
01st September 2024 

 

Hire Agreement and Terms and Conditions 

Details of person booking the venue 

Full name:  

Full address:  

Telephone number:  

E-mail address:  

Details of person using the venue 

Full name:  

Full address:  

Telephone number:  

E-mail address:  

Invoice to be sent to 

Full name:  

Full address:  

Telephone number:  

E-mail address:  

Enter registered charity 
number here if applicable: 

 

Type of event: 

 

 

Date(s) requested: 

 

 

Time(s) requested:  

  

Facilities requested: 

 

 

Number of People  

Cost Agreed: £  
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Conditions of use 

• Ensure that all equipment is returned to where it was found. 

• It is the hirer’s responsibility to check all equipment before use and only allow use of equipment in a safe 
manner. 

• Report any damage of equipment to the Leisure Centre Operations Manager. 

• No responsibility can be accepted for misuse or incorrect use of the equipment. 

• Hirers are responsible for checking that the facilities are in a safe condition. 

• Hirers are responsible for their own child protection arrangements taking into account that the facility may 
be in shared use at the time of hiring. 

• Report any health and safety or fire incidents to a member of staff. 

• Please leave the area as you would expect to find it. 

• Put general waste in bins provided. 

• In the event of the area requiring extra cleaning and/or damage to the area after use, a charge may be 
levied. 

• The standard hire fee will be charged if there is a no show on any of the dates agreed. 
 
Fees 
 
The hirer will pay for the hire by: (please circle) 

 

Invoice                        Card                   Cash                  Cheque      
                                       
Fire safety information 

The event organiser is responsible for fire prevention and ensuring that all users are made aware of the actions 
to take in the event of a fire.  They should familiarise themselves with the room’s fire alarm call point 
locations, fire exits, extinguishers and the assembly point. You may also be issued with other relevant 
documentation, e.g. health and safety policies. 

 

• Smoking is not permitted within the building(s). 

• Combustible materials are to be kept away from sources of heat and ignition. 

• Fire doors are to be kept closed at all times unless in the event of an emergency. 

• Emergency exits are to be kept clear at all times, and normal lighting to escape routes should be switched 
on throughout the occupancy. 

• Defective electrical or gas fired equipment must be taken out of use immediately. 

• Please report faulty equipment to a member of our staff. 

• Please obey signage which tells you to switch off certain lights, heaters and appliances before closing up. 
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HIRE CONTRACT & TERMS AND CONDITIONS  

 

The use of facilities at the School/CLS is permitted only upon the following conditions: 

 

General Conditions: 

 

1. Application is to be made on the form and submitted to the Lettings Manager at least fourteen days in advance 
of the planned hire to enable the school to make the appropriate checks and to ensure adequate staffing is in 
place.  

 

2. The person signing the “Hire Form” is deemed to be ‘the Hirer’ and is responsible for: 
 

a.  The payment of all charges in relation to the hire, including VAT charges  

b.  Showing evidence of appropriate insurance cover for the hire. 

c.  Reporting any accident or damage  

d.  Confirming to the School Keeper/CLS staff that all attendees have left  

    the premises before departing the site. 

e.  Leaving the facilities clean and tidy with all rubbish cleared and  

    bagged up at the end of the hire with all equipment returned to its  

    correct storage. 

 f.  Identifying on the application form and to the School Keeper/CLS staff 

 on the day, a nominated “contact” for emergencies. 

 

3. The Hirer is to be aged 21 years or over. 
 

4. The Hirer agrees that all requirements relevant to the lettings will be complied with (including obtaining any 
necessary licence) and that all personnel employed by the Hirer or involved in the activity concerned will be 
advised of these conditions. 

 

5. The hiring individual must be always present. If this is not possible then someone responsible representing the 
hirer should be appointed with their contact details made available to CLS. 

 

6. The Hirer accepts fully responsibility for any damage to or theft of School/CLS property occurring during the 
period for which the premises are hired. 

 

7. Any additional cleaning undertaken by the School/CLS staff which, in the opinion of the officers of the 
School/CLS, occurs as a result of the hiring and outside the scope of the agreed hire charge, will be charged to 
the Hirer at the appropriate rate. 

 

8. The School/CLS accepts no liability for the loss of personal property brought into or left in the premises during 
the letting. 
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9. The School/CLS is a non-smoking/vaping environment. The Hirer, and those using the school premises under 
the same letting agreement, must respect this policy. If any damage is caused to School/CLS property as a result 
of smoking, the Hirer will be liable for any appropriate charge to repair that damage. 

 

10. The School/CLS is responsible for ensuring that the means of access or egress are safe for the use of the Hirer 
and that School/CLS plant or equipment used by the Hirer is safe. It follows therefore that if the Hirer discovers 
a hazard in regard to access to School/CLS premises or the equipment to be used he/she should take action to 
make the School/CLS site supervisor on duty aware of the hazard. 

 

11. The Hirer agrees that no equipment will be used without approval and that the installation of the Hirer’s 
equipment will be carried out by competent personnel. PA/Loud Haler systems are not permitted without prior 
permission.  Electrical equipment must carry a current PAT test label. 

 

12. The Hirer accepts that he/she should familiarise himself/herself with the position of telephones, escape routes, 
fire alarms and fire-fighting equipment. Notices regarding the procedures in relation to action in the event of 
fire should also be studied and the information disseminated. The Lettings Manager will advise if required to do 
so. 

