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Intr ion

The Governing Body regards the school buildings and grounds as a community asset and will make
every reasonable effort to enable them to be used as much as possible.

The Governing Body encourages the opportunity to work with organisations in extending the range of
opportunities to help children and young people achieve their full potential by engaging with services
meeting the wider needs of children, young people, families and the local community.

The School’s Budget (which is provided for the educational enrichment of its students) will in no way be
used to subsidise any lettings by any community or commercial organisations. A charge will be imposed
to meet the additional costs incurred by the school in respect of any lettings of the premises. As a very
minimum, the cost to the school in respect to any use of the premises by an outside organisations must
be reimbursed to the School’s Budget.

Cantell School encourages links with the local community and welcomes its premises being used after
the school day or at any other times by groups which directly or indirectly help to create a richer and more
diverse environment for students and staff.

Definition of a Letting

A letting may be defined as “any use of the school premises (buildings & grounds) by either a community
or commercial organization. A letting must not interfere with the primary activity of the school, which is
to provide a high standard teaching and learning environment for all its students.

Use of the premises for activities such as staff meetings, parents’ meetings, Governing Body meetings
and extra-curricular activities of students supervised by school staff, fall within the corporate life of the
school. Costs arising from these uses are therefore a legitimate charge against the school’s budget.

Aims
The aims:

To ensure that lettings support the fundamental purpose of the school.

To encourage community involvement in the life of the school.

To encourage the community in sporting, cultural and educational pursuits.
To be consistent with the school’s equal opportunities policy.

To optimie the commercial opportunity for lettings.
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To ensure costs are fully calculated and covered in any lettings and concessions agreed.
To provide a professional service to users of the school’s premises and ensure good
Customer Service.

To monitor the maintenance of the equipment, premises and grounds to a high standard.

The remit is to ensure staff members are aware of their responsibilities and that Hirers comply
with Health and Safety, safeguarding of children and vulnerable adult’s, risk Assessments and
insurance requirements.

Charges

All charges are to be reviewed annually for September. Charges are reviewed and approved by the
Finance Committee of the Governing Body and implemented with effect from the 1t September. The
School and Governing Body reserve the right to review any charges at other times during the year as
required.

All evening or daytime events that are large events there will be service charge applied £30.00

All bookings will have a named user who will take responsibility for the booking (the Hirer). The Hirer
will sign a Booking form which will serve as a binding legal contract. The Booking form refers the Hirer
to the Conditions of Booking and Hire document, The Booking form will state:

o All conditions of hire

e The hire fee agreed

¢ Any additional fees which may be chargeable — for example additional cleaning
charges if a facility is left in an unacceptable condition

¢ All conditions that will result in immediate termination of a booking or series of bookings

VAT
All lettings and sporting activities are exempt of VAT.

Payment
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 £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.

Payment is preferred by Bank Transfer into the School Bank Account, details for payment can
be found on the invoice. Card Payments may be taken on the night of a booking with prior
agreement.

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.

Cancellation by the Hirer

Any cancellation of bookings by the Hirer are requested with 24 hours’ notice to ensure there is
no charge, if the booking is cancelled with less than 24 hours’ notice the Hirer will be expected
to pay a minimum of 50%, taking into account the circumstances relating to the cancellation.

Management and Administration of Lettings

The Head teacher is responsible for the management of lettings, in accordance with the Governing

Body’s policy. Where appropriate, the Head Teacher may delegate all or part of this responsibility to

other members of staff, this person will be the School Business Manager, whilst still retaining overall
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responsibility for the lettings process.

If the School has any concern about whether a particular request for a letting is appropriate or not, they
may consult with the Head Teacher.

The Administrative Process

Those wishing to hire the school premises should complete the booking form and read the terms and
conditions of hire (attached or can be found Cantell’'s website). You can approach the Community
Coordinator, who will identify their requirements and clarify the facilities available.

The school has the right to refuse an application, and no letting should be regarded as “booked” until
approved. No public announcement of any activity or function taking place should be made by the
organization concerned until the booking has been formally confirmed.

Once a letting has been approved, confirmation will be sent to the Hirer, setting out full details of the
letting and enclosing a copy of the terms and conditions and the hire agreement.

The letting should not take place until a Terms and Conditions Document has been returned to the
school. The person applying to hire the premises will be invoiced monthly for the cost of the letting, in
accordance with the Governing Body’s current scale of charges.

The Hirer should be a named individual and the agreement should be in their name, giving their
permanent private address.

Cancellation & Refunds

We reserve the right to cancel any agreed hiring with the minimum of 24 hours’ notice. We reserve the
right to cancel this booking and will endeavor to give as much notice as possible under these
circumstances.

