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Terms & Conditions of Hall Hire at BEJSC 

 
Definitions 

 

Charity Means Bourne End Junior Sports Club (BEJSC), a registered charity. 

Premises Means any hall or space let to outside parties. 

Responsible 
Person 

Means Matthew Todd – Chairman of BEJSC. Contacted via 
office@bejsc.co.uk 

Terms and 
Conditions of 
Hire 

Means the Hire Conditions 

Register of 
Systems 

Means a register of all systems or contexts in which personal data is 
processed by the Charity. 

 
 
Purpose 
 
The purpose of this document is to provide information and guidance for all users of the 
sports hall and for the Trustees of Bourne End Junior Sports Club  
 
Agreements with the Charity for the hire of the Hall or any part thereof (“the Premises”) are 
subject to these Terms and Conditions of Hire (“the Hire Conditions”). 

Undertaking of the Hirer 

The Hirer undertakes to ensure that they have an understanding of the Hire Conditions for 
the time being in force. 

Supervision by the Hirer 

The Hirer undertakes to be present, or arrange for sufficient and appropriate adult 
representatives to be present, throughout the hiring to ensure compliance with the 
provisions and stipulations contained or referred to in these Hire Conditions and any 
relevant licenses. 

Responsibility of the Hirer 

The Hirer shall be responsible during the period of hire for:- 

 Being familiar with, and complying with, the guides provided for the use in and 
around the Hall and Premises 

 Ensuring that the Premises are kept secure for the duration of the hire 
 Supervision of the use of the Premises and the care of its fabric and contents 
 Ensuring that the purpose and conduct of the hire does not disrupt the use of any 

other room hired by other persons 



 Ensuring that the Premises (including foyer, kitchen, kitchen appliances and toilets as 
appropriate) are left clean and tidy with rubbish removed (or placed in provided bins) 
from the site at the end of the hire 

 Ensuring that all equipment, chairs and tables have been returned to their storage 
positions safely, the Premises are cleared of people, all lights switched off, and the 
building secured, except for any facilities or room or public area in use by another 
continuing hire 

 Ensuring that any temporary fittings and fixtures comply with Health and Safety 
guidance, and in particular ensuring that any temporary fittings and fixtures used are 
not a fire hazard 

 Ensuring that any equipment or electrical appliances brought onto the Premises and 
used there shall be certified safe and in good working order, and used in a safe 
manner 

 Ensuring that no animals (including birds), except assistance dogs are brought into 
the building, without prior written permission of the Trustees on the occasion of a 
special event or hire agreed to by the Charity 

 Ensuring that NO animals whatsoever enter the kitchen at any time 
 Ensuring that no Barbeques, LPG appliances or highly flammable substances are 

brought onto the Premises at any time 
 Ensuring that they and their attendees recognise the fact that the Premises are 

situated in a residential neighbourhood and conduct themselves accordingly by, for 
example, taking care not to slam car doors, especially late at night, and not playing 
music or making other sounds at inappropriate levels 

Bookings which may be refused 

The Hall booking administrator, on behalf of the trustees, has the right to refuse any booking 
for whatever reason, including concern over potential noise levels and other nuisances 
especially to neighbours. 

If a booking in one hall involves children or vulnerable adults such that a safeguarding policy 
is required booking administration may refuse a booking in the rooms on safeguarding 
grounds. 

Cancellation 

 No charge if cancelled 1 week or more before a booking 
 50% of booking charge is due if cancellation is between 1 week and 3 days before a 

booking 
 100% of booking charge is due if cancellation is 2 days or less before a booking 

 
Payment terms 

1. For a single booking, payment is due before the event. 
2. For any single booking open to the public, which covers its costs by ticket sales or 

other fund-raising activities at the event, payment is due 30 days after the event. 
3. When an event, open to the public and covering its costs by ticket sales, requires 

additional bookings for rehearsal or setup time, then payment for those additional 
bookings is not due until 30 days after the final fund-raising event. 

4. For regular bookings, payment is due 30 days after each event, 
 
 



Deposit 

Generally, deposits are not taken as payment is made in full at time of booking. See 
cancellation policy for refund levels. 
 
If the hall is not left in an acceptable state, the costs to clean or repair will be invoiced to the 
hirer and payment is required in full within 30 days. 

