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Please complete and return Appendix 1, 2, 3 and 4 (where
applicable) along with a copy of Public liability insurance



Letting of Academy Premises

Erasmus Darwin Academy promotes the safeguarding and welfare of children in its care; all policies

support the “Safeguarding Policy.”

CHARGES AND CONDITIONS OF LETTINGS OF ACADEMY PREMISES

1.

Charges are payable in advance for all new clients and for a minimum of an hour. Lettings finish promptly at
the agreed time. Please note that overruns will be charged at double rates.

2. Charges are detailed below and are based on weekday use. There are privileged rates for regular users.
CHARGES
Weekday
10+ week rate (excl 4 hour+ block 3.;:)(:)':ga;¥r?day
Facility Hourly Rate Sundays) (excl Sun) 3pm)
I\:V;:::Ie Sports £39.00 10% -10% -50%
Half Sports Hall £24.00 -10% -10% -50%
Dance Studio * £22.00 -10% -10% -50%
Astro Turf -10% -10% -50%
1/3 pitch £37.50 -10% -10% -50%
2/3 pitch £71.00 -10% -10% -50%
Whole £87.00 -10% -10% -50%
Football field per -10% -10% -50%
pitch * £12.50
Classroom * £15.00 -10% -10% -50%
Theatre £32.00 -10% -10% -50%
Gymnasium £25.00 -10% -10% -50%
Canteen * £12.50 -10% -10% -50%
Tennis Court per -10% -10% -50%
court * £12.50

* Sunday lettings - subject to a minimum £24 per hour charge

Prices upon application - Cricket Pitch, Upright piano, Stage lighting and Visual Aid Equipment

Additional charges - Flat rate cleaning £15.00hr
Additional charges — Use of Showers £12.50 15 minutes after letting.
Changing room access only available to Clients that have booked the facilities

Sound & Lighting System in theatre - £50.00 additional charge

Hours of Opening - Available

Monday — Friday 5.00 pm — 9.45 pm

Saturday — 8.00 am — 4.00pm

Academy Holidays — 8.00 am — 9.45 pm (subject to staffing)

Sunday/Public Holidays — By Arrangement

Lettings users need to be offsite with 10 minutes at the end of their lettings if they are the final letting,
lettings outside of the finish times above need to be booked via lettings admin at least 3 days prior to use
to be able to check letting staff availability.




Notice of cancellation in writing via email during term time to Lettings@eda.staffs.sch.uk must be received at
least 3 days (excluding weekends and prior to Academy holidays) prior to the date of the proposed let. Failure
to provide such notice will result in the full payment of the agreed hire charge.

If no one is on site and in the event of an emergency the caretaker/lettings supervisor MUST be contacted —
Lettings Supervisor 07902 172479 during the evening, i.e., 6.00 pm to 10.00 pm.

CONDITIONS OF LETTING

1.

Permitted Use — The User may use the Premises during the Period of Control for the purpose as set out in
the ‘Academy Letting Hire Form’. The parties agree that this Agreement is a licence and does not create a
tenancy between the User and the Governors.

Safeguarding - In addition to the user’s liability in respect of health and safety concerns referred to in this
agreement, the user specifically undertakes to ensure suitable arrangements are in place regarding
safeguarding children and child protection.

Where users or members are under 18.

all organisations will need to provide registration renewal proof to affiliated registered bodies e.g., FA etc.
all organisations will need to provide a copy of their safeguarding policy, which should include statement on
how staff, volunteers supervising under 18’s are training/inducted on safeguarding and what methods are
used to vet suitability of those supervising i.e., safer recruitment methods e.g. DBS checks and process to
renew DBS’s, registered body licenses etc.

In addition to the general right to termination, the governors specifically reserve the right to terminate this
agreement with immediate effect if the user does not have the arrangements referred to in the above
paragraph in place and fails to take immediate steps to put them in place. In such circumstances the
governors will not be liable for any loss financial or otherwise incurred by the user.

Young players/spectators must always have responsible adult supervision.
Health and Safety — For the duration of the period of control the HIRER must ensure the following:

I.  Normal emergency procedures are followed.

II. A First Aid Kit is provided.

lll. No Academy equipment is used unless prior arrangement has been made. The Academy lettings staff
are to be advised of any equipment used/moved to ensure the equipment has been stored safely and
correctly following use.

