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All terms and conditions set out below must be adhered to. The “Hirer” shall be the person making the
application for a letting, and this person will be personally responsible for payment of all fees or other sums
due in respect of the letting.

Status of the Hire

Lettings will not be made to persons under the age of 18, or to any organization or group with an unlawful
or extremist background. The hire agreement is personal to the hirer only, and nothing in it is intended to
have the effect of giving exclusive possession of any part of the school to them or of creating any tenancy
between the School and the Hirer.

The school is dedicated to ensuring the safeguarding of its students at all times, please read school’s
polices on safeguarding which can be found https://www.cantell.co.uk/community-facilities/documents/.

It is requirement of hirers that hirers abide by the school requirement in respect of safeguarding a
particular letting involves contact with the school’s students or other young people then the following must
be adhered to:

e Any organisation submitting a lettings request involving working with children and/or young people
and vulnerable adults must submit to the school, evidence that appropriate policies and procedures
are in place with regard to safeguarding and child protection, and provide evidence to the school of
criminal record checks (DBS) relating to all staff and others working closely with children.

e The Governing Body may require criminal records checks (DBS) relating to staff and other adults
using School premises at a time when school students or other young people may be on site.

e The Governing Body will require evidence of appropriate qualifications for Hirers using facilities for
specific activities where the activity is for example an after-school sports club, sports coaches must
also follow the Local Authority Guidelines for Working in Schools.

e The Hirer confirms that, should any safeguarding concerns present themselves during hire of the
school premises, they shall contact DSL on 02380323111 Extension — 237 or
safeguarding@cantell.co.uk

Priority of Use

The School Business Manager and Community Coordinator will resolve conflicting requests for the use of
the premises, with priority at all times being given to school functions.

Capacity
The Hirer shall be responsible for ensuring that the number of persons using the premises does not exceed
that for which the application was made and approval given.
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Behaviour

The Hirer shall be responsible for ensuring the preservation of good order for the full duration of the letting
and until the premises are vacated. All instructions from the Community Receptionist or Site Team (Mitie)
member must be followed.

Public Safety

The Hirer shall be responsible for the prevention of overcrowding (to levels which may endanger public
safety), and for keeping clear all corridors and exits. The Hirer shall be responsible for providing adequate
supervision to maintain order and good conduct, and - where applicable - the Hirer must adhere to the
correct adult/child ratios at all times. The Hirer shall be informed of the maximum number of attendees for
each venue at the time of hire application. In the event of an emergency, all occupants must leave the
school by the nearest exit and assemble at the venue area as advised to them by the Hirer. The Hirer is
responsible for familiarising themselves with emergency exits and must ensure that participants are aware
of emergency evacuation procedures and assembly points. It is good practice to carry out emergency
evacuation drills at suitable intervals. The Hirer must, at all times whilst participants may be on site, have
immediate access to participants’ emergency contact details, and have access at all times to a mobile
phone.

Own Risk
It is the Hirer’s responsibility to ensure that all those attending are made aware of the fact that they do so in
all respects at their own risk.

Car Parking

Cars shall not be parked so as to cause an obstruction at the entrance to, or exits from, the school. In
particular the hirer must ensure that access to the school by emergency vehicles is not obstructed or
delayed. Neither the school nor Mitie will accept any responsibility in terms of damage, theft or loss of any
car left in the car park during the hire period.

Damage, Loss or Injury

The Hirer must ensure that it has appropriate public liability insurance to cover all its legal liabilities for
accidents resulting in injuries to persons (including all participants in the activity for which the premises are
being hired), and/or loss of or damage to property, including the hired premises, arising out of the letting.
The minimum limit for this insurance cover is £2 million. The Hirer must produce the appropriate schedule
of insurance cover before the letting can be confirmed. Neither the school, nor the Local Authority, will be
responsible for any injury to persons or damage to property arising out of the activities undertaken and
supervision thereof during the letting of the premises.

Furniture and Fittings

Furniture and fittings shall not be removed or interfered with in any way. No fittings or decorating of any kind
necessitating drilling, or the fixing of nails or screws into fixtures which are part of the school fabric, are
permitted. In the event of any damage to premises or property arising from the letting, the Hirer shall pay
the cost of any reparation required.

Room/Area Condition
All rooms and areas hired must be returned to the same condition as at the commencement of the hire.

School Equipment

This can only be used if requested on the initial application form, and if its use is approved by the School
Business Manager or Community Co-ordinator (or other person with delegated responsibility). Responsible
adults must supervise the use of any equipment that is issued and ensure its safe return. The Hirer is liable
for any damage, loss or theft of school equipment they are using, and for the equipment's safe and
appropriate use. Use of the schools’ resources, including telephones and photocopiers, is not included in a
letting arrangement unless expressly agreed at the time of the letting. It should not be assumed that the
school office may be available during the time of the letting and it is recommended that the hirer has access
to a mobile phone to cover the event of an emergency.

Hirer’s Equipment
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The Hirer should state on the hire agreement any equipment he/she intends to bring into school. They are
responsible for ensuring the suitability of the equipment and for ensuring that it is in good order.

Any electrical equipment brought by the Hirer onto the school site MUST comply with the Code of Practice
for Portable Electrical Appliance Equipment.

Toilet Facilities
Access to the school’s toilet facilities is included as part of the hire arrangements.

