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GENERAL RULES & CONDITIONS
GOVERNING THE USE OF THE TRUST PREMISES BY HIRERS

The management of the trust premises is vested in the Multi Academy Trust (MAT) known
as INSPIRING FUTURES PARTENSHIP TRUST, subject to the Directions of the
Department for Education. The Trust and its Trustees powers and composition are defined
in the Memorandum and Articles of Association, a copy of which may be obtained from the
trust. The Trust and Trustees are empowered to make rules governing the use of the trust
premises, or to withdraw or amend them.

Please note that all references in this document to the ‘Trustees implies inclusion of the

INSPIRING FUTURES PARTNERSHIP TRUST, its members, its Trustees and its staff.
GENERAL REQUIREMENT

All Hirers shall read these General Rules & Conditions and agree to abide by them

without exception. Acceptance of a Hire Agreement by the hirer reflects a binding
agreement to adhere to the conditions noted below.

GENERAL INFORMATION

. Use of the Premises

Use of the Trust premises and facilities are subject to the following rules and, in the case
of hirers, to certain standard conditions incorporated in the hiring agreement.

The use of the premises must be restricted to the use and accommodation specified
on the hire form.

The sub-letting of any of the Trust premises by the hirer is prohibited.

Representatives of the MAT Trustees shall have free access to the premises for the
purpose of inspection and reserve the right to cancel any letting.

. Equal Opportunities
The premises shall be available to all members of the community regardless of race, colour
or nationality, sex, religion, marital status or disability.

Safeguarding

The hirer undertakes to ensure suitable arrangements such as Child Protection Policy,
DBS checks, etc. are in place in regard to the safeguarding children and child protection.
The trust reserves the right to terminate the contract if the hirer fails to have these
arrangements in place. A copy of the hirers Safeguarding policy is required by us and our
certificate of assurance completed, this forms part of the General Rules at the end of this
policy. All lettings must confirm that they have read and understood the latest Department
for Education guidance on: After-school clubs, community activities, and tuition -
Safeguarding guidance for providers.

Extremism

It is not permitted for the hirer to use the premises or related equipment for the purposes
of voicing extremist views or distributing extremist material. The trust reserves the right to
terminate the contract if the hirer fails to adhere to this restriction. The trust will report to
the appropriate authorities any information suggesting that the hirers have used the
premises for this purpose.



b)

Applying to Use Trust Premises

The right to refuse any application for the use of the premises is reserved by the Trustees,
or the Principal/Head of Academy

The Principal/Head of Academy shall have immediate power to terminate any agreement
relating to the hire of the premises if it is considered that the Hirers have in any way
damaged the buildings, fittings, fixtures or furniture, or have subjected them to undue
wear and tear or are in any way guilty of a breach of the rules of the Hiring Agreement.
Also if the reputation of the Trust is considered to be at risk due to any activities or
communications undertaken by the hirer. Such termination will not release the Hirer from
any obligations or affect any rights or remedies the Trustees may have.

Hours of Opening

The facilities at the premises are normally available for the use of outside Hirers between
the hours of 8am and 10pm on any day of the week. In exceptional cases, these hours
may be extended on application to the Principal/Head of Academy.

CHARGES & PAYMENT

Charges and Payments
All hire rates will be subject to an annual review.

One off bookings: An invoice will be raised 14 days before the booking and payment is due
by the date that the booking is to take place.

Regular bookings: The hire charges for regular bookings will be invoiced on a termly basis.
Payment by the Hirer shall be made within 30 days from the date of the invoice.

All payments to be made by BACS/Bank Transfer, bank details will be on the invoice.
Payment is made to Inspiring Futures Partnership Trust.

Additional Charges:

Damage waiver payments will be charged, in addition to normal hire charges, at the
discretion of the Trustees.

The standard booking charge for accommodation includes the use of furniture within the
room; in event of the hirer requiring additional furniture or equipment a separate charge
may be made according to circumstances/requirements.

Use of the staff car park incurs an additional charge

Refreshments (tea, coffee, sugar, biscuits), if required, will be charged at an additional
cost and applies to weekday school hour bookings only.

