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Knole Academy Community Use Plan and Lettings Policy 

 

Preface  

 

Safeguarding: 

 

The safeguarding of children and young people underpins the work of the academy and must be 

adhered to as a prime responsibility.  Hirers must ensure that children and young people under 

the age of 18 using the facilities are supervised at all times as they may not be the sole users of 

the building.   

 

Equality: 

 

The Knole Academy is committed to providing all staff, students, parents, visitors and members of 

the wider community using the sites with equality of opportunity regardless of their age, disability, 

gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 

belief, sex and sexual orientation.  All policies are screened for their impact on equality and issues 

are addressed if they arise.  Knole Academy will provide special consideration on an individual 

basis if anyone is considered to have a specific special need.  This policy, and its associated 

procedures and protocols, is based on these key principles.   

 

Introduction 

 

The Knole Academy is an all ability school which sits in the heart of the Sevenoaks community.  Its 

vision is to be a learning hub for its students, staff and local community.   As such it is keen to 

promote the community use of the academy facilities.  

 

AIMS 

 

Knole Academy wishes to be accessible to the community which helps to raise our students' 

motivation, and improves links with the community.   We aspire to the highest standards and 

expectations for holistic achievement.   Support from our stakeholders is a crucial factor in 

improving community learning and attainment and combatting social exclusion. 

 

Knole Academy wishes to be a centre for adult learning, community sports and leisure and for 

exhibitions and conferences which will support and strengthen our communities and business 

partnerships.  

 

Knole Academy wishes to enable the community to have a wider range of choice for sporting 

activities to encourage sport and fitness amongst both young people and the wider community. 

 

Knole Academy wishes to work with a wide range of stake holders, including primary school 

children, FE and people with disabilities to ensure that access to sport and leisure is both available 

and affordable.  

 

Knole Academy wishes to contribute to the goals of Sevenoaks District for sport and leisure 

opportunities.   

 

Knole Academy wishes to increase its income from lettings to provide more learning opportunities 

for its students and the local community.  

 

Community use facilities 

 

The academy buildings in Bradbourne Vale Road, Sevenoaks, provide a range of amenities, which it 

is intended will be available at various points during the evenings and at weekends and holidays. 

 

Most facilities are available, subject to them not being used by students and staff, for community 

use in line with any planning permissions granted: 

 

 

 

 



Community Use Plan & Letting Policy                                                                          Page 3 of 20 

 

These include:  

 

 The Sports Hall for a range of sporting activities such as basketball, cricket, badminton, 

volleyball.  

 The sports pitches, including the 3G All Weather Pitch and MUGA 

 The professional exterior climbing wall 

 The professional fitness suite and dance studio 

 Classrooms and ICT facilities  

 Vocational areas including a professional catering kitchen and restaurant 

 Theatre performance space with flexible staging and sound/lighting rig 

 Conference and exhibition facilities 

 Sound-proofed music practice and recital rooms 

 Industry standard recording studio 

 Live streaming/recording audio visual equipment 

 

Priority for use of the facilities will be made as follows: 

 

 Academy use for students and academy events 

 Community Users such as non-profit making registered charities and organisations wishing 

to hire facilities for the benefit of local residents 

 Other registered charities/group users 

 Private individuals/company users 

 

Consultation and Community Involvement 

 

Knole Academy wishes to consult with and involve the community and interested groups in 

developing the Knole Academy Community Use Plan. 

 

Knole Academy will send a representative to the Sevenoaks Sports and Leisure meetings where 

possible. 

 

The academy will publish reports on a regular basis of any consultation that has taken place. 

 

Community Use and Charging  

 

Knole Academy will publish on its website and through local media the range of sports and leisure 

facilities available. 

 

Knole Academy will agree a charging policy that will usually be published each September and will 

be reviewed on an annual basis by the governing body. 

 

Knole Academy will ensure its prices are no greater than for similar local authority run facilities in 

Sevenoaks (see attached addendum with price list for the current year) 

 

Scale of Charges 

 

In arriving at their scale of charges Knole Academy will follow the following principles: 

  

• Community users will receive a predetermined discount on the commercial rates in line 

with local authority run facilities; 

• Other users will be charged on a commercial basis in line with Sevenoaks District facilities; 

• There will be parity of treatment for similar users; 

• Overall, the cost of letting academy facilities will be recovered from users. 

