
Terms and Conditions of Hire for Academy Letting Facilities 

Throughout this document and solely in relation to it, the term ‘Academy’ means the City of 
Wolverhampton Academy Trust and its Academy sites and includes the Board or Officers of the 
Academy administering lettings under delegated authority. 

1. All applications for the hire of accommodation must be made in writing at least seven days 
before the accommodation is required.  The person who signs the application will be considered 
by the Academy for all purposes to be the hirer.  Where a promoting organisation is named in the 
application for hire, that organisation will be similarly considered to be the hirer and will be jointly 
and severally liable here on with the person who signs the application. 
The Academy reserves the right to impose further conditions to meet the particular requirements 
of the hirer and may, at their absolute discretion and without reason being given, refuse to grant 
any application for the hire of accommodation and facilities or cancel without notice any hiring 
previously accepted. 
 
2. The charges for the hired accommodation and any other additional sums payable by the 
hirer will be as set out in the Academy’s scheme of charges or as otherwise determined by or on 
behalf of the Academy.  
The Academy may at their absolute discretion and without reason being given require a deposit 
from the hirer in addition to the charges for accommodation.  Such a deposit will be returnable 
after the hiring provided there has not been any breach of Conditions 10 and 20. 
 
3. The numbers of persons attending the function must be notified to the Academy not less 
than 48 hours prior to the function.  Numbers notified are not to be exceeded under any 
circumstances except by prior agreement in writing.  In no case will persons be admitted to social 
functions after 10.00 pm and in all cases use of the accommodation must be terminated no later 
than 3.00 am (Saturdays, 12.00 Midnight). 
 
4. The hirer shall provide at the hirer’s cost such numbers of attendants and stewards as 
may, in the opinion of the Academy or their authorised officer, be necessary to secure the 
observance and performance of the stipulations contained in these Conditions including those 
relating to the observance of fire precautions.  Such attendants and stewards shall be the 
servants of the hirer but will comply with the reasonable requirements of the Academy in the 
performance of their duties. 
 
5. If the hirer fails to observe and perform any one or more of the stipulations contained 
herein, the Academy may: 

a) Charge to and recover from the hirer any expenses incurred by the Academy in 
engaging police constables or other persons to secure such observance and 
performances; 
b) Cancel any other engagements for any room or rooms in the hired premises that 
the hirer may have made without incurring any liability to the Academy whatsoever other 
than for the return of any fee paid (less a charge for administration). 
c) Charge to the hirer the cost of clearing the premises of litter in accordance with the 
provisions of the Environmental Protection Act 1990. 

6.  Generally, no alcohol is allowed on Academy premises however, under special 
circumstances, this may be possible.  Specific written permission from the Academy must be 
obtained by the hirer before intoxicating drinks may be brought onto the premises.  The sale of 
intoxicating liquor at the hired premises may only be undertaken by the current holder(s) of a 
Justices Licence and in accordance with the provision of that Licence.  The hirer is responsible in 
all respects for applying for and ensuring compliance with any such Licence. 

7. The hirer shall, if required by the Academy, supply for approval, a copy of the programme 
of any proposed entertainment not less than 7 days before the presentation of such 
entertainment. 

8. No copyright, dramatic or musical work shall be performed or sung without the licence of 
the owner of the copyright and all such licences shall be produced to the Academy before the 
commencement of the hiring.  The hirer shall indemnify the Academy against any infringement of 
copyright which may occur during the hiring. 
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9. The hiring does not entitle the hirer to use or enter the premises at any time other than 
that specified unless prior arrangements have been made with the Academy.  The Academy will 
normally grant reasonable access before and after the hiring period in accordance with the 
availability of the accommodation and site / lettings staff. 

10. The hirer shall take good care of and shall not cause any damage or permit or suffer any 
damage to be done to the hired premises or to any part or parts thereof or to any fittings, 
equipment or other priority therein and shall make good and pay for the damage thereto 
(including accidental damage) caused by any act of neglect of the hirer, the hirer’s servants, 
agents or any person resorting to the hired premises by reason of the use of the hired premises 
by the hirer. 