IV. Familiarity with emergency equipment, such as fire extinguishers, alarms, mobile telephone and first
aid facilities

V. An emergency evacuation procedure is established. This will detail who will be responsible for taking
control, calling emergency services and where to assemble. Consideration must be given to the
needs of the disabled participants. Fire practice must be undertaken on a half-termly basis, drill dates
to be sent to lettings email as proof of drill.

VI. Facilities and equipment (if made available) are used in a responsible manner, an orderly way and for
the purposes for which they are hired and do not comprise the safety of the users or the Premises
and equipment. A hazard exchange form must be completed prior to the use of any Academy
equipment and completed for any equipment brought onto Site by the lettee for their use during the
period of the letting.

VII. There are three defibrillators on site, these are only to be used when requested to do so by the
emergency response team and must be operated by your designated first aider following the
guidance provided by emergency services. The three defibrillators are located and can be found in —
Reprographics Office, Library, outside the Sports Hall.

This includes ensuring that:

Emergency exits, fire extinguishers, alarm points are not obstructed.

Adequate walkways are available to allow free and easy access and egress.

No gas cylinders or canisters are used inside the Premises or on Academy grounds.
Combustible materials are not places adjacent to heat sources.

Equipment is used for the purpose for which it was designed.

Electrical equipment is PAT tested and complies with the British standards then applicable.
Flammable or hazardous substances are not to be used.

No open fires, candles or unauthorised electrical equipment will be used on the Premises.


mailto:Lettings@eda.staffs.sch.uk

10.

11.

12.

No dogs (except Guide and Dependence dogs) are allowed on site and smoking or vaping is strictly
prohibited in all areas of the Academy. Including the car park. No Alcohol is permitted to be
consumed or sold on site.

Footwear - 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. Hirers must provide their own personal playing
equipment where necessary. Please bring a change of footwear if stud boots have been in use as dangerous
on tarmac and also creates excessive mud over the car park requiring cleaning. Only trainers suitable for
Astro use may be worn on the Astro turf. Players using grassed pitches should not enter Astro with dirty
boots.

Inspection — Lettings users should inspect facilities and equipment prior to use and report any defects or
safety issues. Where a charge has been applied, the charge will be refunded, this applies to pitch condition
where pitch is not suitable for use. The liability for use rests with the lettings users. Representatives of the
Academy Governors shall, at all times have free access to the premises for the purpose of inspection.

Damage to Property - The hirer undertakes either to make good or to reimburse the Governors for the cost of
making good (as the Governors direct) any damage to the property of the Governors and the Academy
caused by the User, their staff, visitors or clients.

Liability of the Parties and Indemnity - The Academy Governors shall not be responsible for the loss or
damage to any property whatsoever or death or injury to any person whosoever.

The User must indemnify and keep indemnified the academy, the Governors, and their employees and agents
from and against all actions, claims, proceedings, costs, damages, liabilities and expenses in respect of injury
to any person (including injury resulting in death) and damage to and loss of property which arise form, or in
consequence of, the exercise or purported exercise of the hiring.

Insurance - The user must maintain public liability insurance in the sum of three million pounds per claim and
employers’ liability insurance in the sum of 10 million pounds per claim.

All hirers not covered by their own Public Liability Insurance Policy will be obliged to obtain necessary cover
under the Academy’s own scheme upon payment of the relevant premiums. All hirers must complete the
Lettings Indemnity Forms and return Appendices 1-4.

Academy Security - The Governors agree to make arrangements for the Premises to be opened and locked
after each Period of Control and the User agree to notify the Governors or their Authorised Representative
where any session is to start late of finish early.

Temporary Unavailability of Premises/Control by the Governors - The Governors may give verbal notice
to the User that the premises are temporarily unavailable and will be controlled by the Governors in the
following instances:

I. where the Academy is closed for any reason
II. where the Premises are in the Governors opinion unsafe to be used by the User;
lll. where there are emergency circumstances which require the use by the Academy of the Premises

The Governors may give as much notice as possible that the Premises are to be temporarily unavailable to
the User where the Premises are required by the Governors or academy and will state in such notice the
period during which the Premises are to be unavailable.

The Academy Governors reserve the right to cancel any letting without giving any reason.

Assignments and Sub-hiring - The User must not assign or sub-hire the whole or any part of the Premises.
Licences - are generally required for:

a) Performing plays.

b) “Public dancing, music or other public entertainment of a like kind” under the Local Government

(Miscellaneous Provisions) Act 1982.
c) Games of Bingo.