 

13. The School/CLS accepts no responsibility for loss, damage, accident or injury to persons or property. The hirer 
shall indemnify the School/CLS against all loss and damage to property and equipment and injury or death of 
people along with all claims, actions and liabilities arising from the use of the premises by the Hirer apart from 
claims and actions arising through the negligence of the School/CLS, its servants or agents. The Hirer is to take 
appropriate insurance cover for this responsibility and a copy of the insurance cover to be given to CLS prior 
to the hire. 

 
Specific Conditions: 

 
14.  Safeguarding Policy   

 
The School/CLS reserves the right to refuse permission for use of the premises if the Hirer does not produce the 
Safeguarding Policy / DBS for the third-party hirer, as well as your company Safeguarding Policy/DBS. This should 
include the name and contact details of your Designated safeguarding Lead. 
 
If during the hirer’s use of the premises, there is any allegation or incident the hirer must without fail report it to 
CLS/School. 
 
All hirer’s must meet the expectations in “keeping children safe in out-of-schools setting” 
https://www.gov.uk/government/collections/keeping-children-safe-in-out-of-school-settings. In the event of an 
incident, CLS will follow its own safeguarding policy and will inform the designated safeguarding officer.  
 

15.  Cancellation Policy: 
 

 The School/CLS reserves the right to refuse permission for use of the premises and to cancel   

permission to use the premises at any time for any reason the School/CLS  deem necessary or if it           requires 
the premises for another purpose, or if any damage has been caused to the premises or there have been breaches 
of law. No compensation shall be paid to the hirer or any other person for this type of cancellation. Any fees 
paid will normally be returned unless the cancellation is due to damage, breakage or cleaning. 

 

Long Term Hire Contracts: On termination of the existing hire, either party (Hirer/Colfe’s School) must be 
given a minimum of four months notice. 

 

https://www.gov.uk/government/collections/keeping-children-safe-in-out-of-school-settings
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Short Term Hire Contracts: Short term, ad hoc hires are required to provide a minimum of 1 weeks’ notice, 
or the full hire fee will be chargeable. 

 

16. Risk Assessment: The Hirer must provide copies of their own Risk Assessments (forms available from CLS) 
to the Lettings Manager and the Hirer’s operational manual for long term bookings. 

 

17. Admission Charges: The Hirer must indicate on the application form the admission charge, if any, they intend 
to make to their event and that any requisite licence has been obtained. 

 

18. Publicity: Publicity for hire events (e.g. posters on notice boards, leaflets etc) may not be displayed at the 
Colfe’s site or elsewhere without prior permission and approval of the Lettings Manager. The use of the Colfe’s 
School logo must not be used on any publicity without prior written consent.  

 

19. The School Keeper/CLS Duty Officers/Managers are authorised representatives of the School/CLS and 
they are empowered to enforce the conditions of hire and to refuse entry to or require persons to leave the 
premises. 

 

20. Alterations to the building structure, services or furnishings or the erection of additional stage, scenery or 
curtaining may not be made without permission from the Lettings Manager. The installation of any curtaining 
material and scenery must be non-flammable. 

 

21. Emergency Procedures: The Hirer and their appointed “contact” will be given an emergency procedures 
handout for their hire. This information, especially the means of escape arrangements, must be adopted by all 
attendees. 

 

22. Pianos: No movement of pianos may be made without the consent of the Lettings Manager and must only be 
carried out by professionals, the costs of which will be borne by the hirer. 

 

23. Furniture: If the Hirer requires the use of School/CLS furniture, e.g. chairs, nets, desks, this must be discussed 
at the initial planning meeting with the Lettings Manager. The Hirer is responsible for ensuring that any items 
used are stored safely before leaving the School/CLS premises. 

 

24. Security: The Lettings Manager will agree an end time for the hire. This must be strictly adhered to as the CLS 
Duty officers/School Keepers will close and alarm the facilities promptly. 

 

25. Gym Equipment: If the Hirer requires the use of gym equipment, they must ensure suitably qualified 
supervision is in place throughout the hire, with copies of the qualification certificates provided to the Lettings 
Manager prior to the hire. 

 
26. Neighbours: The Hirer must ensure that all persons using the premises show consideration for the residents 

living near to the School/CLS by keeping the noise levels to a minimum before, during and after the hire, both 
inside and outside the School/CLS and when parking in streets near to the School/CLS. The school cannot 
perform any building works or noisy activity outside of 0800-1800 Monday to Friday, 0800-1300 Saturday, 
therefore if the hire goes beyond these times consideration for neighbours must be applied. 

 

27. Glass, bottles, cans: No glass, bottles or cans should be taken inside or outside the School/CLS without the 
express permission of the Lettings Manager. 

 

28. Items brought in: The Hirer will ensure all items brought in for use are to health and safety standards i.e., 
tested using IEE regulations. 
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29. Accident reporting: The Hirer will ensure that all accidents on site are recorded and reported to CLS Duty 
officers/School keeper. 

 

30. Misuse:  The Lettings Manager will raise any concerns of misuse with the Hirer. The agreement will be cancelled 
if three such warnings are issued.  

 

31. Health & Safety:  The Hirer’s attention is drawn to the Colfe’s School/CLS Health and Safety Policy & Hires 
Policy.  Copies of these policies are obtainable from CLS. If clarification of this or any other point is required, 
the hirer is advised to contact the Lettings Manager before entering any written hire agreement. 

 
32. Insurance: Do you/your organisation have Public Liability Insurance?   Yes / No. 

If yes, please supply a copy of your PL insurance certificate. 
 

 

 

I confirm I understand and agree to the Conditions of use, Fire safety information, Terms and conditions 
including Safeguarding and Cancellation policy. 

 

 

Signature of person booking the 
venue: 

 

Date:  

 

Booking confirmed by: 

 

Date:  

 