11. The Academy will not accept responsibility or liability in respect of any damage or theft or 
loss of any property, goods, articles or things whatsoever placed, deposited, brought into or left 
upon the hired premises either by the hirer for the hirer’s use or purpose or by any other person, 
or left or deposited with any officer or servant of the Academy, and the hirer must indemnify and 
hold the Academy and their servants and officers harmless in respect thereof.  It is the 
responsibility of the hirer to provide cloakroom attendants, and Academy employees are not 
permitted to assist in the cloakrooms. 

12. The Academy shall not be liable for any loss due to any breakdown of machinery, failure 
of supply of electricity, leakage of water, fire, Government restriction, strike, Act of God, or any 
unforeseen circumstances, which may cause the premises to be temporarily closed or the hiring 
to be interrupted or cancelled. 

13. The hirer shall be liable for and shall indemnify the Academy in respect of any loss, 
damage or injury which may be incurred by or be done or happen to the hirer or any person in the 
hirer’s employment or any of the hirer’s sub-contractors or by or to any other person or persons 
resorting to the hired premises by reason of the use of the hired premises by the hirer. 

14. The Academy may require any hirer to disclose to them the arrangements (including any 
insurance in relation to any liability) made or effected by the hirer for damage accepted by the 
hirer, or in relation to any indemnity hereby given. 

15. The hirer shall not himself let, hire or licence to any other person to let the hired premises 
or any part thereof.  Should the hirer fail to comply with this condition, the hiring will stand 
cancelled and charges paid forfeited and the hirer and sub-hirer excluded from the premises. 

16. The right of entry to the hired premises is reserved at any time during the hiring to any 
officer of the Academy on duty, any police officer on duty and any other person (whether 
employed by the Academy or not) lawfully undertaking duties connected with the safety or 
security of the accommodation, or with the health, safety or welfare of the persons therein. 

17. The hirer, the hirer’s servants, agents and contractors shall during such other times as 
they or any of them shall be in the hired premises for the purpose of hiring comply with all 
reasonable requirements of the Academy or their authorised officer. 

18. The hirer shall during the hiring be responsible for: 

a) the efficient supervision of the hired premises, including the effective control and 
safeguarding of children, the orderly and safe admission and departure of persons to and 
from the hired premises and the orderly and safe clearance of the hired premises in case of 
an emergency. 

b) the safety of the hired premises and the preservation of good order and decency 
therein. 

c) ensuring all doors giving egress from the hired premises shall be kept unfastened 
and unobstructed and immediately available for exit during the whole time the hired 
premises are in use and no obstruction shall be placed or allowed to remain in any corridor 
giving access to the hired premises. 
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19. The hirer shall not cause or suffer any animal in the hirer’s charge or in the possession of 
any person escorting to the hired premises during the hiring to enter or remain in the hired 
premises (guide dogs exempt). 

20. The hirer shall at the expiration of the period of the hiring leave the premises in a clean 
and orderly state.  Hirers are reminded that, in accordance with their duties under the 
Environmental Protection Act 1990, the Academy requires the premises to be left free of litter.  
Failure to leave the premises clear of litter after use may result in the Board charging to the hirer 
the cost to them of so clearing and repeated failure to remove litter after use may result in the 
cancellation without notice of any hiring in accordance with Condition 1 thereof. 

21. No inflammable materials shall be allowed within six feet of any light in the building. 

22. No bolts, nails, tacks, screws, bits, pins, adhesive fastenings or other like objects shall be 
used in any part of the hired premises, nor shall any placards or other articles be fixed thereto. 

23. The Academy or any person so authorised by the Academy can stop any entertainment or 
meeting not properly conducted. 

24. No publicity or advertising material, flags, notices, emblems or other decorations shall be 
displayed within the grounds and premises of the hired premises or on the gates, walls, fences 
and hedges forming the boundary of the premises without the previous consent in writing of the 
Academy. 

25. Any lighting and audio / visual equipment supplied by the Academy shall at all times be 
operated by persons employed by the Academy for that purpose and no other person whatsoever 
shall operate or attempt to operate or interfere with the lighting or audio / visual equipment 
without express prior permission. 

26. No additional lights or extensions from the existing electric light fittings, nor audio / visual 
equipment provided by the hirer or his agents shall be used without the previous consent of the 
Academy, and any such lights, extensions or equipment shall be disconnected or switched off if 
any authorised officer of the Academy so requires. 