 

For the purpose of charging, the Principal will have delegated powers from the trust to determine 

to which category any particular individual or organisation belongs.  The basis of charging will be 

determined by the purpose for which a letting is arranged. 

 

Fees and charges are shown in Appendix 1. 
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Targets 

 To enable young people to benefit from top quality sports and leisure teaching and 

facilities 

 To contribute to the overall sport and leisure provision in Sevenoaks District 

 To increase participation in sports and leisure amongst the local community through 

ensuring that facilities are booked and used to maximum capacity 

 To work with local sports clubs to ensure that facilities required are available for teams and 

individuals to improve their skills 

 

Implementation 

 

 Bookings are made through the representative of the academy as authorised by the 

governing body and confirmed in writing 

 

 Academy and PSA activities have priority 

 Bookings are usually made no more than four months in advance although provisional 

bookings may be made at any time 

 All formal hiring of the academy premises, including those for which no charge is made 

shall be properly documented.  All hirers must complete a Lettings Agreement, and are to 

receive a copy of the Conditions of Hire. The Lettings Agreement is a contract that may be 

enforced in law and covers: 

 

 Terms and conditions relating to type and length of use 

 Cancellation 

 Damage 

 Insurance  

 Charging 

 Restrictions on use 

 Licensing for the sale of alcohol or public performances 

 Parking 

 Fire procedures and Health & Safety. 

 

 The contract may be updated annually or termly 

 

 Payment is in advance for single lettings; termly or monthly in arrears for regular lettings     

            

 Outline charges are set by the Principal/governors and reviewed annually 

 Specific charges are set at the time of the contract 

 

 A diary is kept covering all academy, PSA and outside use of the premises and grounds 

after school, in evenings, at weekends and in holidays   

 

 Knole Academy reserves the right to assess each application for hire and refuse a hire if 

there are any concerns over licensing or inappropriate supervision. Knole Academy follows 

the Challenge 21 advice over the consumption of alcohol.  

 

Roles and Responsibilities 

 

 The appropriate members of staff are responsible for the construction and regular update 

of the lettings diary.  They will consult with the principal where necessary 

 

 The PSA Secretary, Subject Leaders and individual teachers will normally inform the 

authorised academy representative a term in advance of events outside teaching hours 

which will need the academy premises 

 

 Opening and closing the academy is undertaken by the regular caretakers or a casual 

caretaker or by prior arrangement with an authorised member of staff 

 

 Supervision during the letting is the responsibility of the user. The user is also 
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responsible for the security of the area of the academy being used 

 

 

 Post letting checks are made by the duty caretaker and reported to the academy's 

authorised representative 

 

 Follow up of unsatisfactory lettings is made. Due attention is to be paid to avoid 

undue wear and tear on the buildings and equipment 

 

 

Hours of availability 

 

The academy buildings will be available for community hire between the hours of 8.00 am – 10.30 

pm where this does not impinge on the education of academy students.  More specifically the 

community will have access between 6pm and 10.30pm on weekdays and 8.00am and 10.30pm 

on weekends and during the academy holidays, subject to availability.   

 

The academy buildings will not be available for use on Bank Holidays, except by prior arrangement 

and subject to staff being available. 

 

Variations 

 

No member of staff is allowed to vary the terms and conditions on which the academy premises 

are hired to either individuals or organisations nor to deviate from the Knole Academy published 

charging policy without the agreement of the Principal. 

 

Financial Matters 

 

A separate company has been set up to manage all financial matters around the community use of 

the buildings 

 

Any profits from the use of the facilities will be used to maintain and further enhance facilities at 

the academy 

 

Accounts will be externally audited by an accounting firm appointed by the governing body. 

 

The Finance Committee of the governing body will have annual reports on the accounts of the 

company. 

 

 

Value Added Tax 

 

Knole Academy Trust are constrained by law to apply Value Added Tax to all transactions where 

this is appropriate.   

 

Minimum charges and deposits 

 

The minimum hire period will be one (1) hour. 

 

Knole Academy reserves the right to require a deposit over and above the hiring charge as a surety 

against damage to the premises (including any equipment) or the premises being left in an 

unacceptable condition, necessitating the incurrence of additional cost for cleaning, caretaking or 

other expenses. 

 

Cancellations 

 

Governors will seek to recover any costs incurred by the academy which are unavoidable and result 

directly from the cancellation of a letting. 
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Payment methods 

 

Knole Academy Trust is mindful of its responsibilities in safeguarding the academy from bad debt. 

