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Introduction: 
 

The Board of Trustees at Chrysalis Multi Academy Trust regards the school buildings and grounds as  
community assets and will make every effort to enable them to be available for offering extended 
services, including community use. However, the overriding aim of the board of Trustees is to support the 
school in providing the best possible education for its pupils, and any lettings of the premises to outside 
organisations will be considered with this in mind. Where there is a conflict between a letting and a school 
event, the school event will always take priority. 
  

The board of Trustees welcomes the opportunity to work with partner organisations in extending the 
range of opportunities to help children and young people achieve their full potential by engaging with 
services meeting the wider needs of children, young people, families and the local community. Links with 
the community help the school to raise pupils’ motivation, expectations and achievement, which lead to 
higher standards and improved behaviour. Support from parents and local community organisations can 
be a crucial factor in improving pupils’ attainment and combating social exclusion. 
 

Chrysalis Multi Academy Trust is committed to safeguarding and promoting the welfare of children and 
young people and requires all staff, governors, volunteers and hirer to share this commitment. 
 

Aims: 
 

• Make sure the schools’ premises and facilities can be used, where appropriate, to support community or 
commercial organisations. 

• Allow the hiring of the premises without using the schools’ delegated budgets to subsidise this. 
• Charge for the use of the premises to cover the costs of hire and, where appropriate, raise additional 

funds for the school. 

• Not let any hiring out of the premises interfere with the schools’ primary purpose of providing education 
to their pupils. 

• Hire out facilities in a way that is safe, following government guidelines and the school’s risk 
assessment(s). 
 

1. General Procedures: 
 

• The Letting Risk Assessment is reviewed on an annual basis, unless there are 
circumstances, which makes it necessary to review it more frequently. 

• These general lettings procedures are not exhaustive and are subject to review on an annual 
basis or more frequently if required. 

• Lettings take place outside of school hours and do not interfere with the primary function of the schools 
to educate their pupils. 

• Lets are booked in advance through the SchoolHire website or the school offices. 
• A refundable deposit is taken for lettings. The deposit is refundable subject to a successful letting and 

where applicable. 
• Separate contracts are issued annually for regular lets. 
• The hirer undertakes to abide by the published terms and conditions for lets at Chrysalis Multi Academy 

Trust schools. 
• Lets will be taken for the use of designated lettings areas only. 
• Car parking for regular lets will be in the staff car park for Sudbury Primary School and the playground 

for Claremont High School. 
• There is a fee for late cancellation which is published on the SchoolHire website. 
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• We reserve the right to refuse lettings to any individuals or groups, particularly those who contravene 
the Chrysalis Multi Academy Trust's equal opportunities policies, child protection policies and 
safeguarding policy. 
 

2. Charging Rates and Principles: 
 

Rates: 
The rates for hiring out different areas are listed on the SchoolHire website. We may decide that certain 
organisations or activities can use the premises for a reduced rate, or free of charge, if it supports the 
core aims of the school. We may decide to impose an additional cleaning fee on top of the hiring rates.  

 

Cancellations: 
We reserve the right to cancel any agreed hiring with a minimum of 2 weeks’’ notice. A full refund will 
be issued if we do cancel a hire. The school shall not be liable for any indirect or consequential losses, 
including (without limitation) any loss of profits, loss of business or the loss of any revenue arising out of 
the cancellation of any hire. 
 

The hirer of the premises can cancel any hire with a minimum of 2 weeks’’ notice. If less notice than this 
is given, the hirer shall only be entitled to a partial refund as detailed on the SchoolHire website. 
 

Review: 
The revenue raised from hiring out will be reviewed by the CFOO and will be fed into the schools’ 
financial reporting. Charging rates will be reviewed annually to ensure best value is being achieved. 
 

3. Application Process: 
 

Those wishing to hire the premises should fill out the hire request form, which can be found on the 
SchoolHire website. 
For Claremont High School - The hirer can book facilities using the SchoolHire website 
https://schoolhire.co.uk/kenton/claremont. Approval of the request will be determined by Laila Shah 
(Office Manager) or Courtney Francis (Site Manager). 
For Sudbury Primary School - The hirer can book facilities using the SchoolHire website 
https://schoolhire.co.uk/Wembley/Sudbury. Approval of the request will be determined by Manpreet 
Anand (School Business Manager). 
 