Fire Regulations 

The hall is equipped with an automated fire alarm system and fire fighting apparatus is 
positioned at strategic points throughout the premises. The Hirer shall: 

 Ensure that the “Emergency Exit” signs are kept illuminated 
 Ensure that the Fire Brigade is called to any outbreak of fire, however slight, and 

details given to the Charity 
 Prior to the start of an event indicate the fire exits and Evacuation Meeting Place to 

the persons attending the event 
 Ensure that all fire exits in the hall or room they have booked are kept clear at all 

times 
 Ensure that the relevant hall lobby and foyer entrances are not blocked with items 

such as buggies, wheelchairs or mobile scooters 
 Ensure that the lift is not used in the event of a fire. 

 

The Evacuation Meeting Place is at the corner of the Car Park next to New Road and 
opposite to the Entrance. No person should block the entrance from New Road to the car 
park as the Fire Brigade will need to access the premises via this route. No person may re-
enter the Hall without the permission of the Fire Brigade. 

Use of Premises 

The Hirer shall not:- 

 sub-let or use the Premises for any purpose other than that described when booking 
 use the premises or allow the Premises to be used for any unlawful purpose or in any 

unlawful way 
 do anything or bring onto the Premises anything which may endanger the Premises 

or render invalid any insurance policies in respect thereof 
 allow the use of drugs on the Premises 
 allow smoking in the Premises or in the vicinity of the entrances. 

Car Parking 

Vehicles are parked at owner’s risk and may be parked only in the marked spaces. The 
space at the side of main entrance to the hall is reserved for emergency vehicle use but 
may be used temporarily for unloading. 

Disabled spaces are provided for authorised blue badge holders only. 

 



Compliance with legislation relating to children or vulnerable adults 

For all bookings involving children or vulnerable adults, except private parties where the 
Hirer is a family member, the Hirer is required to have their own safeguarding policy and 
must ensure that those who work with young people or vulnerable adults hold a current DBS 
certificate. 

The Hirer shall ensure that any activities at the Premises for children or vulnerable adults 
comply with current legislation in that regard and that only fit and proper persons have 
access to children or vulnerable adults.  Child Protection Policies in use by the Charity are 
available upon request but remain the responsibility of the Hirer. 

Indemnity 

The Hirer shall indemnify and keep indemnified each of the Trustees of the Charity and their 
employees, volunteers, agents and invitees against: 

 the cost of repair of any damage done to any part of the Premises including the 
curtilage thereof or the contents of the Premises 

 against all actions, claims, and costs of proceedings arising from any breach of the 
Hire Conditions 

 all claims in respect of damages, including damage for loss of property or injury to 
persons, arising as a result of the use of the Premises (including the storage of 
equipment) by the Hirer 

 

As directed by the Charity, the Hirer shall make good or pay for all damage (including 
accidental damage) to the Premises or to the fixtures, fittings or contents and for loss of 
contents 

Insurance 

The Hirer is responsible for ensuring that any catering company or operator hired to bring 
equipment such as bouncy castles onto the Premises has relevant and appropriate 
insurance, which shall include public liability insurance. 

Commercial hirers must provide Public Liability insurance (£5,000,000 minimum indemnity). 

Accidents and Dangerous Occurrences 

The Hirer must report all accidents involving injury to the public to the responsible person 
named above as soon as possible, and complete the relevant section in the Charity’s 
Accident Book. The hirer shall ensure the appropriate medical assistance is sought, or an 
ambulance is called. 

Any failure of equipment, either that belonging to the Charity, or brought in by the Hirer must 
also be reported as soon as possible. 

 



Stored equipment 

The Charity may provide storage space for regular users and may charge a deposit for the 
use of a key to these storage spaces, if space is available.  These keys remain the property 
of the Charity, and, on request, must be returned to the Charity. 

The Charity accepts no responsibility for any stored equipment or other property brought 
onto or left at the premises and all liability for loss or damage is hereby excluded. All 
equipment and other property, other than that stored on the premises by agreement, must 
be removed at the end of each hiring or storage period. The Charity may dispose of any 
such items 7 days thereafter at its discretion, by sale or otherwise on such terms and 
conditions as it thinks fit, and charge the Hirer daily storage fees and costs incurred in 
storing and selling or otherwise disposing of the same. 

No alterations 

On request, Hirers must produce a certificate that temporary fittings are not a fire hazard. 
No Blu-tack, drawing pins, adhesive tape or similar may be used, without prior agreement. 

No other alterations or additions may be made to the Premises, and no fixtures may be 
installed, or placards, or other articles be attached in any way to any part of the Premises 
without the prior written approval of the Charity. 