Therefore payment may be required at the time of booking. In all cases where cash or cheques are 

paid over, then an official receipt must be issued. 

 

 

Extension of Credit 

 

Knole Academy Trust will allow the extension of credit to bona fide local organisations and 

individuals where they are satisfied that they are credit worthy.   In all cases, Knole Academy Trust 

reserves the right to withdraw credit facilities where prompt payment is not received. In all cases 

where credit is extended, an official invoice will be issued. Knole Academy Trust will not normally 

extend credit for lettings where the invoice value is less than fifty pounds (£50).   Knole Academy 

Trust has chosen to delegate the approval of credit facilities to the academy’s finance manager 

and principal.   In all cases where credit is advanced, the invoice is to be raised at the time of 

booking. 

 

Security 

 

Knole Academy Trust insists upon continuous caretaking presence to ensure that the hiring does 

not leave the academy vulnerable to theft or damage. 

 

Conditions of Hire 

 

The use of the premises has to be restricted to the use and accommodation specified in the hire 

agreement. The hirer should take all precautions to prevent any damage. Some footwear in 

particular can cause damage to floors and persons wearing such footwear will not be permitted to 

enter the premises. The hirer is required to pay for any breakages, losses or damage to property 

arising out of the letting. 

 

Nominated Representatives of the academy must be given free access to the hired premises for the 

purpose of inspection. The academy also reserves the right to cancel any letting, in which case a 

proportion of the charges will become refundable. 

 

The Hirer will be expected to hold a minimum public liability insurance of £5m.  The academy may 

be able to assist via their existing insurers if Community groups have difficulty obtaining this 

insurance.  Conditions would apply i.e. insurance must not have been refused for this activity by 

another insurer.  

 

The academy will not be responsible for any injury to persons or damage to property arising out of 

the hiring of the premises unless such injury or damage results from the negligence or breach of 

statutory duty on the part of the academy.  

 

The sub-letting or sharing of the premises is prohibited. 

 

Public Safety 

 

The Hirer shall be responsible for the prevention of overcrowding such as would endanger public 

safety and for keeping clear all gangways, passages and fire exits. 

 

The Hirer shall be responsible for providing adequate supervision to maintain order and good 

conduct. 

 

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 the days when the academy is in session, articles such as pianos, tables, flowers, etc., may not 

be delivered to the academy before 4.30 pm on the day of use, unless arrangements for early 

delivery are made with the Site Manager. The Hirer should remove all chairs or other furniture, 

decorations and any other materials introduced into the premises, within an agreed reasonable 

time after the period of hire. If this is not done, the academy will be entitled to remove and 

dispose of such items and the Hirer will pay the cost of removal (less the proceeds of disposal 

where relevant) on demand. 
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Special preparations, such as those required for the purpose of dancing, must not be applied to 

the floors without specific approval. The Site Manager can advise. 

 

Licenses are generally required for: 

 

 Performing plays / musicals (certain conditions apply) 

 ‘Public dancing, music or other public entertainment ‘of a like kind’ under the Local 

Government (Miscellaneous Provisions) Act 1982 

 Games of bingo. 

 The selling of alcohol 

 

Hirers should ascertain whether or not a license is required for these uses, or for any other use to 

which the premises are to be put, and, if so, to obtain and ensure full compliance with the 

necessary license. The premises are licensed for the selling of alcohol under certain conditions.  

 

Intoxicating liquor is not permitted to be sold to the public or supplied on educational premises 

without the express consent of the academy, which the academy will not be obliged to give nor 

give reasons for refusal. Details of the license for the sale to the public of intoxicating liquor will 

be available for inspection. 

 

When commercial sound recordings (tape recordings, CDs or digital music) are publicly used, an 

application for a license to use such recordings must be submitted to Phonographic Performance 

Limited, Evelyn House, 62 Oxford Street, London W1N 0AN. Application forms may be obtained 

from them on request. 

 

Under the conditions of the Performing Rights Society, hirers of educational establishments are 

required to furnish details directly to the Society of ‘all musical works, whether published or in the 

manuscript, performed at the premises locally, instrumentally or mechanically, at entertainments 

for which a charge is made’. A form can be provided that should be completed and forwarded 

directly to the Performing Rights Society Limited immediately after the letting has taken place. 

