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Policy Details 

THE THREE SAINTS ACADEMY TRUST LETTINGS POLICY 

1. Policy Statement 

The Three Saints Academy Trust ("TTSAT") recognises the value of making its facilities 
available for community use where this supports educational, recreational, sporting, cultural, 
charitable and community activities. 

TTSAT aims to maximise the use of its premises for the benefit of local communities and 
sports clubs while ensuring that such use does not interfere with the education of pupils, 
compromise safeguarding arrangements, create unacceptable risks, or adversely affect the 
reputation and operational requirements of the Trust and its schools. 

This policy provides the framework for the letting of Trust premises and facilities across all 
schools within the TTSAT. 

2. Scope 

This policy applies to all premises owned, leased, occupied or managed by The Three 
Saints Academy Trust, including but not limited to: 

• Sports pitches and playing fields 
• Sports halls and gymnasiums 
• School halls 
• Classrooms 
• Meeting rooms 
• Outdoor spaces 
• Multi-use games areas (MUGAs) 
• Car parks 
• Any other facilities designated by the Trust as available for hire 

The policy applies to all hirers, whether individuals, clubs, organisations, charities, 
businesses or community groups. 

3. Objectives 

TTSAT seeks to: 

• Support community engagement and participation. 
• Promote sporting, educational, recreational and cultural activities. 
• Generate income to contribute towards the maintenance and improvement of 

facilities. 
• Ensure that lettings are conducted safely and responsibly. 
• Protect the welfare of children and young people. 
• Safeguard Trust assets and reputation. 

4. Authority and Responsibility 
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The Board of Directors retains overall responsibility for the management of lettings across 
the TTSAT. 

Day-to-day responsibility for approving, administering and monitoring lettings may be 
delegated to: 

• The Chief Executive Officer; 
• Headteachers; 
• School Business Managers; 
• Site Managers; or 
• Other authorised employees (As agreed by TTSAT) 

TTSAT reserves the right to refuse any application for hire without being required to provide 
a reason. 

5. Priority of Use 

The primary purpose of TTSAT premises is to support the education of pupils. 

Accordingly, priority shall be given in the following order: 

1. Educational activities and curriculum requirements. 
2. Trust and school events. 
3. Extended school activities. 
4. Sports clubs, community groups, charitable organisations & recreational groups. 
5. Commercial organisations. 

No letting shall be permitted where it would interfere with the educational activities or 
operational requirements of TTSAT/school. 

6. Lettings Approval 

All requests for the hire of facilities must be submitted through TTSAT approved application 
process. 

A booking shall not be confirmed until: 

• An application has been approved; 
• Any required documentation has been received; 
• Appropriate insurance arrangements and safeguarding checks have been verified; 
• Payment arrangements have been agreed; and 
• Written confirmation has been issued by Trust. 

TTSAT reserves the right to impose additional conditions on any letting where considered 
necessary. 

7. Safeguarding 

TTSAT places safeguarding at the centre of all lettings arrangements. 

Any organisation hiring TTSAT premises for activities involving children, young people or 
vulnerable adults must: 
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• Have an appropriate safeguarding and child protection policy and identified “lead 
person”; 

• Ensure relevant staff and volunteers hold appropriate Disclosure and Barring Service 
(DBS) clearances where required; 

• Comply with statutory safeguarding guidance; 

- Afterschool clubs, community activities and tuition – Safeguarding guidance for 
providers 

- Keeping children safe in education 

• Provide safeguarding documentation upon request. 

TTSAT reserves the right to refuse or terminate any letting where safeguarding 
arrangements are considered inadequate. 

8. Health and Safety 

All hirers are responsible for the health and safety of participants, staff, volunteers and 
visitors attending their activities. 

Hirers must: 

• Conduct suitable risk assessments where required; 
• Comply with all applicable health and safety legislation; 
• Follow emergency evacuation procedures; 
• Ensure activities are appropriately supervised; 
• Report accidents, incidents and near misses to TTSAT. 
• Have First Aid trained personnel at the appropriate ratio. 