Lost fobs (for key holders) will incur a charge

Anything else detailed on the Lettings Enquiry Form

Charges will be made, at the hourly rate, for lettings that overrun the specified time and
for additional administration time undertaken by Academy staff.

Entry and Exit Arrangements

The hirer must leave the premises with all articles brought to the premises in connection
with the hiring no later than 15 minutes after the end of the contracted hire period. If the
hirer requires additional time outside of this and the hire period for either setup or clearance
purposes this must be agreed in advance and be reflected in the hire agreement.
Additional time used outside of the agreed hire arrangements will be charged for after the
event has taken place.



a)
b)

. Cancellations/Notice Periods for Bookings

The Hirer shall provide the Academy with a minimum of 30 days notice, in writing, of their
intention to terminate a previously agreed hire period or block booking.

Where notice of termination is not provided by the Hirer with a minimum of 30 days notice,
the following penalty charges will be applied:

30 days notice No charge

15 — 29 days notice 25% of hire charge
8 -14 days notice 50% of hire charge
7 or less days notice 100% of hire charge

Termination of Contract

The Trustees and Principal/Head of Academy reserves the right to terminate an individual
or block booking with reasonable notice, normally no less than 10 working days.

Where a booking is terminated under any circumstances the Trustees and the Trust will
not be liable to the Hirer for claims of compensation, loss of business or inconvenience.

Changes to Accommodation and Dates
The Trustees and Principal/Head of Academy reserve the right to alter the accommodation/
dates/timing as agreed in the original Hire Agreement where the Trust needs require this.

Changes as noted above will normally be notified to the Hirer not less than 10 working
days in advance however this cannot be guaranteed.

In all cases where changes are notified to the Hirer, they may:

accept them with no change to the charges noted in the original Hire Agreement;
mutually agree alternative accommodation/date/time based on the charges in the original
Hire Agreement;

decline them and not utilise the premises on the date(s) notified and thereby not be liable
for payment on the date(s) concerned.

PREMISES, FACILITIES & HEALTH + SAFETY

10. Evacuation

The Hirer and persons in charge (if different to the Hirer) shall have made themselves
aware of the emergency evacuation procedure and the location of the evacuation point.
They shall also take full responsibility for ensuring that all persons involved in or attending
their letting have signed in on the Hirer's own signing sheet of attendance, evacuate the
premises in an emergency, and having done so, are accounted for prior to informing the
member of staff responsible for the emergency roll call. The Hirer is responsible for
undertaking their own emergency drills (e.g. fire).

11. Smoking

Smoking or vaping is not permitted in any part of the trust premises (buildings, fields, car
parks, etc.).



12.

Safety Requirements

The Trust has been granted a premises licence. All conditions attached to the granting of
the licence, stage play or other licences and the Trust's Health & Safety Policy shall be
strictly observed. Nothing shall be done which will endanger the users of the building, or
invalidate the policies of insurance relating to its contents.

In particular:

No open flames or lit candles (including ‘t-lights’) are permitted under any circumstances

Obstructions must not be placed in gangways or exits, nor in front of emergency exits,
which must be available for free public access and egress at all times.

The emergency lighting supply must be turned on during the whole time the premises are
occupied, and must illuminate all exit signs and routes.

Fire-fighting apparatus shall be kept in its proper place and only used for its intended
purpose.

The Fire Brigade shall be called to any outbreak of fire, however slight, and details of the
occurrence shall be given to the CEO/Trustees.

Performances involving danger to the public shall not be permitted.

The erection and use of custom staging, scenery and highly flammable internal decorations
of a combustible nature (e.g. polystyrene, cotton, etc.) shall not be undertaken without the
consent of the CEO.

No unauthorised heating appliances shall be used on the premises;

First Aid boxes shall be readily available to all users of the premises. Hirers must make
themselves aware of the location of these.

Arrangements for providing first aid are the responsibility of the Hirer.

Arrangements for providing assistance to persons with disabilities and for emergency exit
arrangements are the responsibility of the Hirer.