If the request is approved, we will contact the hirer with details of how to submit the initial deposit and 
make arrangements for the date and time in question. A full payment is required to be paid four weeks 
before the actual event. We will send on details of the emergency evacuation procedures and other 
relevant health and safety documents. The hirer will also need to provide proof of its public liability 
insurance and safeguarding policy if hosting children on the premises. 
 
We reserve the right to decline any applications at our at the Trust’s discretion, in particular where the 
organisation does not uphold the values of the school, reputational damage may occur, or the activity 
does not adhere to the latest government safety advice.  
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4. Terms and Conditions of Hire: 
 

The following terms and conditions must be adhered to in the hiring of the school premises. Any breach 
of these terms will result in cancellation of future hires without refund.  

 

1. ‘Hirer’ means the person or entity identified in the relevant hire request form. 

2. The hirer shall pay the full amount as stipulated by the school and shall not be entitled to set off any 
amount owing to the school against any liability, whether past or future, of the school to the licensee. 

3. The hirer shall occupy the part(s) of the premises agreed upon as a non-exclusive licensee and no 
relationship of landlord and tenant is created between the hirer and the school by this licence. 

4. The hirer shall not sub-licence any of the premises under the licence. 

5. The hirer shall not use the premises for any purpose other than that agreed upon in the licence, as set 
out in the hire request form. 

6. Any additional uses of the premises not agreed in writing by the school will result in the immediate 
termination of the licence. 

7. The school shall retain control, possession and management of the premises and the hirer has no right 
to exclude the school from the premises. 

8. The hirer shall be responsible for all matters relating to health and safety and shall be responsible for 
those in attendance during the specified time. 

9. The hirer must take out its own public liability insurance with a reputable insurer approved by the school 
and, where requested by the school, shall provide a copy of the relevant insurance certificate no less 
than two weeks before the start date of the licence. 

10. The hirer shall not conduct, nor permit or suffer any other person to conduct, any illegal or immoral act 
on the premises, nor any act that may invalidate any insurance policy taken out by the school in relation 
to the premises.  

11. The hirer shall indemnify and keep indemnified the school from and against: 
a. Any damage to the premises or school equipment; 

b. Any claim by any third party against the school; and 

c. All losses, claims, demands, fines, expenses, costs (including legal costs) and liabilities, arising directly or 
indirectly out of any breach by the hirer of the licence or any act or omission of the hirer or any person 
allowed by the hirer to enter the premises. 

12. Nothing in the licence shall exclude or limit either party’s liability for personal injury or death arising from 
the negligence of either party or any other liability that cannot be excluded by law, the school shall not 
be responsible for any losses of a direct or indirect nature, and its maximum liability to the hirer shall not 
exceed the total fees paid or to be paid to the school by the hirer under the licence. 

13. Any cancellations by the school made will be refunded.    

14. Any cancellations by the hirer received with less than 2 weeks’ notice will only be partially refunded. 

15. The hirer will read the emergency evacuation procedures and be ready to follow them in the event of a 
fire or other similar emergency. 

16. The hirer will leave the premises in the condition it was found in, leaving the area clean and tidy and not 
leaving any of their own equipment behind. 
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17. The hirer will tidy the area of school used so that it is in an appropriate condition for another hirer or 
normal school operations. 

18. The hirer shall not display any advertisement, signage, banners, posters or other such notices on the 
premises without prior written agreement from the school. 

19. If the hirer breaches any of the terms and conditions the school reserves the right to terminate the 
licence and retain any fees already paid to the school, without affecting any other right or remedy 
available to the school under the licence or otherwise. 

20. The hirer shall observe the maximum capacity rules of the part(s) of the premises being hired and not 
allow this to be breached. 

21. The hirer will acquire all appropriate additional licences for any activities they are running, including 
those required for use of any third party intellectual property. 

22. The hirer is responsible for carrying out any risk assessments of the premises relating to the activities it 
is running. This includes a risk assessment for COVID-19.   