 

Community Sports Users 

 

Where a community sports group has booked a regular hiring and requires specific equipment in 

order to facilitate that activity which is not easily portable, the academy will make every reasonable 

effort to provide on-site storage depending on space available.  Major equipment owned by the 

academy for sporting activities will be provided, but peripheral equipment must be provided by 

the hirer e.g. badminton nets will be provided, however racquets and shuttlecocks will not.  To 

facilitate a new sports clubs in their infancy, interim arrangements can be made to hire small 

equipment, but that club will be responsible for loss or damage, during use. 

 

Risk Assessments 

 

Knole Academy will provide risk assessments for each area along with academy equipment which 

is being let.  The hirer must ensure that s/he read the risk assessment and that it is communicated 

to those using the space.   

 

Fire and emergency evacuation 

 

Should the fire alarm sound, it is the hirer’s responsibility to evacuate those in the hired space, 

removing them to a muster point and to take a register to ensure that all of the group is evacuated 

from the building. The hirer should then report the results of the register to the person in charge 

of the building.   

 

All hirers must take instruction regarding fire and emergency evacuation from the person in 

charge of the building.  It is the hirer’s responsibility to ensure that those for whom they are 

responsible are familiar with evacuation procedures and fire exits.    
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First Aid 

 

The academy takes no responsibility for First Aid provision.  Hirers are required to provide details 

of their own First Aid cover at events.  A defibrillator is located in the sports area.  This may only 

be used by trained staff.  

 

Non-Smoking 

 

The academy adheres to new government legislation and is a non-smoking environment. Hirers 

using the academy premises must adhere to these regulations and are not allowed to smoke; this 

includes the use of electronic cigarettes and any vaping equipment within the academy buildings. 

 

PLEASE NOTE: Individuals or organisations that breach these regulations will be subject to a fixed 

penalty fine of £50 or up to £200 on summary conviction.  

 

Telephones 

 

There is access to a public telephone in certain areas. 

 

Cleaning Costs 

 

The hirer must ensure that the premises are left litter free and in the condition in which they were 

let.  Cleaning arrangements for lettings are covered in the academy cleaning contract.  However 

the hirer may be subject to additional charges if the conditions of the premises are left in an 

unreasonable state and the academy incurs additional charges from their cleaning contractor. 

 

Academy 3G All Weather and MUGA Pitches 

 

The hirer must ensure that the use of the 3G AWP and MUGA pitches will not prejudice its use for 

normal purposes. Full supervision by a responsible adult must be undertaken whilst being used. 

 

Parking 

 

Parking facilities are available at the academy.  The academy asks that if insufficient parking is 

available hirers are considerate to our local community and do not park in such a way to cause 

offence to our local residents. 

 

Litter 

 

The hirer is responsible for leaving the academy facilities litter free and fit for the main purpose of 

teaching and learning. 

 

Behaviour 

 

Hirers of all facilities are responsible for the behaviour of those present and full supervision by a 

responsible adult is imperative. No adults/juniors should be allowed access to any other areas of 

the academy building/premises other than those specified in the Hire Agreement/Letting form.  

Children and young people under the age of 18 must be supervised by the hirer and the 

conditions of use must be explained to them.  

 

Management  

 

Knole Academy’s Principal will be overall responsible for the management of the facilities.  A 

sports and leisure manager and assistant have been appointed for the day to day running of the 

facilities. 

 

The sports and leisure manager will report to the Vice Principal and Principal who are responsible 

to the Knole Academy Trust.   

 

Review of the Community Use Plan 

 

This plan will be reviewed with the governing Body on a regular basis.  
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Monitoring, Evaluation and Review 

 

Regular line management meetings between appropriate managers (sports and leisure and 

conferencing) will take place with the appropriate line managers.  

 

A report will be given where appropriate at Governors’ Finance and Premises Meeting  

 

Reports will be given to Sevenoaks District as requested.  

 

The Governors will review this policy regularly and assess its implementation and effectiveness.  

The policy will be promoted and implemented throughout the Academy. 

 

 

 

Appendix One - Hire Charges Schedule : 2017/18 schedule is attached purely as an example of  

                               rates. 

