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This policy applies to all schools in CDAT
Lettings Policy and Procedures

1. Introduction

1.1 Charles Darwin Academy Trust (referred to as the Trust) supports the letting of parts of the facilities in its constituent schools to members of the community, organisations and companies. 

1.2 The Trust has delegated the responsibility for lettings to the Headteacher of the individual schools (referred to as the Headteacher), who will confer with the Chair of the CDAT Board if there are doubts about any request for a letting.

1.3 The issue of site security is taken very seriously when considering any letting outside of normal caretaker hours.

1.4 Community groups and other organizations that contribute to the achievement of the Trust or individual school’s aims and objectives can negotiate individual rates.  These will be confirmed by the Finance and Audit Committee.  

2. Information For Applicants
2. Bookings will be considered for the dates not more than twelve months ahead of receipt of application. 
2. The Headteacher and Chair of the CDAT Board reserve the right to grant or refuse lettings at their sole discretion.  
2. The Headteacher may, in certain cases, waive any hire charge without reference to the Finance and Audit Committee where, for example, the letting is seen as a community service (eg – pensioner’s annual Christmas party).

2.4 The individual school’s Finance Officer may use his/her discretion in conjunction with the Headteacher to negotiate and authorise individual rates to secure bookings where necessary and will inform the Finance and Audit Committee of such action when this has happened. 

2.5 The person signing the application form shall be an officer of the hiring organisation and shall be deemed to be the hirer and the person responsible for ensuring that the following conditions are complied with if the application is accepted. Hirers must be aged 18 or over at the time the booking is taken.
2.6 Lettings to persons connected with organisations with an unlawful or extremist background are strictly prohibited.

2.7 Alcohol will be allowed on the premises provided a licence has been obtained from the local magistrates. 
2.8 Every application must state the nature and purpose of the meeting for which the premises are required.  

2.9 For lettings regarding regulated activities aimed at children the hirer must supply at their own cost an enhanced check with the Disclosure and Barring Service which is not less than three years old.  In such cases the hirer must ensure that appropriate safeguarding policies and procedures are in place and provide evidence to this effect to the Trust.  
2.10 The hirer is expected to adhere to current government guidance regarding health and safety requirements which may include protective measures and adequate social distancing. 
2.11 Charges for hire of the accommodation will be as the Finance and Audit Committee may from time to time determine. Where additional cleaning costs are incurred these will be negotiated with the hirer.
2.12 The premises must be left in good and clean order and vacated not later than the time booked.  A charge may be levied for any time used over and above that booked. 

2.13 No letting shall continue beyond 11.00 p.m. unless written permission has been previously obtained from the Headteacher and allowance must be made for setting up and clearing up within the letting time. 

2.14 The caretaker or representative of the school shall have the authority to enter all parts of the premises at any time during the let. 

2.15 The hirer must not sub-let to another party. 

2.16 No announcement shall be made as to the object of the hiring until an application for such hiring has been accepted. 

2.17 No preparation is to be applied to the floor. 

2.18 No equipment or furniture other than that provided may be used or left on the premises without prior authorisation in writing.  Any equipment or furniture brought in or left on the premises is at the sole risk of the hirer.  The hirer will be required to ensure that any item of furniture used during the hire is returned to its original position prior to leaving the premises. 

2.19 A deposit against damage, breakages or any cleaning may be required.  
2.20 The balance payable for the hire must be paid one month in advance of the letting or within one month of being requested. 

2.21 All hirers holding events to which the public are invited must hold Public Liability Insurance.  This must be checked by the individual school’s Finance Officer.  If required hirers should also hold a public entertainment licence.   
2.22 Smoking is strictly prohibited within school premises and on school grounds at any time. 

2.23 No livestock or pets of any description may be brought onto the premises with the exception of guide dogs.
2.24 The Trust reserves the right to cancel a letting at any time if the premises are closed or required for official or electoral purposes. 

2.25 The hirer undertakes to make good any loss of property or damage to premises or property and to indemnify the Trust and school staff against all actions, expenses, claims, damages, penalties and demands arising out of or in any way connected with the hiring. 
2.26 Hirers will have access only to the particular room(s) let to them but where practicable, the use of a cloakroom and WC accommodation will be made available. In no case will access be permitted to any part of the building set aside for specific use of staff. 

2.27 The Trust does not hold insurance to cover nor shall be responsible for loss of or damage to the hirer’s property or that of others which is stored, kept or brought on to the premises or death or injury to any persons. It is the hirer’s responsibility to take out such insurance and to provide a copy of the policy and schedule to the Headteacher prior to the letting. 
2.28 A minimum deposit of 50% is required for all bookings.  Please note that this is non-refundable in the event of cancellation within 24 hours of the booking. 
3. Letting charges for the individual schools
3.1 The charges for each school in the Trust are indicated below. 

Charles Darwin School
	Type of Accommodation
	Education/Community *

Hourly rate Monday – Friday

	Ordinary standard size classroom (seat up to 30)
	£15

	IT Room 
	£35

	Large carpeted area 
	£25

	Dining Hall
	£30 

	Main Hall
	£40

	Dining Hall & Main Hall
	£50

	Training Suite
	£25

	Recording Studio (to include specialist Music Technician)
	Available on request



*Commercial rates available on request


The school will also charge an additional payment to cover caretaker charges as follows:

£30 for Monday – Friday lettings 

£50 for weekend lettings

Biggin Hill Primary School (Prices wef 01/09/17)
	Education/Community 
Hourly rate 
	

	Monday - Friday
	£15.00



The school will also charge an additional payment to cover caretaker charges as follows:

£30 for Monday – Friday lettings after 18.00
£50 for weekend lettings

Charges are £15 per hour.  However, the Finance and Audit Committee may waive charges 
for community use.  Waive of charges to be minuted.

4.
Darwin Leisure Centre
4.1
The Darwin Leisure Centre operates its own policy.  Applications for hire/use of the 
Darwin Leisure Centre should be made directly to the Centre.


APPLICATION FOR HIRE OF SCHOOL PREMISES

Applicant’s Name and Address ___________________________________________________________________

Applicant’s Contact No. Day_____________________ Eve____________________

Organisation/Company Name  (if applicable) ___________________________________________________________________

Details of your Public Liability Insurance (if applicable)

Company________________________________ Renewal Date _______________

________________________________________  Policy No __________________

Sum Insured _______________________________

Date Facility Required _______________________

Purpose ___________________________________

Times  Start ______________________________  Finish _____________________

             Access ___________________________  Leave _____________________

Facility Required - Please be specific ___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Catering: Self-catering is only permitted by special arrangement.

I declare that to the best of my knowledge and belief the information given by me above is correct.

Signature of Applicant ____________________________  Date ________________

Agreed by the Finance Committee on 14th June 2021
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