13.

14.

15.

16.

17.

18.

Hirers must ascertain from Lichfield Council whether a licence is required for these uses, or for any other use
to which premises are to be put, and is so, to obtain and ensure full compliance with the necessary licence if
the premises are not already licensed.

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

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, and entertainment for which a charge is made”. Where appropriate, a form should be
completed and forwarded direct to the Performing Rights Society Ltd immediately after the letting has taken
place.

When commercial sold recordings (gramophone records, compact disc or tape recordings) are publicly used,
an application for a licence to use such recordings must be submitted to phonographic Performance Ltd,
Evelyn House, 62 Oxford Street, London, W1N OAN. Application forms may be obtained on request.

Alcohol - shall not be consumed, sold, or supplied on educational premises without the express consent of
the Academy Governors and the obtaining by the hirer of an occasional licence.

Additions and Alterations - The User will make no alternations or additions to the Premises without the prior
written consent of the Governors

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

On days when the Academy is in session articles such as pianos, tables, flowers etc., may not be delivered at
the Academy before 4.30pm, on the day of use, unless arrangements for earlier delivery are made with the
Finance Office finance@eda.staffs.sch.uk

The hirer shall proceed to remove all chairs or other furniture, decorations and any other materials introduced
into the premises, within a reasonable time after the period of hire.

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

Stage lighting, audio and visual equipment:

a) The switchboard and equipment may be operated only by competent persons approved by the
Academy. The Academy Technician is normally available by arrangement with the Finance Officer,
an additional charge of £50.00 being made for this service.

b) The hirer must, by arrangement with the Finance Officer, 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 satisfactory working order. A similar “hand-over” is to take place at the end of the letting.

Academy Kitchen - Where a kitchen is let it will be subject to the Finance Officer’s special agreement.

Academy Playing Fields -

a) The hirer must ensure that the use of the playing field will not prejudice its use for normal purpose.
b) Full supervision by a responsible adult must be undertaken whilst the field is being used.
c) Motor vehicles must not be taken on to the Academy playing fields

Car Parking - The hirer is permitted to use the Academy car park by arrangement with the Lettings Officer.
No vehicles should remain past 10 minutes after the booked use has finished. No liability is accepted by the
Governors for any loss or damage to any vehicle or possessions within it.

Fire Drill - Assembly point — Sports Hall and Main Building — Car park by gates

In the event of discovering a fire, operate the nearest alarm. Immediately leave the premises by your nearest
and safest route closing all doors behind you and report to the assembly point it is the lettings customer’s
responsibility to ensure that all their club members are out of the building and recorded for. Do not return to
the building until you are informed that it is safe to do so.
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19.

20.

21.

22.

23.

24,

25.

AGREE

Animals - The hirer shall ensure that no animals shall be brought on to any part of the Academy premises,
with the exception of Guide and Dependence Dogs.

Contract (Right of the Third Parties) Act 1999 - Nothing in this Agreement will give directly or indirectly to
any third party any enforceable benefit or right of action against the Parties and such third parties will not be
entitled to enforce any term if this agreement. This is the case notwithstanding the provisions of the Contracts
(Right of Third Parties) Act 1999.

Disputes - The Parties will use their best endeavours to resolve by agreement any disputes between them
with respect to any matter relating to this Agreement.

If either Party considers that the other has failed to comply with the terms of this Agreement, then the
following will happen:-

I. The matter will be discussed at a meeting between the Parties within 14 days

Il. If not resolved by the process set out at (1) then a meeting is to be arranged between the Parties and
a representative of the Governors. Again this may be called at the request of either Party and must
take place within 21 working days.

Notices - To give notice under this Agreement a letter must be delivered personally or sent by pre-paid first
class post to the address below or to any other address given in writing. A notice delivered by hand is served
when delivered and a notice sent by first class post is deemed served 48 hours after posting.

