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1. Introduction 
1.1 At Chetwynd Primary Academy our mission is ‘For all our children to be kind, 
courageous and curious citizens, helping them to shine for a bright and happy 
future in our diverse world.’ 

1.2 We aim to achieve our mission by being inclusive, maintaining a safe and 
stimulating learning environment, securing outstanding learning and teaching, 
delivering our Irresistible Curriculum, following a values-based approach 
(STARFISH), and working with parents, carers and the wider community. 

1.3 The Governing Body of Chetwynd Primary Academy believe that the Academy 
should play an active role in the community that it serves. Although the facilities 
are limited, whenever feasible we welcome the use of our Academy, by 
community groups. 

1.4 The Principal has the delegated authority to consider the suitability of each 
application on its merits and may refuse applications that may be deemed not in 
the best interest of the Academy or its environment. 

1.5 In exceptional circumstances the Governing Body has empowered the 
Principal to vary the agreed letting charges as deemed necessary. 

2. What is a Letting? 

A letting may be defined as use of the Academy facilities, by agreement, during time 
that will not interfere with the everyday running of the Academy. In most cases a 
charge will be incurred in line with the agreed tariff. 

(It is a requirement that all users must, at least, cover the costs of energy used, 
additional cleaning and the key holder’s fee for opening and closing the premises.) 

Anyone who wishes to enter into a ‘Letting Agreement’ with Chetwynd Primary 
Academy must agree to do a full Risk Assessment of the facilities they would like to 
hire, and provide the Academy with a written copy for their files, along with their 
own Insurance details if applicable. 

Fees are reviewed annually as part of the budget setting cycle. 

The Academy may ask the hirer to provide evidence that a ‘Disclosure and Barring 
Service’ check (DBS) has been completed and a certificate issued, as necessary. 

Payment should be made either in advance, or by special arrangement for regular 
users. Non-payment will result in refusal to allow the debtor to use the premises. 
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All debts will be referred to the Legal Team employed by The Spencer Academies 
Trust. 

The Trust Finance Manager will issue invoices. 

Whilst normal wear and tear costs are included in the lettings fees charged, damage 
from misuse of equipment or the premises will be charged to the person named on 
the letting. 

3. Procedures and Responsibilities 
3.1 The Trust Finance Manager 

 To ensure that all booking forms are filled in and submitted correctly. 

 To collect payment from the hirer. 

 To renew bookings annually. 

 To make every effort to ensure that payments are made on time. 

 To issue receipts for payments received. 

 To refer debtors to the Legal Team as appointed by The Spencer Academies 
Trust. 

 To advise the Principal if problems occur. 

3.2 Site Manager 

 To ensure the security of the premises during and after lettings. 

 To assess risks to people or property. 

 To inform the Principal immediately of any such concerns. 

 To report any incidents of vandalism or damage to the Principal. 

 3.3 Principal 

 To authorise lettings. 

 To receive advice from the Trust Finance Manager and Site Manager. 

 To monitor payments. 

 To monitor wear and tear on the premises and equipment. 

 To report to the Resources Committee of the Governing Body, at least annually. 
 

3.4 Governing Body (Resources Committee) 

 To monitor income each term. 
 To receive reports from the Principal on the implementation of this policy 

annually. 

 To review all lettings annually. 

 To monitor wear and tear and make risk assessments annually. 
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APPLICATION FOR ACADEMY LETTINGS NO.............. 

 

Applicant’s Name and Address: 
 

 

 

 

 

 

 

Telephone number (day):  (evening):    
 

Facility required: 
 

 

 

DATES REQUIRED: 
 

Start:  Finish:   
 

Access needed from:  Departure:    
 

Purpose of Letting 
 

 

 
 

DETAILS OF YOUR PUBLIC LIABILITY INSURANCE 
 

Company: 
 

 

Policy number:  Renewal date:    
 
 

I DECLARE that to the best of my knowledge and belief the information given above is 
correct and I have read the terms and conditions for lettings at the Chetwynd Primary 
Academy and agree to abide by them. 

 

I acknowledge the Chetwynd Primary Academy statement and confirm that all staff 
employed by me/us and volunteers have been subject to the correct vetting 
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procedures to be working with children including enhanced DBS checks, Barred 
Check List and Independent Safeguarding Authority procedures. 

 

I have read the Terms and conditions and agree to abide by them. 

Signature of Applicant: 

 

 

Facilities available: Yes / No 
 

Signed:  Trust Finance Manager 

Signed:  Site Manager 

 

The agreed charge for this hiring, payable in advance, will be £60 for the day, to 
cover the costs incurred for opening/locking the Academy and additional cleaning 
thereof. 