TTSAT reserves the right to suspend or terminate activities where health and safety 
concerns arise. 

9. Insurance 

All hirers must maintain appropriate insurance cover relevant to their activities. 

Unless otherwise agreed by TTSAT, organisations and clubs must hold Public Liability 
Insurance with a minimum indemnity limit of £5 million. 

Evidence of insurance must be provided upon request. 

TTSAT reserves the right to specify higher levels of cover depending on the nature of the 
activity. 

10. Fees and Charges 

Charges for the use of TTSAT facilities shall be determined by the TTSAT and reviewed 
periodically. 

When setting charges, TTSAT may consider: 
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• The nature of the activity; 
• Whether the organisation is charitable or commercial; 
• Staffing requirements; 
• Utility and maintenance costs; 
• Market rates; 
• Community benefit. 

A schedule of charges shall be maintained and approved by TTSAT. 

11. Conditions of Use 

All hirers shall: 

• Use facilities only for the approved purpose; 
• Leave facilities clean, tidy and secure; 
• Respect neighbouring residents and the wider community; 
• Comply with all instructions issued by Trust representatives; 
• Ensure good order and behaviour at all times. 

Unless specifically authorised, hirers shall not: 

• Consume alcohol on TTSAT premises; 
• Smoke or vape on TTSAT premises; 
• Bring illegal substances onto TTSAT premises; 
• Bring animals onto TTSAT premises, except assistance dogs; 
• Make alterations to buildings or facilities; 
• Display signage or advertisements unless agreed by TTSAT; 
• Operate commercial sales activities. 
• TTSAT reserves the right to recover costs arising from damage, excessive cleaning 

or misuse of facilities. 

12. Equality and Inclusion 

TTSAT is committed to promoting equality, diversity and inclusion. 

Facilities shall be made available without unlawful discrimination and in accordance with 
TTSAT's Equality Policy and the Equality Act 2010. 

TTSAT reserves the right to refuse or terminate any letting that promotes unlawful 
discrimination, extremism, hatred or activities inconsistent with TTSAT's values. 

13. Security and Protection of Property 

TTSAT accepts no responsibility for loss, theft or damage to property belonging to hirers, 
participants or visitors. 

Hirers are responsible for ensuring that: 

• Equipment is used safely and appropriately; 
• Premises are secured following use where applicable; 
• Any damage is reported immediately. 
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The cost of repairing damage caused by hirers or their users may be recovered by TTSAT. 

14. Cancellations 

TTSAT reserves the right to cancel, postpone or relocate any booking where: 

• Facilities become unavailable; 
• Weather conditions make use unsafe; 
• Maintenance work is required; 
• Safeguarding concerns arise; 
• Circumstances beyond the Trust's control occur; 
• Damage is caused to facilities. 

Where possible, alternative arrangements or refunds will be offered. 

TTSAT shall not be liable for indirect or consequential losses arising from cancellation. 

15. Refusal of Lettings 

TTSAT may refuse any application where: 

• The proposed activity presents safeguarding concerns; 
• The activity is inconsistent with the ethos and values of TTSAT; 
• There are concerns regarding health and safety; 
• The hirer has previously breached TTSAT policies or agreements; 
• Outstanding debts are owed to the TTSAT; 
• The activity may adversely affect the reputation of TTSAT. 

16. Breach of Conditions 

TTSAT may suspend or terminate a letting immediately where: 

• Terms and conditions are breached; 
• Payment remains outstanding; 
• Unacceptable behaviour occurs; 
• Safeguarding concerns arise; 
• Damage is caused to facilities; 
• Activities differ materially from those approved. 

TTSAT reserves the right to exclude individuals or organisations from future lettings. 

17. Monitoring and Review 

This policy shall be reviewed every two years or sooner where required by changes in 
legislation, guidance or operational requirements. 
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