The Principal/Head of Academy (via the Site Officer) shall be informed immediately of
any accident or injury occurring on the premises and shall be provided with a written
report of the incident so that it can be recorded in the Trust’s individual academy Accident
Record Books.

m) All electrical equipment brought into the building shall comply with the Electricity at Work

Regulations 1989. The Trustees disclaim all responsibility for all claims and costs arising
out of or in any way relating to such equipment.

13. Care of the Premises

Premises are let as they stand and no alterations or additions shall be made to lighting,
heating, seating, gangway, fittings, fixtures or other arrangements of the accommodation
except with the express permission of the Principal/Head of Academy.

Any special arrangements, for example, for seating must be requested in the application
and any additional costs incurred by the Trust paid for by the Hirer.

No bolts, screws, nails, tacks or adhesives, shall be driven into, or used on, any part of the
premises, other than for materials displayed on boards provided specifically for that
purpose.

No substance or tape etc. to be applied to floors to prepare them for dancing or any other
activity. No footwear liable to damage floors may be worn in Trust buildings.

The Hirer shall be required to pay for any breakage, losses or damage to property arising
out of the letting.

The Hirer shall accept full responsibility for reimbursement to the Trustees for any
additional staffing costs resulting from the use of premises or grounds by the Hirer and the
costs of reinstating grounds or reinstating, repairing, or replacing any part of the



14.

15.

16.

17.

19.

b)

accommodation or any property in or upon the accommodation which is damaged,
destroyed, stolen or removed during the letting. The Hirer shall undertake to accept as
final and conclusive the decision of the Trustees as to the fact of any such loss, injury, or
destruction and as to the amount of such expenses.

Caretaking

The charges made are normally inclusive of all payments for the Site Officer, for
unsociable working works to lock the premises and if they need to be ‘on call’.

Trust property must be left tidy after use. Should the premises require
cleaning/caretaking time due to the letting, Hirers will be charged the full extra cost. No
allowance has been made for this in the quoted total charge given.

Storage and Deliveries

The permission of the Principal/Head of Academy must be obtained before goods or
equipment are delivered, left or stored on the premises. On days when the Trust is in
session, articles such as musical instruments, furniture, flowers, etc., may not be
delivered to Trust property before 16.00 hours on the day of use, unless arrangements for
earlier delivery are made with the Principal/Head of Academy.

There will be an additional charge for storage of items.

Cloakrooms
Where cloakroom facilities are available, these can be used as part of the letting. The
location of cloakrooms should be discussed at the application stage.

Car Parking

Cars shall not be parked so as to cause an obstruction at the entrance to, or exits from,
Trust property. In particular the Hirer must ensure that access to Trust premises by
emergency vehicles is not obstructed or delayed. Where parking accommodation is
provided and available, this must be used, and users of Trust property should avoid undue
noise on arrival and departure. In all cases parking of a vehicle is at the owners own risk
and the Trustees and the Trust cannot accept any liability for loss or damage. There is
ample public parking outside the Academy and the staff car park can be let at an
additional charge.

.Nuisance

Litter and rubbish shall not be left in or about the Trust premises and shall be removed
from the site by the Hirer at the end of the letting.

Except in the case of trained guide dogs for the blind and hearing dogs for the deaf, animals
shall not be permitted on Trust premises.

Hirers and organisers of events on the premises are responsible for ensuring that the noise
level of their functions does not interfere with other activities within the building nor to cause
inconvenience for the occupiers of nearby houses and property.

ICT
The Hirer must comply with Trust safeguarding procedures and acceptable use policies
when using ICT equipment. Notably:

No mass storage devices (including cameras, phones or memory sticks) may be connected
to the Trust network. Hirers must use either their own computer with active virus protection,
or a guest log on to our network in order to access documents via online cloud storage.
No attempt must be made to access unsuitable material such as pornography, extremist
material, or any other subject matter unsuitable for a school site or workplace.



20.

21.

22.

24.

INSURANCE, LICENCES, PERMISSIONS & LIMITATIONS

Notification

The details of all insurances, licences and permissions are to be noted on the Hirer’s
agreement prior to the commencement of a letting. A copy of the insurance certificate is
required prior to commencement and for long term hire an annual copy supplied.