23. The hirer shall comply with all applicable laws and regulations relating to its use of the premises. 

24. The hirer and the individuals participating are responsible for adhering to the latest government 
guidelines on COVID-19 at all times.  

25. The schools’ premises hire policy, the relevant hire request form submitted by the hirer and the relevant 
hire confirmation letter issued by the school shall apply to and are incorporated in the licence. 

26. This licence shall be governed, construed and interpreted in accordance with the laws of England and 
Wales. 

27. The school and the hirer irrevocably agree that the courts of England and Wales shall have exclusive 
jurisdiction to settle any dispute or claim arising from this licence. 

28. The Trust reserves the right to cancel a booking if it is necessary to hold a Trust event that would clash 
with the booking, e.g. examinations, parent evenings, Trust sports fixtures. 

29. The Trust reserves the right to cancel a booking due to circumstances beyond its control, e.g. electricity 
failure or weather conditions. 

30.  All visitors’ vehicles are parked at owners’ risk whilst on the Trust site. The Trust reserve the right to 
restrict parking at any time. At such times all visitor Vehicles must be parked off the Trust site. 

31. 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. 

32. The school site must be vacated by the time detailed in the schools’ terms and conditions. 
 

5. Regular lettings: 
 

Contract Renewal 
• The regular lettings will have their contract reviewed on an annual basis or sooner if required (see 

Appendix 2). 
 

Annual Invoicing 
• The lettings department at each school will generate an annual invoice based on the group’s use of the 

lettings area throughout the year.  
• A fixed sum based on the above calculation will be payable monthly in advance.  
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• Payment may be made by electronic transfer directly into the Trust’s bank account.  
 

Non/Late Payment of Regular Lettings Charges 
• The school office at each school will issue two reminders for late/missing payments. 
• If a balance is still outstanding then a final reminder will be issued. 
• The final reminder will state that unless outstanding funds are paid the hirer will no longer be able to 

use school premises. 
• The school reserves the right to charge interest on the amount outstanding. 
• The debt may be referred to a debt collecting company chosen by the school. 

 

6. Lettings Officer Duties: 
 

The duties listed below are not exhaustive and may vary depending upon conditions at the time to lets. 
 

Prior to Letting 
• Lettings Officers will be notified of lettings via the SchoolHire website, email or verbally. 
• Lettings Officers must confirm availability but will be expected to carry out the majority of lettings 

detailed in the calendar unless previous agreement has been reached with the lettings department. 
• The Lead Lettings Officer will be a key holder. 
• Ensure the hirer confirms that there will be adequate supervision in place and a risk assessment has 

been carried out for the activities taking place on Trust premises. 
 

During the Letting 
• To open up and check that premises are clean and tidy. 
• To follow the instructions given in the Parking Management Plan. (Appendix 3) 
• To introduce yourself to the hirer and get them to sign the relevant documentation, signing in sheet 

and emergency procedures for lettings (see overleaf). Emergency procedures to be signed at the time 
of signing the contract for regular lettings. 

• To remind hirer of the booking conditions e.g. tidying the hall and vacating the premises on time. 
• On the day of the let the Lettings Officer will be present on site for the whole of the let. They will ensure 

that the hirer  
• are aware of the fire exits and other relevant health and safety information. 
• To be available on the school site for the whole of the let and to patrol at regular intervals. 
• Deal with complaints made to the designated Lettings email; lettings@claremont-high.org.uk (CHS) and 

lettings@sudburyprimary.co.uk (SPS). 
• Remind hirer about 20 minutes before they are due to leave to start tidying up. 
• Walk around the site and check for damage and tidiness. 
• Point out any areas of concern and remind the hirer that money will be retained from their deposit if it 

remains in unsatisfactory condition. 
• Put away any chairs, sweep and mop floors and remove rubbish to the large bins, if necessary. 
• The Lettings Officers will ensure that all hirers vacate the building at the agreed/appropriate time. 
• Check the toilets. 

• If required, the Lettings Officers will also clean the building after its use. 

• When all guests have left lock up the buildings and ensure that building is secure all doors and windows 
are closed and locked. 