Statutory Compliance - Each Party warrants and undertakes to the other that it will comply with all laws,
rules, regulations, decrees and other ordinance issued by any supra-governmental, governmental, state or
other authority relating to the subject matter of this Agreement and to the performance by the Parties hereto of
their obligations under this Agreement. This includes but is not limited to complying with:

I. Health and Safety at Work Act 1974
II. Race Relations Act 1976 and the Race Relations (Amendment) Act 2000
[ll. Sex Discrimination Act 1975
IV. Disability Discrimination Act 1995
V. Care Standards Act 2000
VI. Data Protection Act 1998

Change of Post-holder - The User agrees to notify the Governors in advance if the person in the role of Hirer
is to cease to hold that post and to provide the name of the new Hirer and to enter into any assignment of the
Agreement or a new agreement (at the Governors discretion) to give effect to the change in Hirer.

General - In this Agreement, references to legislation include all amendments, replacements or re-
enactments and all regulations and statutory guidance given or made under the legislation.

It is the hirer’s responsibility to ensure that all conditions of letting are strictly adhered to. Failure to comply
with these conditions may result in the termination of the letting with immediate effect with no refund of any
prepaid fees.

D by the Parties on the date set out within the ‘Academy Letting Agreement Form’

Agreement prepared by Business Manager date of meeting
Presented and accepted by the Governors date of meeting
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APPENDIX 1

THIS AGREEMENT FOR INDEMNITY is made onthe .........ccoeeeeiiiiiiceiiieeiee e, day
OF e two thousand and .............ccccceeeeeeee.

L2 ATV o

O e

(Hereinafter called ‘The Hirer’) of the one part and the Governors of Erasmus Darwin Academy (Hereinafter called
‘The Academy’) of the other part.

WHEREAS

1. At the request of the Hirer the Academy has agreed to hire to the Hirer part of the Academy premises for an
activity organised or conducted by the Hirer or the Hirer's representatives.

2. The Hirer has agreed to indemnify the Academy as hereinafter appearing.

NOW IT IS HEREBY AGREED by the Hirer

1. That he/she and his/her representatives will keep the Academy fully and effectually indemnified from and
against any loss which the Academy may suffer by the claim of any third party entering the Academy
premises for whatever purpose connected with the activity organised or conducted by the Hirer, and
howsoever such claims arise.

2. That if and insofar as claims are made against the Academy the Hirer will meet the cost of all such claims by
the provision of adequate insurance, proof of which will be furnished to the Academy before obtaining access
to the premises.

3. That the Hirer is responsible for all damage to Academy buildings and or any property thereon or attached
thereto occurring during the period of the hiring or while persons are entering or leaving such property,
however and by whoever caused.

4. That at the expiration of hiring, the Hirer shall leave the building in a clean and orderly state. All the property
of the Hirer and the Hirer’s agents must be removed at the end of the hiring unless special arrangements
are made. The Academy can accept no responsibility for any  property left by the Hirers or their
representatives on the premises.

SIGNED. ...ttt
by the Said Hirer in the presence of ...
Address of WIitness........coooiiiiieiiiiiie e

SIGNED BY ..o for and on behalf of the Academy.



APPENDIX 2
LETTINGS INDEMNITY FORM
INSURANCE COVER - To comply with the Conditions of the Hiring Agreement.

| hereby indemnify the Academy for any claims made against the Academy and also for any claims of the Academy in
respect of damage to its property arising from its use during my hire.

*Please delete whichever is not applicable:
*a) I maintain a Public Liability Insurance Policy the details of which are as under:

Indemnity Limit: £
PLEASE PROVIDE A PHOTOCOPY OF YOUR INSURANCE POLICY
*b) i) | wish to be covered by the Academy’s Public Liability Hirer's Insurance Policy

during the period of hiring and agree to pay the premium cost with the
hiring charge.

ii) | understand that there is an excess of £250 for each and every claim

iii) payable by me in the event of a claim for loss or damage to the Academy’s property arising from my
hire of the premises.

iii) | hereby undertake that in the event of claims arising during my hire of the Academy’s premises | shall

not admit liability to the claimant but immediately forward such claims with a brief report on the
incident to the Finance Department, Erasmus Darwin Academy, Pool Road, Chasetown,
Staffordshire, WS7 3QW

DECLARATION please read before signing

| have received a copy of the Procedure and Conditions for the Hiring of the Academy’s Premises and Grounds out of
normal hours and agreed to be bound by them. Any licences necessary and the Theatres Act 1968 and the
Cinematography Acts 1909 and 1952 have been or will be observed and any requirements of the Licensing Justices,
where necessary, have been or will be met. | agree to pay the charges due as required and hereby certify that the
premises and grounds will be used only for the purpose stated. | am over 18 years of age.



