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Introduction

TheStAlbanCatholicAcademiesTrustrecognisesthattheprimarypurposeofschools’ premisesisto
provide accommodation for the teaching, learning and welfare of its students. The requirements of the
school will therefore always take precedence over external hiring’s. However,whennotrequiredbythe
school,theTrustiswillingtohireoutschoolpremisesas the buildings:

e representasignificant capitalinvestmentandtherefore should be used asfaras possible.

e canprovideavaluableresourcetothe community which the schoolserves;
e are apotential source ofincome.

TheTrustalsorecognises that the hiring out of school premises will always be anincidental part of the
Trust/school aims.

Conditions of Hire

ThefollowinginformationsetsouttheconditionsunderwhichtheTrustspremisesmaybe hired.
1. The minimum letting period is one hour

2. Except in exceptional circumstances, lettings should be taken out, at least two weeks in
advance.

3. ltisarequirement of the hirer that they provide proof of public liability insurance, the sum
insured should not be less than £2 million. If the group or organisationisunabletosupply
InsurancecoverthentheTrustwillbeunableto accept an application of hire.

4, A ‘No Smoking’ policy is in operation throughout the school and all hirers are expected to
respect and enforce the policy.

5. It is the responsibility of the hirer to adhere to all Health & Safety and Fire Regulations
and, particularly, the number of people who are allowed to attend various functions. (as per
Hirers Application Form)

6. Thehireristoberesponsibleforrestoringthe premisestothe conditioninwhich theyfound
them; this is to include re-sighting any furniture that has been moved and any cleaning up
necessary. We reserve the right to levy a cleaning charge if facilities are not restored
appropriately.

7. Adeposit of 50% is required at the time of booking- this will only apply to one-off orad-hoc
bookingse.g.weekendsports,eventsetc.Thedepositisreturnableif



the letting is cancelled more than four weeks prior to the event less a £25.00 administration charge.

8. ltisthe hirer’s responsibility to ensure that they obtain a Public Entertainment/Occasional
Licenceandotherlicensesasrequired.

9. Concessions may be made to diocesan or parishes if agreed in the first instance with the
Headteacher.

10. The school will request hirers to provide their unique DBS reference number where the
letting applies to vulnerable groups under the safeguarding regulations.

11. The school and Trust reserve the right to refuse any application for hire. The Premisesareto
be let out on the basis that they will not be used for any purpose which is contrary to the
teachings of the Catholic Church or which could cause offence. AtalltimestheCatholicnature
ofthePremisesmustberespected. Any breach or potential breach of this provision will
mean that the use of the Premises iswithdrawn.

The Trust wish the school to continue its support of various charities and neighbouring community
groups. The Headteacher or his/her nominated representative may opt to waive the letting fee for

events/meetings of such groups.

Events Considered Appropriate

&L

Plays, Concerts

Jumble Sales/Antique Fairs

Conferences/Meetings/Corporate Events

Adult Community Learning Service/Saturday Workshops

Any other event where the school’s Management is satisfied that the hirer can be trustedtolook
after andtake responsibility for the premises and facilities used that would not compromise the
values of the school or community.
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Organisations Considered Inappropriate

&L

Organisations promotingracial, sexual or religious prejudice orinequality.

Tobacco companies

Organisations which use or advocate the use of unlawful acts to achieve their objectives.
Political (except where required by law)

Organisations that do not fit to the ethos of the Trust

f)  Any other organisation that the St Alban Catholic Academies Trust considers inappropriate.
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The Trust have delegated to the Headteacher or his/her representative the responsibility of accepting or
rejecting any applications made and to apply the Lettings Policy to such applications.



Basis for Charges

In arriving at rates for lettings, the Board of Trustee has agreed the following principles:

thatthe Academyshould not, exceptinexceptional circumstances, subsidisethe letting of its
premises to third parties;

The charge should take into account heating and energy costs in addition to staffing costs

thatthe overall cost of letting school facilities must be recovered from users;

that VAlattheprevailingrate,ifchargeable,willbepayableinadditiontothehirers charge;
VAT

Asageneralruleifthelettingmakesuseofaschoolsportsfacilitye.g.gymnasium, hallor playing fields, then
VAT will be chargeable. However, if certain conditions are met then the lettingmaybeexemptfromVATe.g.
soleuseformorethan24hoursoraseriesoftenor more bookings are made and paid for at one time.

Lettings of meeting rooms or classrooms are generally VAT exempt

ChargesforlettingswillbeasAppendix1attached.TheSchoolshallbeentitledtoagreea concessionary rate
forany particular hiring providing proof of third-partyinsurance has been confirmed.

Cancellations

TheTrust will seektorecover anycostincurred by the school whichis unavoidable asresult of the
cancellation of a letting.

Administration of Hiring Premises

Allschools are responsible for the administration of their premises hiring. Bookingsfor8 weeksor
morewillbeinvoicedatmonthlyintervals.

Terms and Conditions
Nomemberofstaffofaschool,withtheexceptionofthebusinessmanagerinconjunction withthe
CFO/Headteacher,isallowedtovarythetermsandconditionsunderwhichthe school’s premises are

hired outorto deviate from the hirer’s charges.

AllhiringoftheTrust’spremises, includingthoseforwhichnochargeismade, shallbe properly
documented and all hirers must sign a Hire Agreement which includes a copy of the conditions of hire.

The Hire Agreement is an enforceable contract.
Credit Facilities

TheSchoolsTrustwillallowtheextensionofcredittoorganisationsandindividualswhere theyare satisfied
thatthese are creditworthy. However, the Schools Trust reserves the right towithdrawcreditfacilitieswhere
promptpaymentisnotreceived.Inallcaseswherecredit is extended, an invoice will be issued.

Creditfacilities are notavailable for hiring’s where the charge is less than £50. Security

The Schools Trust will not normally insist upon continuous caretaking presence. However, it
doesreservetherighttoinsistuponcaretakingpresencewherethenatureofthehiringmay leave the school
vulnerable to theft or damage.



Appendix 1

CHARGES FOR LETTINGS FROM 15t January 2018

Monday - Saturday Sunday/Public Holiday
Sports Facilities
Sports Hall
.por s. @ . . . £30.00 per hour £38.00 per hour
(including changing facilities and toilets)
G
.ym . . o ) £25.00 per hour £33.00 per hour
(including changing facilities and toilets)
Other Facilities
Main Hall
£60.00 h £70.00 h
(including foyer and toilets) perhour perhour
ICT Room
(30computers, DataProjector, Interactive £35.00 per hour £43.00 per hour
Whiteboard)
Classroom £18.00 per hour £26.00 per hour
(30 chairs, 15 tables, Dry-wipe board) ooP OP
Playing Field Available onrequest Available onrequest
Other Resources
Technician (If required) £30.00 per hour
Data Proiector Included in Fee
) ADVANCE NOTICE REQUIRED
OHP Proiect Included in Fee
rojector ADVANCE NOTICE REQUIRED
Flio Chart Included in Fee
P ADVANCE NOTICE REQUIRED

All block bookings 10 concurrent weeks receive automatic discount 1