27. No persons other than persons directly concerned with the presentation of any function 
shall be permitted on the stage (if any) or in the ancillary adjoining the stage (if any). 

28. Except with the previous consent in writing of the Academy, no part of the hired premises 
shall be used by the hirer for the sale of anything, whether by auction or otherwise except when 
the hired premises are specifically hired for the purpose of holding such a sale. 

29. The property of the hirer and the hirer’s agents must be removed at the close of the hired 
period unless the written permission of the Academy has been obtained.   Items not removed 
before 12 Noon on the day following the period of hiring will be subject to a storage charge for 
each or part day until the same is removed.  The Academy accepts no responsibility for any 
property left on the premises after the hiring. 

30. The Academy in any of the rooms hired prohibits smoking. 

31. All scenery and costumes used for performances and the like must be fire proof. 

32. The express written permission of the Academy must be obtained for the use of 
streamers, balloons or confetti. 

33. No exit may be blocked, chairs or obstructions placed in corridors or internal doorways, or 
fire appliances tampered with or removed.  Please refer to Condition 18. 

34. Any special staging or equipment required and provided by the hirer shall be a matter of 
negotiation between the hirer and the Academy’s authorised officer. 

35. CANCELLATIONS.  

If the hirer wishes to cancel a booking at least:  

a) 7 days clear days’ written notice shall be given or for cancellation of an arrangement to 
hire premises regularly 
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b) 1 months written notice is required for special one off events. The Academy shall be 
entitled to retain fees paid if, as a result of such cancellation, the Academy incurs a loss in 
excess of the fees paid by the hirer, the hirer shall pay to the Academy as liquidated 
damages the amount of such loss.  50% of the Hire Charge where notice of cancellation is 
given more than 2 weeks but less than 4 weeks before the special one off booking or 
100% of the hire charge when notice of cancellation is given less than 2 weeks before the 
special event booking.  

c) For all bookings, a refund will be given where the facilities are not available due to 
unforeseen circumstances.  

36. Any complaint arising out of the hiring must be made in writing to the Academy. 

37. Any notice, demand or request by the Academy to or upon the hirer may be sent by 
ordinary prepaid post addressed to the hirer at the hirer’s address given in the hirer’s application 
and shall be deemed to be made or served at the time when the letter containing the same would 
be delivered in the ordinary course of post. 

38. The hirer is requested to contact the Academy to obtain details of the prevailing fire 
precautions and security arrangements. 

39. The hirer is to be responsible for the conduct of his servants, agents and contractors 
including all health, safety and welfare matter.  The hirer must make his arrangements in such a 
way as to ensure at all times: 

 (i) compliance by him of his responsibility under the Health & Safety at Work Act; and 

 (ii) compliance by him under his safeguarding and child protection policies and procedures; 

 (iii) compliance and co-operation by himself and his employees, agents and contractors with 
any arrangements made by the Academy for security of the hired premises or any part thereof or 
to secure compliance with any duty or requirement in relation to health and safety at work. 

40. The hirer shall be responsible for (and shall indemnify the Academy against any breach) 
compliance with any statutory provisions relating to the preparation, display and sale of food for 
human consumption. 

41. Hire of accommodation does not include any right to car parking accommodation, except 
that vehicles bringing passengers, exhibits, fittings etc., may stand in such part of the car parking 
area surrounding the premises as the Academy may determine for such time as is necessary at 
their own risk. 



 

Community Use of North East Wolverhampton Academy and the 
South Wolverhampton and Bilston Academy 

CODE OF CONDUCT 

Throughout this document, the term ‘Academy Trust’ means the City of Wolverhampton 
Academy Trust and its academy sites and includes the Board of Officers of the Academy 
administering lettings under delegated authority.  

1. Rooms and hired areas will be available to use from the time they are booked. If clients 
arrive before this time, access to the room may not be available. When booking, please 
allow time before the event is due to start, and for overruns. Your event must end and the 
room be cleared no later than the finish time as stated on your booking form.  

2. All members of your group must be contained in the rooms that have been booked out 
only. The only other areas that you may use are the toilets and thoroughfares to and from 
the rooms hired.  