• Set the alarm.  
• Lock the gates. 
• Any problems during lettings must be recorded in the lettings incident book/spreadsheet and 

communicated to the Lettings Department at each school as soon as is practically possible. 
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7. Safeguarding 
 

The school is dedicated to ensuring the safeguarding of its pupils at all times. It is a requirement of hire 
that hirers abide by the schools’ requirements in respect of safeguarding. Any failure from the hirer in 
this respect will result in the hire being terminated. It is the responsibility of the hirers to ensure that 
safeguarding measures are in place while hiring out the space. 
 
If there is a chance that those hiring the premises will come into contact with pupils, for example if the 
hire occurs during school hours, or when pupils may be present in the school (during after school clubs 
or extra-curricular activities), we will ask for confirmation that the hirers have enhanced DBSs. The 
responsibility will remain with the hirer. 
 
The hirer will be required to have appropriate safeguarding policies in place, including safeguarding and 
child protection, and shall provide copies of these policies on request to the school. The safeguarding 
policy must be provided at the booking stage. 
 
The hirer confirms that, should any safeguarding concerns present themselves during the hire of the 
school premises, they shall contact dsl@claremont-high.org.uk or dsl@sudburyprimary.co.uk as soon as 
reasonably practicable.   
 
Where governing bodies or proprietors hire or rent out school facilities to organisations or individuals 
they should ensure that appropriate arrangements are in place to keep children safe. 
 

Companies must upload their safeguarding policy at the time of booking. For private hire, please read 
our schools safeguarding policy on our website. Confirming the booking means you have read and 
understood the schools’ safeguarding policy and commitment to safeguarding. 

 
8. Complaints Procedures 
 
• Any issue/concern from members of an organisation hiring the facilities should be reported to the 

leader/president of the group who will take the decision or not to report this to the Lettings Manager. 
• Emergency complaints can be made to the designated lettings email; lettings@claremont-high.org.uk 

(CHS) and lettings@sudburyprimary.co.uk (SPS). 
• Complaints must be submitted in writing to the Office Manager at Claremont High School or School 

Business Manager at Sudbury Primary School as soon as practicably possible after the letting. 
• The Office Manager or School Business Manager will acknowledge the complaint within 7 days of receipt. 

• Records of all complaints received will be kept on file.  

 

 

 

 

 

 

 

mailto:dsl@sudburyprimary.co.uk
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Terms and conditions 
 

Health and Safety 
 

The event organisers are required to take all necessary and appropriate action to ensure that the requirements of all 
relevant legislation, Codes or Practice and Guidelines are met in full at all times. 

 
They will: 

a) Be aware of the basic requirements of the Health and Safety at work, etc. Act 1974 and any other 
health and safety legislation and codes of practice relevant to the work of the school. 

 
b) Ensure safe working conditions for the health, safety and welfare of personnel using the school premises and 

facilities. 
 

c) Ensure any defects in the premises plant, equipment or facilities are reported without delay. 
d) Make personnel and attendees aware of all fire exits which are clearly marked throughout the buildings at the start 

of the event. 
 

e) Companies must upload their safeguarding policy at the time of booking. For private hire, please read our schools 
safeguarding policy on our website. Confirming the booking means you have read and understood the schools’ 

safeguarding policy and commitment to safeguarding. 
 

All premises must be vacated by 10.00 pm. 
 

The premises must be vacated as quietly as possible to avoid disturbing neighbours. 
 

If you require assistance or further Information with regard to a booking, please telephone: 
Mr C. Francis or Ms L. Shah at the school on 0208 204 4442 

Alternately, you can email: lettings@claremont-high.org.uk 
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BOOKING TERMS AND CONDITIONS 
Chrysalis Multi Academy Lettings Officer 

 - Sudbury Primary School 
 

Please read the booking Terms and Conditions thoroughly, after completion please sign and return to the 
retaining a copy for your own records. 

 
National & Local Agreements/Legislation and Rules 

1. Any group or individual with links to any terrorist organisation, including but not limited to organisations 
which are proscribed organisations, or who promotes racial or other discrimination will not be permitted 
to hire any area of Chrysalis Multi Academy Trust Schools. 