APPENDIX 3 - ACADEMY LETTINGS HIRE FORM
Application for Hire of Academy Premises

ApPlicant’s Name and AdAreSS: ..o e

OrganisSation NAME: ........cooiiiiiiieee e e e e e e e e e e e e e e et eaeeeaeeaeeeeaananbrrareeaaaaaans
Details of your Public Liability Insurance (if applicable)

COMPANY: oo e e

Renewal Date: ........coocoeeeiiiiiiiiiiiiieeee

POlICY NO: .o

Date Facility Required: ........ccocooeeiiiiiieiiiiieee e

PUIPOSE. ..ottt a e e e e e e e Weekly, Monthly (delete as appropriate)

Start date: .......ooovieeeei, Finish date: ........oooovviiiiiiee e,

| have/have no members participating under the age of 18 — please delete as appropriate if have please
complete the following information

Safeguarding Documents to attach (or forward via email before any request or booking will be processed)
Proof of registered body affiliation/membership renewal
Safeguarding Policy which includes statement on new staff/volunteer induction and safer recruitment check

Where Safeguarding policy does not include statements on inductions/training nor safer recruitment, please provide a
statement on each below 1. Safeguarding Training 2 Safer Recruitment.

I confirm all staff who work with children have an up to date DBS Certificate.
| declare that to the best of my knowledge and belief the information given by me above is correct.
Signature of AppliCant..........ocueiiiiiiiiii e Date....covvveiiiiii,

RETAIN LETTING CHARGES AND CONDITIONS DOCUMENT AND RETURN APPENDIX 1, 2 3 and 4 (where
applicable) TO THE LETTINGS OFFICER




Appendix 4 — Hazard exchange form for Lettings

Premises name/address

Details of Letting (e.g. Brownies)

Contact name

Contact telephone number

Section 1 - Premises Hazards

The premises manager must identify any hazards in the premises which may pose a risk to those
letting the premises. Any control measures required to reduce risk must be followed by those
letting the premises.

Hazards identified and notified to Details/location and control measures to be taken.
those letting premises

Section 2 — Letting Activity Hazards

Those letting the premises must identify the hazards created by the activity or equipment used
which pose a risk to the regular users of the premises or those present during the Letting.
Those letting premises must identify the control measures they will have in place to reduce the
risks.

Hazards — Lettings Details/location and control measures to be taken.




The following site arrangements for the letting have been agreed by both parties. Any changes to
the letting, such as activities, duration or equipment being brought onto the premises must be
reviewed by both parties.

Site Arrangements Details

Where necessary, both the Premises Manager and the person/group letting the building will be
required to exchange written risk assessments.

Sign and date

Premises Manager

Representative for those
letting the premises

Creation date

Review date(s)




Appendix 5

‘ * -~ ERASMUS DARWIN ACADEMY

CONDITIONS OF USE

Please find detailed below an overview of our conditions of use for the Academy’s Facilities. This list is not exhaustive, full
conditions can be found in the Academy Lettings Pack.

Upon receipt of these notes we would be most grateful if you would take the time to remind all clients/customers of them.

e The site speed limit is 5 miles an hour

e  Parking must be within designated spaces. The disabled are for BLUE BADGE holders only.

e This whole site is a “No Smoking” site

e All children (under 18) brought to the site must be always supervised by a responsible adult.

e Only trainers or Astro trainers can be worn on the all-weather surface.

e Change Overs — the booking time is to include time for equipment to be set up, taken down or stored.
e All patrons to keep to the designated pathways and not to walk/run across the grassed areas

e Muddy footwear should be removed before entering the premises or All Weather pitch

e Alcohol may not be brought onto or consumed on the site.

e Any damage to or faults with any equipment, fixtures or fitting is reported to the site team

e All litter is removed or placed in the bins provided

e No chewing gum, food, or drink (except water) is to be taken inside the perimeter fence of the all-weather pitch.
e No person climbs or attempts to climb the perimeter fence surrounding the all-weather pitch.

e Violent or abusive behaviour will not be tolerated. This includes the use of foul language

e Emergency contact number for the Lettings staff is:-

07902 172479

Any abuse of the above conditions could result in a charge being
levied to the hirer or facilities being withdrawn.

Your cooperation with distributing and adhering to the above is greatly appreciated.