Appendix Two  - Conditions of use for a letting of school premises  

Appendix Three - Lettings Fire Drill Reporting Chain 

Appendix Four - Action to be taken in the event of discovering a fire 

Appendix Five - Terms and Conditions for on-line and telephone ticket sales 
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APPENDIX ONE 

KNOLE ACADEMY 

Sport & Leisure Price List 

 

FACILITIES 

 

FEE 

 

 

Fitness Suite - Individual Memberships  

1 month rolling £30.00 

12 months rolling £25.00 

 

Fitness Suite - Parents of Knole Academy Students  

1 month rolling £30.00 

12 months rolling £25.00 

 

Fitness Suite - Joint Memberships 

(per additional family member) 

£45.00 

 
 

 

Corporate memberships available by arrangement.   

 

The Fitness Suite opening hours are as follows:- 

   

Monday to Friday   :     from 4.00pm to 10.00pm 

Saturday                  :     from 8.00am to 4.00pm 

Sunday                    :     from 9.00am to 5.00pm 
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FACILITIES 

 

FEE PER 

HOUR 

 

Theatre 

This is a beautiful airy space suitable for productions, 

conferences and exhibitions etc.  Available with bleacher 

seating, hydraulic stage and professional sound, lighting and 

recording facilities, as an option. 

 

POA 

Basic rate £40.00 

Grand Piano £10.00 

Hydraulic ZOOM stage (12m x 8m) or individual sections POA 

Professional Sound, Lighting, Recording available POA 

Bleacher Seating £20.00/day 

Interlocking/Loose seating £40.00/day 

Catering POA 

Changing rooms with green room £10.00 

VIP Suite – suitable for drinks reception £10.00 

 

Cinema - (individual tailored packages can be arranged) 

Cinema facilities including bleacher seating (3 hours) 

 

£180.00 

Catering POA 

 

Music Area 

This comprises a fully sound proofed state-of-the-art facilities 

available for recitals, professional recording, group work etc. 

 

Recording Studio 

Fully equipped professional recording studio - options 

available 

 

POA 

Half day package with technician and live room £185.00 

Full day package with technician and live room £345.00 

Additional equipment 

Guitar amp, Bass amp 

 

£20.00/session 

Instruments £30.00/session 

Music Room 

Individual or group practice 

 

£20.00 

Recital Room 

This comprises seating for up to 50 people and a Steingraeber 

recital grand piano. 

 

 

£30.00 
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FACILITIES 

 

FEE PER 

HOUR 

Professional Kitchen & Hospitality 

Fully equipped training Kitchen with restaurant seating – 

options available. 

 

POA 

 

 

Sixth Form Social Area 

Area with cafeteria facilities 

 

£30.00 
 

Various Classrooms 

All with interactive whiteboard and projectors 

 

£20.00/£30.00 

 

Auditorium & Drama Room 

Fixed stage – large space (seating for 150) 

 

£25.00 

 

Dining Room 

Seating for up to 200 or large open space with pillars 

 

£40.00 

 

Conference Room 

Seating for 30 – Whiteboard and Projector 

 

£40.00-£60.00 

Refreshment facilities available. POA 

 

3G Pitch  

Fully floodlit Full £95.00 

3 x 5 aside, 1 x 9 aside 1 x 1/3 pitch £35.00 

 

Sports Hall 

33m x 18m floor space 

 

1 x Basketball, 4 x Training Basketball, 1 x Volleyball, 1 x 

Netball 

£50.00 

Handball, Hockey Half £30.00 

4 x Badminton Courts *1/3 £15.00 

4 x Cricket nets  

Professional Bowling Machine  

Trampoline and Harness £10.00 

Changing room, toilets and showers £10.00 

*sports can be split 50:50 or 25:75 by full length curtain 

Priority will be given to hirers wishing to use the whole hall. 
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FACILITIES 

 

FEE PER 

HOUR 

 
 
 
 
 

 

Dance Studio 

Mirrored and portable barre studio 

Sound system 

Changing facilities 

 

 

 

£25.00 

 

Climbing Wall - (90 minute sessions – per person)  

Hire of equipment is included in all admission fees 

(Helmets, Harnesses, Karabinar and Belay device) 

 

£7.00 

Instructor POA 

Sessions and Groups POA 
 
 

 

Muga 

All purpose weather pitch  

Netball/Tennis and Football training 

 

 

£35.00 

 

Dance Studio 

1 x large mirrored studio and small teaching area. 

 

£25.00 

 
 

A caretaking fee of £25.00 per hour will be added to the above charges out of academy hours, and 

a £35 fee per hour will be charged for unsociable hours (after midnight).  An additional charge of 

10% will be added for Academy’s insurance. 