3. Should your Booking continue after the agreed finish time, the Academy Trust will make 
every endeavour to accommodate your wishes. However should a Lettings Officer request 
you to vacate the premises, for example, in the event of requiring the room for a subsequent 
hirer, you should immediately comply.  

4. Charges will be incurred on a pro-rata basis for any time run over booking times.  

5. It is your responsibility to ensure that Rooms and Spaces are left in the condition that they 
were found. All furniture must be returned to its original layout and all litter must be removed. 
Failure to do so will result in a charge levied for cleaning.  

6. Any accidents or damage occurring within the premises must be immediately reported to 
the Leisure Attendant on duty and will be logged in our Accident Book.  

7. Nothing may be fixed to walls, ceilings, floor or pillars of any room by nails, screws, 
drawing pins, tape or any other means without consultation.  

8. There is strictly no smoking in the building or outside in the school grounds.  

9. Under no circumstances may food be brought into the Classrooms. All food should be 
consumed in the Dining area or a designated area which has been agreed.  

10. We reserve the right to cancel your Booking with immediate effect and without liability at 
the sole discretion of the Academy Trust, if it appears that:  

a. The Booking may bring bad publicity or disrepute upon the company.  



b. The Booking may be illegal.  

c. The Booking is of a different nature to that confirmed by you.  

d. The number of attendees may exceed published capacity figures and it is not possible to 
reorganise the Booking within the Academy's premises.  

e. It is possible that you may not be able to honour your obligations under the Contract.  

f. You fail to pay any required deposit or pay in advance for hire facilities as agreed 

g. You breach any of the Terms and Conditions or the Code of Conduct  

11. In the event of cancellation under the circumstances described above, any deposit paid 
by you may, at the sole discretion of the Academy Trust, be retained.  

12. Hired Equipment: Laptops, projectors and audio visual equipment can be hired for a fee. 
Prior notice is required and the hirer is responsible for any damage caused.  

13. It is advised that you keep your valuables with you at all times. The Academy Trust takes 
no responsibility for items that are stolen. Hired areas can be locked upon request.  

14. There is a notice on the website and at Academy reception regarding fire procedures. 
Please note and inform your delegates of this important information.  

15. All public areas in the building are fully wheelchair accessible with lift facilities to all 
floors.  

16. Hirers are responsible for all those who enter the site who do so with the intention to 
spectate or participate in the hirer’s activity. Those responsible for the supervision of minors 
are required to adopt controls and practices to ensure minors are protected while at all times 
being under the care of a responsible nominated adult/s.  

17. No alcohol is permitted on any Academy site except with the prior written permission of 
the Academy Trust. Illegal drugs are strictly prohibited on any part of the Academy site(s).    

18. Confetti cannot be thrown or placed on tables or elsewhere on the Academy site  

19. Fire doors should not be propped open using fire extinguishers or any other item.  

20. Furniture and equipment can only be used if agreed by the Academy Trust.  If Academy 
equipment is to be used and permission has been granted for this, guidance on the use of 
equipment must be given beforehand.  

21. Electrical items can only be used if they are PAT tested and certification evidenced. If 
equipment is less than 12 months old, a receipt of the item will need to be shown.  

22. It is the hirer’s responsibility to ensure a first aider is part of the group.  A first aid kit is 
available from Academy Trust staff if required. Located at the reception desk.  

23. All vehicles must park in the designated bays only. If the hirer wishes to unload and load 
equipment this must be by prior arrangement only. Once the vehicle has unloaded the items, 



this vehicle must park in the designated car park at the front of the site.  Hire of Academy 
facilities does not include any right to car parking. 

24. If the number of participants exceeds the amount given on the booking form, it may be 
necessary to draft in extra members of staff. This will be charged to the hirer and taken from 
the deposit.  

25. The use of helium or foil balloons is expressly prohibited.  

26: We have a strict cancellations policy and cancelled bookings may be liable for payment. 
Please refer to the ‘Terms and Conditions’ for policies regarding cancellation of regular and 
special events.  

