discussion with the COO, for implementation from the beginning of 
the next financial year. 

 
4. Management and Administration 
The Principal is responsible for the management of lettings, where appropriate, the 
Principal may delegate all or part of this responsibility for the lettings process. The 
Finance Officer is responsible for distributing and completing the administration 
and payments for lettings. 

 

5. The Administration Process 
Organisations/ schools etc. that wish to hire the Academy’s premises should 
contact the Finance Officer to clarify the requirements and if the facilities are 
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available. An agreement will be completed and sent to the Hirer from the Finance 
Officer. The Principal has the right to refuse an application and no letting should 
be regarded as ‘booked’ until approvals has been given in writing 

 
Once a letting has been approved a letter of confirmation will be sent to the hirer, 
this will include full details of the letting a copy, lettings policy and a copy of the 
agreement. The letting will not take place until a signed copy of the agreement has 
been received by the Finance Officer at the Academy. The person hiring the 
premises will be invoiced for the cost of the letting in accordance with the current 
scale of charges. The Academy may wish to seek payment in full at the time of the 
booking.  

6. Public Liability and Accidental Damage Insurance 
The Academy will need to see a copy of the hirers’ insurance information prior to 
the letting, a copy of the insurance information should be sent to the Finance 
Officer, your insurance limit should match that of the Academy Employers’ Liability 
£25,000,000 and Public Products Liability £25,000,000. 

7. Purpose of use 
The Academy premises shall only be used for the purposes stated on the 
application, and within the time scale agreed. The Hirer shall not assign or sublet 
the Academy premises. 

 
8. Responsibility of the Hirer for Good Order and Safety 
The Hirer shall be responsible for any damages to the Academy property, 
equipment or buildings caused by them or their guests. The Hirer must report any 
such damage to the Academy immediately. The Hirer will repay the Academy, on 
demand, the cost of re-installing and reinstating and part of the premises of the 
property that has been destroyed, damaged, stolen or removed during the letting. 
Any such costs will be in addition to the specified lettings. 
 
Smoking is not allowed on the Academy premises at any time. 
 
No nails or fastenings shall be driven into any wall, floor, celling or partition of the 
premises without permission from the Academy.  

 
9. Health and Safety 
The Hirer is responsible for the effective supervision of the arrangement’s and the 
activities in the premises during the period of hire. The Academy’s fire, emergency 
and evacuation procedures will be explained to the Hirer by a Site Services 
representative and it is the Hirer’s responsibility to ensure that the whole party is 
aware of the procedures.  

 
The Hirer shall be required to take any precautions necessary to ensure the safety 
of those attending during the letting. This includes ensuring the means of escape 
are not blocked or impeded. 

The Hirer will inform the Academy immediately of any emergency, accident or 
serious injury that occurs on the Academy’s premises. The Hirer will be responsible 
for reporting to the Health and Safety Executive any accident that arises from 
activities that it organises. 
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Hirers’ providing services to children, whether pupils at the Academy or to others 
must have policies in place to protect the children. They must provide the Academy 
with copies of Child Protection and Safeguarding Policies; copies of DBS 
certificates will also be required. 

10. Advertising 
No advertising shall be permitted except with prior written consent from the 
Academy. 
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