First Aid Facilities

There is no legal requirement for the school to provide first aid facilities for the Hirer. It is the Hirer's
responsibility to make their own arrangements, which may include the provision of first aid training for
supervising personnel, and the provision of a first aid kit.

Health & Safety

Hirers are responsible for ensuring that their groups are made aware of the fire exit and the FIRE ALARM —
EVACUATION PROCEDURE (Community) (attached).

The hirer and their group are to sign the fire register sheet for the day where they will be directed to their
hired facility.

In event of severe weather conditions, the Headteacher will establish how the school site and surrounding
roads have been affected and liaise with letting coordinator who contact the hirers.

Hirers must ensure that every member of the group is aware of hazards of climbing any fencing and that it
is strictly prohibited.

Food and Drink
No food or drink may be prepared or consumed on the property without the direct permission of the School
Business Manager, in line with current food hygiene regulations.

Litter
All litter must be placed in the bins provided — with due regard being given to school recycling facilities.

Alcohol/Drugs & Smoking

No alcohol or drugs shall be brought on to or consumed on the premises. Any person thought to be under
the influence of alcohol or drugs will be refused admittance.

The whole of the school premises is a non-smoking area, and smoking is not permitted within school
buildings or on school grounds at any time, this includes Vaping.

E-scoters

Electronic scooters are not permitted on the premises unless all legal requirements are met under the Road
Traffic Act 1988. Currently, electric scooters can only be used on private land with the landowner’s
permission. It is effectively illegal to use them on public roads, on pavements, in cycle lanes and in
pedestrian-only areas.

Suitable footwear

Suitable footwear should be used. No stiletto or any type of thin heel is to be worn. No heelys are allowed if
activities involve outdoor use, participants should ensure footwear is cleaned before re-entering the
premises. Advice must be sought from the Community Receptionist regarding the suitability of foot wear.

Copyright or Performing Rights

The Hirer shall not, during the occupancy of the premises, infringe any copyright or performing rights, and
shall indemnify the school against all sums of money which the school may have to pay by reason of an
infringement of copyright or performing right occurring during the period of hire covered by this agreement.

Sub-letting
The Hirer shall not sub-let the premises to another person.

Payment for letting/Charges

Hire charges are reviewed annually and current charges are set out in the Hire Agreement. One-off
bookings must be paid for in advance, as are the first month’s charges in the case of new bookings.
Payments of invoices should be made within seven days of receipt. Late payments will be subject to a
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£10.00 administration charge. Prolonged failure to make payment may result in your letting being
permanently cancelled and or a referral to a Small Claims Court for full payment.

Retainer Fee
A 25% retainer fee payable by hirers away for minimum of 2 weeks. The retainer fee will apply during term
time and is non-refundable.

Variation of Scales of Charges and Cancellations

The Hirer acknowledges that the charges given may be increased from time to time and that the letting may
be cancelled, provided that in each circumstance at least 7 days’ notice is given by the school. The Hirer
may be charged for the letting if insufficient notice is given to cancel the hire agreement. If the Hirer wishes
to cancel, they must give 24 hours’ notice. If less than 24 hours’ notice then a minimum charge of 50% of
the fee will be raised. It is the Hirer’s responsibility to notify participants (parents, where participants are of
School age), of any changes in dates or venues in advance.

Security

The School Business Manager will ensure a member of the Site staff (Mitie) are on site at all times to take
responsibility for the security of the premises before, during and after the hire, and for the cleaning of the
premises after its use. Only named key holders may operate the security system. Keys must not be passed
to any other person without direct permission of the school Business Manager.

Right of Access
The Governing Body reserves the right of access to the premises during any letting. The School Business
Manager and or School Staff, may attend to monitor activities from time to time.

Vacation of Premises

The Hirer shall ensure that the premises are vacated within the hiring times at the end of the letting. The
Hirer is responsible for supervising any children taking part in an activity until a responsible adult collects
them.

Promotional Literature/Newsletters
A draft copy of any information proposed for distribution which contains any reference to the school must be
approved by the School Business Manager.

Privacy Policy

Cantell is committed to protecting the privacy of your data. Personal Data supplied by hirer will be
processed with UK GDPR and the school privacy policy.

We use CCTV in various locations around the school site to ensure it remains safe. We will adhere to the
ICO’s code of practice for the use of CCTV. We do not need to ask individuals’ permission to use CCTV,
but we make it clear where individuals are being recorded. Security cameras are clearly visible and
accompanied by prominent signs explaining that CCTV is in use

Declaration by the Hirer

e | am over 18 years of age.

e | haveread the Terms and Conditions above and agree to abide by them.

e | confirm that any responsible individual has a full DBS clearance if the letting involves mainly children
or young people.

e | confirm that insurance arrangements are in place in accordance with the status of hire.

e | confirm that all licenses that may be required for the activity during the period of hire have been
obtained.

e | confirm up to date Risk Assessments will be provided where applicable.

e | agreeto indemnify the school for any loss arising out of a breach of this agreement.

e The hirer is responsible for ensuring that the premises, facilities and equipment are all properly cared
for and stored correctly at the end of their booking.

Please read and sign page 4 and attached with your booking form to complete the booking.

Print Name & Signed: (The Hirer) Date:

Signed (The School) Date:
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