Indemnity and Insurance
The Hirer shall be responsible prior to hiring for arranging a policy of insurance against any
third party claims which may lie against their organisation whilst using the Trust premises.

Lettings are made on the understanding that the Trustees are indemnified by the Hirer
against any loss, damage, costs and expenses during the use of the premises by the Hirer
except where such loss, damage, costs and expenses are directly attributable to the
negligence of the employees of Inspiring Futures Partnership Trust.

The Hirer shall insure with a reputable insurance company, against such funds as the Hirer
may become liable to pay as compensation, arising out of bodily injury or iliness (fatal or
otherwise) to any person and/or costs, fees, expenses, loss or damage caused to property
or the premises by any act or neglect of himself, his servants, agents or any person
resorting to the premises by reason of the use of the premises by the Hirer.

Unless specifically agreed by the Trustees, the insurance cover shall provide a limit of
indemnity of not less than £5,000,000 in respect of any one incident and to include liability
for the premises including liability for fire and explosion risks arising from the hire of the
premises.

The Hirer shall produce the policy of insurance and receipts for the current premium or
premiums upon request by the CEO.

Intoxicating Liquor

No intoxicating liquors are permitted to be bought, sold or consumed on educational
premises without the express permission in writing of the Trustees, whose written consent
must also be obtained prior to seeking any Occasional Licence or Permission for the sale
of alcoholic liquor.

23. Betting, Gaming and Lotteries

Nothing shall be done on or in relation to the premises in contravention of the law relating
to betting, gaming and lotteries, and the persons or organisation responsible for functions
held on the premises shall ensure that the requirements of the relevant legislation are
strictly observed.

Selling of Goods on the Premises

The Hirer shall, if selling goods on Trust premises, comply with Trading Standards
legislation and any local code of practice. In particular, the Hirer shall ensure that all goods
are safe, correctly described and clearly priced. Any claims for price reductions shall be
accordance with the Code of Practice on Price Indications. A notice giving the seller’s
name and address shall be prominently displayed.



25.Collections

d)

9)

27.

The collection of money whether for charitable or any other purpose from those attending
the function is not permitted without prior written consent of the Principal/Head of
Academy.

26. Licences and Permissions

The Hirer shall be responsible for obtaining any licences or permissions necessary in
connection with the booking. The Hirer should confirm with the trust the licences it holds.
Permission or licence must be obtained from the copyright owner, the owner of the sound
recordings (if appropriate) and the publisher for any public performance of music, musicals,
operas or stage plays. The borrowing of music scores or plays from a local library does
not constitute permission to perform.

Plays
The Hirer must obtain the appropriate licence from the local council.

Music
It is the responsibility of any user which uses recorded music in activities to check if it
requires a licence from Phonographic Performances Ltd. (PPL) and, if so, to obtain one.

Any user performing live music is responsible for checking whether a Performing Rights
Society (PRS) licence is required. Details must be kept of the works performed.

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

When commercial sound recordings are publicly used and application for a licence to use
such recordings must be submitted to Phonographic Performance Limited, 1 Upper James
Street, London, W1F 9DE. Application forms may be obtained from them on request.

Other forms of entertainment

Other forms of entertainment, e.g. bingo, may also require the Hirer to arrange a licence.
Hirers must ascertain from the local council whether or not a licence is required for these
uses, or for any other use to which the 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.

Copying

Hirers are reminded that it is illegal to photocopy music or plays without the express
permission in writing of the copyright holder save in certain circumstances. Any
infringement of this is liable to prosecution.

Public Announcements, Advertisements, Fly-Posting.

No poster, bill or material may be displayed inside or outside the Trust premises except by
permission of the Principal/Head of Academy. The display of a reasonable number of
approved posters or notices will be permitted on condition that the affixing and removal of
same shall in no way affect, mark or damage the material, fabric or decoration of the
premises internally or externally.



The practice of displaying posters on public buildings without the consent of the local
planning authority is illegal and makes the offender liable to summary conviction to
substantial penalties under the provisions of the Town and Country Planning Act 1990.