Prices are open to negotiation for certain bookings e.g. block and charity bookings.  Please contact 

the Sports and Leisure Manager if you would like to discuss. 
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Appendix Two 

 

1. Use of Academy premises for a letting must be agreed in advance and confirmed in writing by 

both the user and the authorised representative of the Academy. The agreement will include 

the fee and any other charges payable. These are reviewed in advance of the second and 

succeeding years. It must be recognised that the Academy use of the premises takes priority 

and that there may be occasions when arrangements have to be changed (where possible these 

will be advised at the time agreement is reached). Formal confirmation of bookings will be 

made termly when the Academy requirements have been finalised. 

 

2. If the user wishes to cancel a specific booking or set of bookings, five clear working days’ 

notice must be given of the cancellation, in which case the Academy will charge a cancellation 

fee of a quarter the total fees due. If less than five days’ notice is given, the whole of the fees 

may be charged by the Academy. When regular weekly/monthly bookings have been made, 

cancellation will result in a negotiated fee according to the opportunities available for re-letting 

the facility. 

 

3. Damage or loss of any kind sustained to the premises, fixtures and/or fittings, furniture 

and/or other chattels therein arising out of or in connection with use of the Academy shall be 

made good at the expense of the user within one month by the Academy or, by agreement, by 

the user and to the satisfaction of the Academy. 

 

4. Users are required to make arrangements for suitable insurance cover (currently a £20 million 

public liability) with a reputable company in respect of claims which might be made against 

them by a third party for accidental injury (including death) or accidental loss or damage to 

property arising out of, or in consequence of, the letting. The user must produce proof of the 

policy for approval by the Academy representative. 

  

4.1 However, if non-commercial users are unable to provide insurance cover which meets 

the academy’s requirements, cover must be arranged through the Knole Academy 

Hirers Liability Policy, for which a premium of 10% of the total hire charge will be levied 

in addition to the hire charge itself. The user will be responsible for the first £350 of 

each and every property damage claim. 

 

4.2 Commercial users are required to make arrangements for suitable insurance cover 

(currently a minimum of £5 million public liability) with a reputable company in respect 

of claims which might be made against them by a third party for accidental injury 

(including death) or accidental loss or damage to property arising out of, or in 

consequence of, the letting and to cover the Academy, and must produce proof of the 

policy before the letting is contracted. Commercial users cannot benefit from the Knole 

Academy Hirers Liability Policy. 

 

5. The charge for letting payable by the user includes an amount to cover payment for standard 

opening and closing caretaking duties. The user is expected to adhere strictly to the agreed 

times, or subject to a caretaker being available, be prepared to pay additional overtime. If 

additional work such as moving furniture to or from a specific room/area or a specific layout, 

or the setting up of equipment is required, whether foreseen or not at the time of the booking, 

the user will be required to meet the extra costs.  

 

6. It is the user’s sole responsibility to sign in at reception at the external entrance allocated and 

to ensure that only those people known to them are allowed access to Academy premises. The 

other external doors that are unlocked must be controlled by the user or responsible adults at 

all times during the period of the letting. On completion of the letting a check must be carried 

out to ensure that all windows have been shut and secured, and all visitors have left the 

premises. The user should also register their own clients prior to the start of the session for 

H&S reasons. 

 

KNOLE ACADEMY 

CONDITIONS OF USE FOR A LETTING OF SCHOOL 

PREMISES 
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7. The user shall not cause or permit any nuisance or disturbance to other occupiers or users at 

the Academy or to occupiers of neighbouring properties. 

 

8. The user should be aware of the appropriate action to be taken in the event of a fire or other 

emergency. (Procedures attached) They should know where extinguishers are located and how 

to use them, how to obtain assistance from the emergency services and the location of the fire 

exits.  

 

9. The Health and Safety at Work Act, 1974 (as amended) imposes duties not only on employers 

in respect of their employees but also on persons having control over places of work or places 

where plant or substances are used and on anyone who, by virtue of contract, has an 

obligation in relation to such a place. The duties are to ensure as far as is reasonably 

practicable, that the facilities, the means of access to and egress from, are safe and without 

risk to health. (A copy of the Academy Health & Safety Policy is available on request and users 

must comply with these.) 