Interruption of Regular Bookings 

If a Hirer is a regular weekly user, the Charity reserves the right to cancel all, or part of, 
certain bookings. Such cancellations shall not occur more than once a month, and at least 
two weeks’ notice shall be given of such cancellation by the Charity. 

The Hirer can choose to receive a refund on the cancelled booking or receive credit against 
future regular bookings. 

Cancellation by the Charity 

The Charity reserves the right to cancel a hiring by written notice to the Hirer in the event of 
a national emergency, or similar force majeur situation that requires the Premises to be 
closed, or if the Charity reasonably consider that: 
 

 such hiring may lead to a breach of these hire conditions, or other legal or statutory 
requirements, or 

 unlawful or unsuitable activities may take place at the Premises as a result of the 
hiring, or 

 the Premises have become unfit for the use intended by the Hirer 
 

In any such case the Hirer shall be entitled to a refund of any deposit or booking fees 
already paid, but the Charity shall not be liable for any resulting direct or indirect loss or 
damages whatsoever. 

 



Acceptance 

These Terms and Conditions will have been made available to the Hirer at the time of 
making the booking by either electronic means or a physical copy.  By proceeding with the 
booking the Hirer is deemed to have accepted these terms and conditions. 

  



 

 

Covid Specific Rules and Guidance 2021 - Hall Users  

We need to put in place procedures to protect hall users and to protect the hall from users. 

Entering and leaving the building 

 

 

 

 Hall users should enter the building via the left hand side doors, marked Entry 

 Hall users should EXIT the building via the right hand side doors, marked Exit 

 If you must wait in the area marked        1    then we request that face coverings 

are worn at all times 

 There are hand washing and drying facilities in the downstairs toilet facility 

 We also request the use of the hand sanitiser, located at the entrance, when 
entering the building 

 

  

Entry Exit 

1 
✓ 



 

Indoor Areas (inc 1st Floor Facilities) 

 

Use of Lobby Area 

If people or parents/guardians are congregating in the lobby area and the number of people 
exceeds 6, we ask that you politely request them to wait outside or in their vehicles. 

Whilst in the lobby area, we require the wearing of face coverings. 

Use of Main Hall 

Sporting Activities 

Each section leader or hall hirer (3rd party or E-Act Academy) must take the relevant steps 
to carry out sport specific restrictions as advised by the sports governing bodies. 

As at the 22/09/2020 the guidance relevant to the use of the hall is as follows: - 

 

 Limits on the number of people you can see socially have changed. When meeting 
friends and family you do not live with (or have formed a support bubble with) you 
must not meet in a group of more than 6, indoors or outdoors. This is against the 
law and the police will have the powers to enforce these legal limits, including to 
issue fines (fixed penalty notices) of £200, doubling for further breaches up to a 
maximum of £6,400. 

There are exceptions where groups can be larger than 6 people. These include: 

 for work, or the provision of voluntary or charitable services 

https://www.legislation.gov.uk/uksi/2020/684
https://www.legislation.gov.uk/uksi/2020/684


 

 registered childcare, education or training 

 supervised activities provided for children, including wraparound care, youth groups 
and activities, and children’s playgroups 

 elite sporting competition and training 

 exercise classes, organised outdoor sport or licensed outdoor physical activity, and 
supervised sporting activity (indoors or outdoors) for under-18s 

 indoor organised team sports for disabled people 

Where a group includes someone covered by such an exception (for example, someone 
who is working), they are not counted as part of the gatherings limit. This means, for 
example, a tradesperson can go into a household of six without breaching the limit, if they 
are there for work. 

The guidance advises a minimum of 100sq feet per person for an indoor activity. The main 
hall measures 5160sq feet. We are limiting the number of users in the hall to 30 (U18’s 
sessions only). Adults must remain under the rule of 6 whilst engaging in sport in the hall. 

Please follow the guidance on the posters around the hall and as shown in this document. 

To comply with these steps section leaders and sports hall hirers are required to carry out 
the following: 

 At the start and end of each session the door handles and edges of doors to be 
cleaned with sanitising wipes. 