2. Any action by an individual or group hirer during the function/event which will bring the school into 
disrepute will result in the letting being stopped immediately, the organisation or individual being banned 
from hiring the school premises and their deposit being withheld. Police and/or other agencies will be 
contacted as necessary. 

3. Hirers providing an educational or tutoring service for children will be asked to provide a copy of your 
curriculum, Safeguarding Policy, copy of Public Liability insurance and First Aid Policy. 

Health and Safety 
4. The hirer remains responsible at all times for the behaviour of their group. 
5. Chrysalis Multi Academy Trust schools are non-smoking premises. 
6. Estimated numbers must not exceed the maximum number based on the type of the event. 
7. The hirer remains responsible for leaving the premises tidy and ‘as found’. The costs of damages will be 

withheld from the deposit. 
8. The hirer remains responsible for ensuring their group vacates the premises at the agreed time. Deviation 

of this clause may result in loss of full deposit. 
9. The hirer remains responsible for ensuring their group vacates in an orderly and quiet fashion, so as not 

to cause unnecessary disturbance to the residents. 
10. Alteration or addition to the electrical installations of the school are not allowed unless authorised. 

Insurance 
11. The Hirer must be covered under their own Insurance as the Chrysalis Multi Academy Trust Policy does 

not cover them. The school will require sight of current insurance certificates, such as your Public Liability 
Insurance).  

12. The hirers must indemnify the school from and against all loss and damage to any property or belongings 
of their guests, which may be sustained during the let. 

13.  The school takes no responsibility for injury to persons involved in the use of the premises during the 
period of lettings. Any person using the school premises do so in all respects at their own risk. 

14. The hirer must ensure that unauthorized persons are not permitted to enter the school premises. 
 

 Premises 
15. The Wild Life Garden is off limits at all times (unless specifically booked for a photo session). 
16. If you wish to use the school equipment, you must seek permission prior to the function. 
17. Your function and guests must only stay in the area which you have hired. 
18. School displays or equipment belonging to the school must not be touched, moved or removed at any 

time. 
Cancellation Policy  
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19. The school should receive written a notice of cancellation 4 weeks prior to the function date, for which 
we will retain an administration fee of £50 and any additional costs incurred. For cancellations of less 
than 4 weeks prior to the function, we will retain your deposit to cover the loss of revenue for that 
booking your deposit to cover the loss of revenue for that booking. In the event where cancellations are 
made two weeks prior to the event, we will retain your deposit and invoice you for the 50% of the total 
letting charge. 

20. An administration charge of £50 will be charged to cover the cost of amendments to previously confirmed 
bookings unless there are agreed mitigating circumstances (again at the discretion of the Head Teacher). 

Sudbury Primary School Staff 

Trustees, Governors and staff may hire the school facilities either for their own private use. Community/ school 
staff rate will apply at the school’s individual ‘Staff Discount’ rate. 

Appendix 2 a 
 
REGULAR LETTING AGREEMENT  

 
Agreement Start Date:          
Agreement End Date:           

 
Chrysalis Multi Academy Trust, Claremont High SchoolHire terms and condition apply (see attached), with 1 month 
notice of cancellation by either party.   
 
The cost of your regular hire of the school has been calculated on a yearly basis and a fixed sum will be payable 
monthly in advance according to the required times and dates (see schedule). 
Payment will be due on the 1st of each month by electronic transfer directly into the Schools’ Bank Account. 
 
Should you wish to make extended/additional bookings or cancel bookings already invoiced in the above calculation 
then separate invoices/credit notes will be issued. 
 
A review of timings and charges to take place before renewal of next agreement. 
 
The school bank details are as follows: 
 
Account Name:  Chrysalis Multi Academy Trust 
Bank:   Lloyds Bank 
Account No:  46165960 
Sort Code:                 30-65-41 
 
In case of electronic transfers please use your organisation name as the transfer description. 

 
____________________________________________________________________________________ 
 
 
I have read the above and I understand and agree to the Terms and Conditions for the hiring of the premises as 
detailed at Claremont High School. 
 