A full refund or another date (if requested by the hirer) will be issued if we do cancel a hire. The school
will not be liable for any indirect or consequential losses, including (without limitation) any loss of profit,
loss of business or the loss of any revenue arising out of the cancellation of any hire.

The hirer of any premises can cancel any hire with a minimum of 24 hours’ notice to receive a full refund
for the date cancelled.

E-scoters
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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.

Health & Safety

No smoking, vaping, or alcohol is allowed on site by law — clear signs are in place to this effect. The
school reserves the right to cancel any letting, or on-going series of lettings, where the hirer fails to
comply with Health and Safety requirements. In extreme circumstances, the school reserves the
right to ask a Hirer to leave the premises immediately, where a serious breach of the Conditions of
Hire has taken place, or the Health and Safety of any participant, School staff member or the fabric
of the school business is at serious risk.

The school has a responsibility to work within the framework of the law, however, Hirers must take all
reasonable steps to prevent injury, loss or damage to any person or property for the duration of the
letting. Hirers are responsible for arranging any first aid provision for the members of their

3



MG/SB

organization. In the event of an emergency, first aid items are held by the Community Receptionist
onsite. The school’s telephone system may be used in the event of an emergency. ALL accidents
and incidents MUST be reported to the Community Receptionist, and a record will be maintained by
the school.

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.

Appendix 1 — Manual handing poster

f rdin

All Hirers who provide activities for children and young people are required to indicate on the

Hire Agreement that they have a Child Protection Policy in place and must produce an up-to-date copy
to the school, along with proof that their staff hold a DBS. Please read the school’'s safeguarding policy
https://www.cantell.co.uk/community-facilities/documents/.

Complaints Procedure

In the event of a Hirer being dissatisfied with the facilities or service, the school will investigate the

situation in line with the Complaints Policy. Complaints should be reported in the first instance to the
Receptionist or Community Receptionist, who will endeavor to provide reactive assistance wherever
possible. If the complaint requires further action, it will be referred to the School Business Manager.

Insurance

The school is insured to hire the premises; however, each Hirer should be certain that they have
adequate Public Liability Insurance in place to cover their activities and all participants. Full details are
contained in the Conditions of Booking and Hire document. If the Hirer does not hold Public Liability
Insurance, then they must complete a disclaimer to verify this and accept they cannot hold the school
financially responsible in the event of an accident or incident that has taken place.

CCTV cameras are installed within the School and please ensure you have read the Data Protection
policy https://www.cantell.co.uk/community-facilities/documents/.

We use CCTYV 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


https://www.cantell.co.uk/community-facilities/documents/
https://www.cantell.co.uk/community-facilities/documents/

Letting charges from 01 September 2026-31st August 2027

All Charges are for one hour and are exclusive of VAT

Lower Summer Upper Band Summer Band
Area Band Band 1st September 1st July - 31st
September July - 31st 2026 August
2026 August (Minimum) (New Hirers
(New Hirers Only)
Only)
Assembly Hall 24.00 42.00
Badminton court 13.00 14.00
Classroom 11.00 22.00
Music Room 12.00 20.00
Meeting Room 18.00 27.00
Dance Studio 18.00 27.00
Drama Studio 18.00 27.00
Sports hall 36.00 48.00
Gym 26.00 38.00
Hard Court 17.00 30.00
Hard Court half 11.00 20.00
Tennis Court 11.00 15.00
3G Pitch 65.00 45.00 80.00 60.00
3G Pitch Half 40.00 32.00 60.00 40.00
3G Pitch third 30.00 22.00 45.00 30.00
Grass pitch (9 x9) 20.00 30.00
Tiered seating 35.00 40.00
Tiered seating half 20.00 25.00
AV Training and Balcony 30.00 40.00

area

Lower Band charges are for Youth groups, not for profit Community groups and charities.

Upper Band Charges are for Commercial Lettings and maybe open to negotiation.

The School will have final authority over which Band a letting is placed into.




Appendix 1

Lift safely

2. The lift 3.Don’t

MG/SB

1. Stop, think

'ﬂ Consider the gize, shapa
and weight of the load

ﬂ- Are there aids to help me?
&) Where is the load going?

@) Are there obstacles?

Kaep distances to a minimum

Prepare the araa
(remove trip hazards)

Test the load

Feet apart

Leading leg slightly forward
Hips and kneas relaxed

Firm hold from below

Lead with your head as you lift

Keep movement smooth
Keep load close to your body

Reverse the procedure when
lowering the load

0 Jerk
€@ Overstretch
Q) Twist

€) Lift loads which
are ton heavy

Ask for help
if required.