27. Use of Kitchen  

The Academy Trust has an excellent reputation of providing high quality refreshment 
services. To protect this reputation everything possible must be undertaken by a hirer of the 
facilities. The following criteria will need to be met prior to any catering facilities at Academy 
sites being hired.  

i) Catering can be provided by the Function Kitchen for hire events with catering 
staff provided by the Academy Trust.   

ii) Outside caterers can be hired to bring in food for hire events but kitchens can 
only be used to reheat food that is already prepared. No preparation of food is 
permitted in the kitchen except by Academy catering staff who will supervise the 
use of the kitchens by external parties.  

Please see full terms and conditions relating to the use of kitchens at the Academy Trust 
sites 

 

 

 

 

 

 

 

 

 

 

 

 



 

TERMS AND CONDITIONS OF USE – ACADEMY TRUST KITCHEN 
FACILITIES  

27. Use of Kitchen  

The Academy Trust has an excellent reputation of providing high quality refreshment 
services. To protect this reputation everything possible must be undertaken by a hirer of the 
facilities. The following criteria will need to be met prior to any catering facilities at Academy 
sites being hired.  

i) Catering can be provided by the Function Kitchen for hire events with catering 
staff provided by the Academy Trust.   

ii) Outside caterers can be hired to bring in food for hire events but kitchens can 
only be used to reheat food that is already prepared. No preparation of food is 
permitted in the kitchen except by Academy catering staff who will supervise the 
use of the kitchens by external parties.  

 

The kitchen contains the following equipment which will be available for use  

The following equipment is only to be used in the kitchen:  

a. Counter Server Area  

b. Gas ovens and gas tops  

c. Electric fan ovens x 2  

d. Domestic freestanding fridge freezer  

 

The following equipment is not available for use:  

a. Dishwasher  

b. Combi Oven  

c. Deep fat fryers  

d. Fridges/Freezers  

e. Hobart mixer  



f. Slicing machine  

g. Various stainless steel work benches  

h. Hand wash sink with anti-bactericidal soap and hand towels  

i. Washing machine 

Please note kitchen staff room and toilet will not be available for use. They must use the 
school toilets.  

Caterers should provide their own black sacks for rubbish, all the bins to be emptied out into 
skips and clean bin liners replaced.  

 This equipment will be provided in a clean condition as will the floor, walls and ceiling. The 
rest of the kitchen will be cleared.  

Please consider your kitchen use when entering the times you require the facility. It will not 
be possible to enter the kitchen premises prior to then.  

The kitchen and all equipment used is to be left in the same condition as it was found at the 
end of the function i.e. scrupulously clean. The kitchen cannot be left in an untidy state and 
food etc. may not be left in fridges overnight.  

ii) Cleaning equipment i.e. cloths, detergents, mops, brushes, refuse sacks etc. will NOT be 
available to you for your use. Please ensure you provide adequate equipment for your 
booking.  

iii) It will be expected that anyone present in the kitchen will be appropriately dressed 
complete with headwear to comply with Food Hygiene Regulations 1995.  

iv) Anyone present in the kitchen will also be required to satisfactorily complete a health 
questionnaire prior to using the facilities. These will be issued on the day.  

v) You are responsible for monitoring and recording the temperature of foods as they enter 
the kitchen.  

vi) You are responsible for monitoring and recording the temperature once food has been re-
heated prior to service to ensure that critical temperatures are reached.  

vii) The staff are not present to cook food or clean and tidy the kitchen at the end of the 
evening. The staff will however ensure the correct standards of cleanliness are achieved. If a 
satisfactory standard is not achieved, additional charges may be levied.  

viii) It is expected that any equipment or food brought into Academy sites will be of the 
highest standard and will have been prepared in ideal conditions to comply with The Food 
Hygiene Regulations 1995.  

ix) You will be expected to provide details of your due diligence defence in writing. This will 
include the following details  

1. Where the food was produced  



2. Who has produced the food? Details of Food Hygiene training of staff should also be 
included.  

3. When the food was produced with records of critical temperatures achieved  

4. How the food was transported including temperature and time records  

5. No raw food will be prepared on site.  

6. Access will be available either through the Main entrance or from the service road to the 
side entrance.  

7. The following charges will be made for equipment hired Function Kitchen  

£30.00 per hour - Additional use  

Breakages (breakages will need to be paid for but will be invoiced for after the event)  

The set up required relating to table layout will need to be agreed prior to the event.  
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