Signed:………………………………………                                   (Name of Hirer):………………………………………………………………… 
 
 
Date:…………………………… 
 
I confirm that payment will be made by Electronic Transfer.  
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REGULAR LETTING AGREEMENT  

 
 
Agreement Start Date:          
Agreement End Date:           
 
 
Chrysalis Multi Academy Trust, Sudbury Primary School Booking terms and condition apply (see attached), with 1 
month notice of cancellation by either party.   
 
The cost of your regular hire of the school has been calculated on a yearly basis and a fixed sum will be payable 
monthly in advance according to the required times and dates (see schedule). 
Payment will be due on the 1st of each month by electronic transfer directly into the Schools’ Bank Account. 
 
Should you wish to make extended/additional bookings or cancel bookings already invoiced in the above calculation 
then separate invoices/credit notes will be issued. 
 
A review of timings and charges to take place before renewal of next agreement. 
 
The school bank details are as follows: 
 
Account Name:  Chrysalis Multi Academy Trust 
Bank:   Lloyds Bank 
Account No:  46165960 
Sort Code:                 30-65-41 
 
In case of electronic transfers please use your organisation name as the transfer description. 
 
 
____________________________________________________________________________________ 
 
 
I have read the above and I understand and agree to the Terms and Conditions for the hiring of the premises as 
detailed at Sudbury Primary School. 
 
Signed:………………………………………                                   (Name of Hirer):………………………………………………………………… 
 
 
Date:…………………………… 
 
I confirm that payment will be made by Electronic Transfer.  
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Parking Management Plan – Claremont High School 
 

Lettings Officers will be required to: 
 

1. Wear provided Hi-Visibility clothing. 
2. Be courteous at all times. 
3. Be vigilant for late arrivals trying to park inappropriately  

On Arrival of Attendees: 

1. Manage the school car park directing attendees to parking bays 
2. Once the school car park is full – close the school car park gates 
3. Place relevant signage to read 

‘Car Park now full’ 
 
During Event: 

 
1. Maintain a patrol of the car park and place correct signage on the gate and on A-frames to state the car park 

is full. 
 

After the event: 
 

1. Lettings Officers will monitor the school car park and be in place at least 5 minutes before attendees are 
due to leave. 

2. Attendees will be dispersed with the minimum of delay and in staggered intervals in accordance with 
agreed Police conditions. 

3. Attendees parked in the School Car Park will be reminded to leave the premises quietly and not to overrev 
the engines or accelerate disproportionately. 

4. Lettings Officers must remain in place until the last attendee has left the premises. 
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Parking Management Plan – Sudbury Primary School 
 

Lettings Officers will be required to: 
 

1. Wear provided Hi-Visibility clothing. 
2. Place ‘Residents Only Parking’ cones appropriately on Perrin Road prior to arrival of Attendees. 
3. Be courteous at all times. 
4. Be vigilant for late arrivals trying to park inappropriately  

On Arrival of Attendees: 

1. Manage the school car park directing attendees to parking bays 
2. Once the school car park is full – close the school car park gates 
3. Place relevant signage to read 

‘Car Park now full please use free parking at Vale Farm Car Park’ 
4. Remain in place to direct attendees to Vale Farm Car Park; 

When redirecting attendees verbally inform them not to 
i. Drop off passengers before parking car 
ii. To park in Perrin Road 

During Event: 
 

1. Maintain a patrol of the car park and Perrin Road to prevent any late arrivals from parking on Perrin Road 
and redirect them to Vale Farm Car Park – inform patrons that car park closes at 8 p.m. 

 
After the event: 

 
5. Lettings Officers will monitor the school car park and be in place at least 5 minutes before attendees are 

due to leave. 
6. Attendees will be dispersed with the minimum of delay and in staggered intervals in accordance with 

agreed Police conditions. 
7. Attendees parked in the School Car Park will be reminded to leave the premises quietly and not to overrev 

the engines or accelerate disproportionately. 
8. Lettings Officers must remain in place until the last attendee has left the premises in full. 
9. Lettings Officers to collect ‘residents parking only’ cones and check area for litter before leaving. 

 


	Appendix 1 b
	BOOKING TERMS AND CONDITIONS