28.Loss of Property

The Trustees cannot accept responsibility for damage to, or the loss or theft of, Hirers’
property and effects, including vehicles.

29. Additional Guidance for use

a)
b)

c)
d)

€)

f)

9)
h)

All areas:
No misuse of emergency exit doors.
Do not exceed the Maximum capacity

All internal areas and rooms:
Limitations on use will be discussed at the time of hiring.
Movement of equipment, chairs, table etc., must be agreed at the time of hiring.

Hall:

Only footwear specially designed for indoor activities must be worn (non-marking soles).
Equipment fixed or otherwise, including Academy property such as sports equipment, must not be
used unless prior agreement has been reached.

Only sports equipment designed for indoor use should be taken into the hall; NO external
use equipment to be used, such as sports balls not specifically designed for indoor use.
Maintenance of this floor only requires sweeping and damp mopping, any other substances
placed on this floor will damage it. Damage caused to the floor through a letting as a result
of the use of any materials not previously agreed with the Principal/Head of Academy will
become the liability of the Hirer.

Only use partition wall with prior agreement, using the designated tool.

Hirers are liable for ceiling tiles that become displaced as a result of misuse.

Full supervision by a responsible adult must be undertaken while the Hall is being used.

Outdoors - Playing Fields, Grounds, MUGA, Outdoor classroom, Forest School etc:
The Hirer must ensure that the use of the playing field will not prejudice its subsequent use
for normal purposes.

m) Full supervision by a responsible adult must be undertaken while the field is being used.

0)

The playing fields must be kept tidy; all litter must be collected and disposed of.

Under no circumstances may any vehicle (excluding authorised emergency vehicles) be
driven onto the grass area.

The Astroturf, MUGA and Forest School area, if relevant, is not to be used unless
specifically hired and agreed.

The Trust adventure trails must not be used by attendees.

Use of the outdoor classroom must be pre-agreed and its use must not prejudice its
subsequent use. Any damage must be paid for.

The allocated toilets must be used respectfully and are the only buildings that are
accessible to external grounds/Astroturf Hirers.

Astroturf specific (depends on the Academy):

No studded/moulded or bladed footwear of any type to be worn on the pitch. Standard
trainers or Astroturf shoes only.

All footwear must be clean. Users will not warm up or kick around on the surrounding grass
area before their booking starts and then wear the same footwear on the Astroturf.

No objects, other than sports bags/equipment are to be taken onto the Astroturf.



Teaching and Leadership Centre (CVPA) /Meeting/Training rooms
No changes permitted to the screen and associated sound system unless authorised by
the Principal/Head of Academy

Confidentiality Notice

This document and the information in it are provided in confidence, for the sole purpose
of Inspiring Futures Partnership Trust, and may not be disclosed to any third party or
used for any other purpose without the express written permission of Inspiring Futures
Partnership Trust. Any form of reproduction, dissemination, copying, disclosure,
modification, distribution and or publication of this material is strictly prohibited.

Policy reviewed and updated by Jon Mason, CEO, May 2024

Next review due by June 2025



Appendix A

GENERAL RULES & CONDITIONS GOVERNING THE USE OF THE TRUST PREMISES

BY HIRERS

| have read the GENERAL RULES & CONDITIONS GOVERNING THE USE OF THE
TRUST PREMISES BY HIRERS and agree to abide by them without exception.

I understand that a breach of these GENERAL RULES & CONDITIONS GOVERNING
THE USE OF THE TRUST PREMISES BY HIRERS will make me, and through me the
company and/or individuals which | represent on behalf of this agreement, liable to
the appropriate action as highlighted above.