 

10. If agreement is given for the use of the Academies Main Kitchen to be used, Knole Academy 

regulations must be observed. A copy of these regulations can be obtained. 

 

11. All rubbish, empty containers, crates, etc. must be removed from the premises by the user 

immediately after the letting has taken place and before the Caretaker locks up. Furniture and 

equipment is to be left as found unless other arrangements have been agreed with the Site 

Manager. 

 

12. The use of materials for preparing floors for dances and the wearing of shoes likely to damage 

floors, especially in any hall and any gymnasium, is prohibited.   

 

13. The premises shall not be used for any purpose other than that for which agreement has been 

granted nor shall any areas of, or furniture/equipment in, the Academy but not included in the 

letting agreement be used without express permission; in such cases an extra fee may be 

payable. 

 

14. No public performance of a play, nor any cinematography exhibition, nor any public dancing, 

singing, music or other public entertainment of the like shall be performed in or close to the 

premises unless any necessary licence for the same shall first have been obtained from the 

appropriate authority and all necessary measures taken to fulfil the conditions of the licence. It 

may be that the Academies Public Licence will cover the situation but this aspect must be 

cleared in advance. No films shall be used on the premises. 

 

15. To meet the requirements of the Copyright Designers and Patents Act 1988, any musical 

performances on the premises are to be notified to the Performing Rights Society Ltd. Where 

ballet, opera or choral works are to be performed, advance permission must first be obtained 

from the Performing Rights Society Ltd.  

 

16. The user must have written permission from the Academy before arranging for alcoholic drinks 

to be consumed on the premises.  The Academy has a Personal Licence and users wishing to 

take advantage of this facility should liaise with the Site Manager. 

 

17. Vehicles should not be allowed on to the playing fields unless agreed by prior arrangement 

and no parking which restricts the Caretakers’ or Emergency Services access will be permitted. 

This area is clearly hatched.  Control of parking is the responsibility of the user. No 

responsibility can be taken by the Academy for any damage to vehicles sustained whilst in the 

Academy grounds. 

 

18. No Landlord and Tenant relationship shall be created. 
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EXAMPLE: MAIN RECEPTION  

 
Appendix Three 

 

 

Exit through the reception’s own fire exit, walk 
straight ahead to the front car park and the Fire 
Assembly point located on the right hand side. Should 
this exit not be available please use an alternative 
exit by following the Fire Exit signs within the 
Academy Building. 
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EXAMPLE: MAIN RECEPTION  

 
 

 

 

Exit through the reception’s own fire exit, walk 
straight ahead to the rear car park, turn left and 
then right and walk through the car park.  The Fire 
Assembly point is at the far end of the car.  Should 
this exit not be available please use an alternative 
exit by following the Fire Exit signs within the 
Academy Building. 
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Appendix Four 
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Appendix Five 
 
Knole Academy  
 
Terms and Conditions for all on-line and telephone tickets sales 

 
The purchase of a ticket entitles the bearer to access to the event named, at the time and date stated 

on the face of the ticket. Please check your ticket(s) carefully on receipt, and notify Knole Academy as 
soon as reasonably possible, if the event/date/time is not as you expected.  

Any paper tickets remain the property of Knole Academy. The reselling of this ticket for profit or 
commercial gain makes it void.  

When you purchase a ticket(s) through Knole Academy your contact & ticket details will be held to 
administer the booking system. This information is held for administrative and statistical purposes only. 
We will not contact you further unless you agree to us doing so, or to inform you of a material 
alteration to the event. In line with current data protection law, your details will only be passed to third 
party organisations if you have agreed to this.  

Knole Academy is committed to providing access to all, and is happy to make any reasonable 
adjustment to ensure you enjoy your visit. If you have any specific concerns regarding Knole Academy’s 
ability to accommodate you please talk to our Box Office staff prior to your visit.  

Discount ticket(s) are offered with proof of entitlement only and do not apply to tickets being resold at 
face value on behalf of another customer.  

Reservations will only be held without payment in your name for 4 days, after which, if you have not 
made payment, they will be released for general sale again. We do not accept requests for reservations 
during the week of the performance.  

If you are making a booking on behalf of a party/group, you are responsible for all payments due from 
the party/group and must ensure the party/group is made aware of these terms and conditions of sale 
and admission. Knole Academy reserves the right to place restrictions on the volume of any tickets 
ordered.  