 
 
 

Payment received : Yes / No 

Date: 

Signed: 
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5.Terms and Conditions 
 

TERMS AND CONDITIONS FOR LETTING AT CHETWYND PRIMARY ACADEMY 

Safeguarding Statement: 
Chetwynd Primary Academy is committed to safeguarding and promoting the 
welfare of children and young people and expects its staff and volunteers to share 
this commitment. 

1. The use of the premise must be restricted to the use and accommodation specified 
on the letting permit 

2. The wearing of footwear likely to cause damage to floors is forbidden. Persons found 
wearing such footwear will not be permitted to enter the premises 
The engaging in activities that are likely to cause damage to floors is also forbidden 

3. Representatives of the Governing Body have free access to the premises for the 
purpose of inspection. 

4. The Governing Body reserve the right to cancel the letting 
5. The hirer shall be required to pay for any breakage, losses or damage to property 

arising out of the letting. 
6. The Governing Body shall not be responsible for the loss of or damage to any 

property whatsoever or death or injury to any person whosoever. Hirers are advised 
(or may be required) to provide their own insurance against their liability towards 
the public and their own employees in this respect. 

7. The sub-letting of any premises is prohibited. 
8. Licences generally are required for: performing plays 

-“public dancing, music or other public entertainment of a like kind” under 
the Local Government (Miscellaneous provisions) Act 1982 
Games of bingo 
Hirers must ascertain from the Council whether or not a licence is required 
for these uses, or for any other use to which premises are to be put. If so, 
hirers must obtain and ensure full compliance with the necessary licence if 
the premises are not already licensed. 

9. Intoxicating liquor shall not be sold or supplied on educational premises without the 
express consent of the Governing Body and the obtaining by the hirer of an 
occasional license or Temporary Event Notice. 

10. Where premises are not licensed under the Cinematography Acts no inflammable 
films or materials of an inflammable nature may be used. 

11. Hirers of educational establishments are required to furnish details direct to the 
Performing Rights Society of “all musical works, whether published or in manuscript, 
performed at the premises vocally, instrumentally or mechanically, at 
entertainments for which a charge is made.” Where appropriate, a form should be 
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completed and forwarded direct to the Performing Rights Society Limited 
immediately after the letting has taken place. 

12. When commercial sound recordings (gramophone records, tape recordings, CDs, 
DVDs etc.) are publicly used an application for a licence to use such recordings must 
be submitted to Phonographic Performance Limited, 1 Upper James Street London 
W1F 9DL. Application forms are available from them on request. 

13. The charge for accommodation includes the use of furniture within the room, in the 
event of the hirer requiring additional furniture a separate charge will be made 
according to circumstances 

14. On days when the Academy is in session articles such as pianos, tables, flowers etc. 
may not be delivered at the Academy before 1630 hours, on the day of use, unless 
arrangements for earlier delivery are made with the Academy Business Manager. 

15. The Hirer shall remove all furniture, decorations and any other materials introduced 
into the premises, within a reasonable time after the period of hire 

16. Special preparations, such as those required for the purpose of dancing, must not be 
applied to the floors without specific approval 

17. Stage Lighting, audio and visual equipment 
Only competent persons approved by the Academy may operate the switchboard 
and equipment. 
By arrangement with the Site Manager, the hirer must visit the establishment on the 
first day of hiring in order that a hand-over may be made to ensure that the 
equipment to be used is in a satisfactory working order. A similar hand-over is to 
take place at the end of letting 

18. Academy Kitchens: 
Additional conditions will apply at the discretion of the Trust Finance Manager 

19. Academy Playing Fields 
The Hirer must ensure that the use of the playing field will not prejudice its use for 
normal purposes. 
Full supervision by a responsible adult must be undertaken while the field is being 
used. 
After playing on the field all outdoor shoes/boots must be removed before entering 
the Academy buildings, to ensure that dirt is not transferred inside. If this happens, it 
is the responsibility of the hirer to ensure that all indoor areas are free from mud, 
before they leave the premises. 
Motor vehicles must not be taken on the Academy playing field. 

20. No smoking is permitted on the Academy premises 
21. All persons using the facilities need to be conversant with emergency procedures 

(a copy of these will be provided by the Academy) 
22. The Hirer must not use, permit or allow rooms/site to be used for any extremist or 

terrorist activities or for the dissemination of extremist views or materials. 