Academy to be Hired;

Hirer Trust
Name Academy Principal/Head
Company
Inspiring Futures Partnership
Trust
Agreement: Area/s:

requested

Chepping View Primary | Dates/s & Timing:
Academy
Office@cvpa.school
Equipment:
Abbey View Primary
Academy
Office@avpa.school Purpose:
Kingsbrook View
Primary Academy Hire cost:
Office@kvpa.school
Invoice address Name: Finance Dept
Address: Inspiring Futures Partnership
Trust c/o Chepping View Primary
Academy
Cressex Road
High Wycombe
Bucks, HP12 4PR
Email: finance@ifptrust.co.uk
Relevant Risk Signed: For guidance please see:
assessments have https://www.hse.gov.uk/simple-
been undertaken health-safety/risk/risk-
Copies to be available if Date: assessment-template-and-

examples.htm



mailto:Office@cvpa.school
mailto:Office@avpa.school
mailto:Office@kvpa.school
mailto:finance@ifptrust.co.uk
http://www.hse.gov.uk/simple-

Public Liability Details: Copy received:
Insurance

Copy to be enclosed

Safeguarding Policy Details: Copy received:

Copy to be enclosed

Key holder/access Relevant/Not relevant Copy received:
agreement
(Appendix B)
Coply to be enclosed ( if
relevant)

Vetting checks: employees/volunteers accessing the school site

(ref Buckinghamshire Council safeguarding in employment Aug 2020)

Our Trust is committed to supporting the “Prevent Duty.” As part of our safeguarding policy
we identify risks and work with local parties (including the Local Authority) to prevent
radicalisation and terrorism. The Trust will not hire out or lease its premises to any party,
individual or group that we feel would conflict with our responsibilities under the Prevent Duty.

Name of Employer/Organisation:

Name(s) of employees/volunteers
visiting/using the school premises
under the terms of this hire.
Please list:

NB-This information must be updated
as any changes occur in your

organisation.




Declaration

| confirm that this organisation complies with the Disclosure and Barring Service (DBS) Code
of Practice where appropriate.

| confirm that all appropriate vetting procedures for employees/volunteers working for this
organisation have been carried out and all the above names employees/volunteers have a
DBS Check Disclosure at the appropriate level (where required).

This organisation agrees to advise the school immediately of any concerns that may arise
over any of this organisation’s employees/volunteers who would be present at the school’s
premises or who are contracted to work for the organisation in any way; that obligation to
advise the school includes any situation where the presence of an employee/volunteer /
contractor on the school’s premises could damage the reputation of the school.

| also confirm that all the employees/volunteers listed above have:

Completed all necessary company checks in respect to qualifications (where
appropriate/required)

Provided evidence of proof of right to work in the UK

A current DBS Check at the appropriate level (where appropriate/required)

Completed a Disqualification Declaration where required by the Childcare (Disqualification)
Regulations 2018 (where relevant)

Been vetted in accordance with all relevant employment and safeguarding checks required
under relevant legislation.

Any information disclosed through the above vetting checks has been disclosed to the
Principal at the relevant Academy.

Signed:

Position in Organisation:

Name: (Please print):

Date:

Trust Use:

Date Received:

Sighed:

Position in Organisation:

Name: (Please print):

Date:

A copy of this agreement will be sent to the hirer once signed by the trust.



Appendix B

To be completed where Key holding (including provision of access fobs) have been agreed.

Name

Organisation

Position in Organisation

Relevant Academy

Days of the week/
specific dates &
timeframe
Scope Lock/Unlock
(delete as relevant)
Contact details Address
Telephone
email
Equipment issued Keys- detail & date issued

Access Fob- detail & date issued

| have agreed to lock/unlock the premises as detailed above and | confirm that | have:

e read and understood both the Academy Lone Working Policy as well as my companies or clubs Lone
Working Policy, where relevant.

e been sufficiently trained in securing and/or opening up the building by Academy staff.

e fully understand the responsibility this entails and the consequences of not carrying out this task in
line with the training / instructions provided.

e been informed what to do if | am unable to lock / unlock on any day agreed, | know who to contact and
have their out of hours contact information.

e been made aware of the process if the alarms are accidentally set off or alarms will not set

e been made aware what to do in an emergency situation

e received the equipment listed above.

Signed

Print

Date

Trust Use:

Academy Approval Name
Position
Signed
Date

Academy issue Name

(When equipment Position

issued) Signed
Date

Academy receipt Name

(When equipment Position

returned) Signed
Date