If you find you are unable to use your ticket(s) for whatever reason, Knole Academy can try to resell 
them for you, on the understanding that Knole Academy’s own available remaining tickets take priority. 
Knole Academy will only be able to resell pre-collected ticket(s) that have actually been returned to the 
Box Office, or ticket(s) that are waiting for collection care of the Box Office. You must request that Knole 
Academy resell your ticket(s) and/or return your ticket(s) to the Box Office as soon as possible before 
the advertised start time of the event. We will make all reasonable attempts to resell your tickets, 
however we cannot guarantee resale.  

Knole Academy is able to exchange ticket(s) (to the same value) if you find yourself unable to use them 
for whatever reason. Knole Academy can only exchange pre-collected ticket(s) that have actually been 
returned to the Box Office, or ticket(s) that are waiting for collection care of Box Office. You must 
inform Knole Academy, at least 24 hours prior to the advertised start time of the event for which you 
are unable to use your tickets, of which event you wish to exchange them for (subject to availability).  

If you lose your ticket(s) please notify Knole Academy Box Office immediately. We can arrange for 
replacement ticket(s) to be available for collection immediately prior to the event from the Box Office. 
We do not post out replacement ticket(s). Knole Academy requires at least 4 hours prior to the 
advertised start time of an event to arrange replacement tickets. 

Knole Academy is happy to offer a refund, or offer to exchange your ticket(s) (to the same value) for 
another event if we cancel or alter in a material way an event, as advertised. This will not include any 
booking fees or charges levied by banks or payment gateways if your tickets were originally booked 
online or by credit / debit card.  

In the event of a cancelled performance Knole Academy will not be liable for additional travel or 
accommodation expenses.  

Knole Academy will not be liable in any way if an event or performance is abandoned due to any factors 
which are beyond our reasonable control such as, acts of god: including earthquakes, storms, flooding, 
power failure or fire, force majeure: including war, terrorist acts, and civil commotion.  
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Programme events start at the time advertised and we reserve the right to delay or refuse the 
admittance of latecomers if in the reasonable opinion of Knole Academy, admittance would affect the 
enjoyment of the audience and /or the performance of the artist(s) and /or the running of the event.  

Knole Academy reserves the right to refuse admission to any customer or to request any ticket holder 
to leave if, in the reasonable opinion of Knole Academy, admission to the venue or event might be a risk 
to the safety of the audience and /or customer and/or affect the enjoyment of the audience and/or the 
running of the event. Under the terms of our licence agreements Knole Academy is required to refuse 
admittance to any person in a state of intoxication or whose conduct is deemed to be conducive to any 
breach of the peace.  

Guide and Hearing dogs are welcome, other animals are not permitted in the premises.  

Recording, photography or copying of any artistic performance, work or film is not permitted under the 
terms of Copyright, Designs and Patents Act 1988 (and subsequent amendments). Application can be 
made for specific, limited, personal, educational or press purposes by contacting the Knole Academy 
Box Office on 01732 454608.  

Unauthorised recording, photography and copying of any artistic performance, work or film within 
Knole Academy is not permitted.  

For the enjoyment of all visitors, Knole Academy requests mobile phones/pagers are turned off during a 
performance and ask that you refrain from talking through a performance.  

Smoking is not permitted during any programme event or within Knole Academy’s grounds. 

Food and drink is not usually permitted in the theatre. Glass containers, bottles and breakable items 
that might cause a hazard in an emergency are not permitted in the theatre.  

Sitting in any gangway which intersects or flanks the seating is not permitted within any of Knole 
Academy’s performance spaces.  

Strobe lighting, smoke effects and raised sound levels are sometimes used in events and performances, 
Knole Academy will display signage to this effect clearly at the entrance to the event. If you have any 
particular concerns please talk to ticket office staff prior to the event.  

Knole Academy aims to provide a safe, welcoming environment for all of our visitors. We recommend 
you keep all personal belongings with you at all times. In the absence of any negligence or breach of 
duty by Knole Academy or its staff you will be responsible for any loss, theft or damage to your 
belongings.  

Nothing in these terms and conditions excludes or limits the liability of Knole Academy for death or 
personal injury caused by Knole Academy’s negligence or fraudulent misrepresentation.  

Knole Academy is committed to providing quality service, facilities and programme. If you have any 
comments following your visit, please talk to a member of staff who will be happy to take down the 
details and/or discuss with you.  

 
 
 