 All equipment such as badminton posts, goal posts, table tennis tables must be 
cleaned at the start once put in position, and at the end once replaced in the 
storeroom after each session 

 Guidance from Governing Bodies of sports must be adhered to at all times and 
these are included in the attached Appendices 1 to 7 

 Recommendation is for small groups to participate in training separated from each 
other and other small groups to at least 2 metres 

 No competitive sports should be played where close frequent or prolonged physical 
contact is likely to occur 

 Wherever practicable open external doors to increase ventilation – BUT ENSURE 
they are closed properly and wiped down after use 

 MAINTAIN A RECORD OF USERS WITH CONTACT NUMBERS 

All cleansing wipes must be placed in bins provided and participants should clean 
their hands with gel provided. 

Use of John Clinton Room 

At the start and end of each session the door handles and edges of doors to be cleaned 
with sanitising wipes. 

 Distancing rules must be applied when using this space for both personal or group 
training purposes 

 Distancing rules must be applied when using this space for meetings 



 

 Exercise sessions must comply with latest guidance of appropriate distance 
between participants 

 All exercise mats must be cleaned before & after each use 

 All door or chair handles and tables must be cleaned before and after use. 

All cleansing wipes must be placed in bins provided and participants should clean 
their hands with gel provided. 

Use of Kitchens  

 Kitchen areas are to remain closed for the foreseeable future and cannot be used for 
food or drinks preparation.  

Use of Toilets & Showers  

 Both male & female shower areas on the first floor will be closed for the foreseeable 
future as shown in picture above by  

 Both male & female toilet facilities on the first floor will be closed for the foreseeable 
future as shown in picture above by.  

The disabled, general use & baby changing toilet facility on the ground floor will remain 
accessible and cleaning regimes will be increased by the building manager / caretaker 

throughout the day. This area is marked on the plan by a ✓. 

 

  



 

COVID-19 Contamination 

In the event of a confirmed or suspected case of a staff member, volunteer, club member, 
visitor or hirer the following procedures must be followed: - 

 The hall, facilities and all contact points such as handles, handrails and the like must 
be cleaned with a normal household disinfectant as this will reduce the risk of 
passing the infection on to other people 

 This deep clean should be undertaken using gloves, masks and aprons, which 
should be double bagged and stored securely for 72 hours before being disposed of 
as per the waste rules below 

Waste 

Waste from litter bins and cleaning of areas (including disposable cloths and tissues):  

 Should be put in a plastic rubbish bag and tied when full.  

 The plastic bag should then be placed in a second bin bag and tied.  

 Waste should be kept away / locked away from children 

 It should be put in a suitable and secure place and marked for disposal 

 
 
  



 

Appendix 1 – BEJSC Hall Poster 
 

 



 

Appendix 9 – Risk Assessment 
 

 

 

Company name: BEJSC (Bourne End Junior Sports Club)          Assessment carried out by: Matthew Todd 

Date of next review: 01/11/2021                 Date assessment was carried out: 01/04/2021 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Contact with 
others 

Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Referring to 
sporting bodies for 
each section 

1. Provide information 
posters and advice 
2. Provide sanitising 
station(s) 
3. One way system for 
entry and exit 

All 08/06/2020 08/06/2020 

Contamination of 
Sports 
Equipment 

Members, 
leaders, 
coaches, 
helpers, staff 

Restricting use of 
equipment  

1. Ensure participants 
use only their own 
equipment 
2. Equipment is cleaned 
after each use 

Members, 
leaders, 
coaches, 
helpers 

08/06/2020 08/06/2020 

Waste Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Separate bins for 
general waste and 
cleansing wipes 
and cleaning 
products 

Daily emptying of 
cleansing wipes bins & 
remote storage until 
collection 

Hall Manager 08/06/2020 15/06/2020 

Risk assessment template - Coronavirus 
 

 



 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Drop Off / 
Collection of 
members 

Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Reduce access by 
encouraging 
parents / users to 
only access the 
hall if using the 
facility 

Restrict waiting in 
entrance / lobby area to 
10 minutes. Use a one-
way system for entry and 
exit 

All hall users, 
parents and 
carers 

25/07/2020 21/07/2020 

Use of Kitchen 
Facilities 

Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Close kitchen 
areas 

None, ensure kitchen 
area cleaning is 
maintained 

Hall Manager 25/07/2020 21/07/2020 

Facilities Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Close shower 
rooms, upstairs 
toilets 

Maintain access to 
downstairs toilet, disabled 
and baby changing 
facilities and increase 
cleaning frequency to 
between 2 and 3 times a 
day depending on hall 
usage 

Hall Manager 25/07/2020 21/07/2020 

Ventilation Members, 
leaders, 
coaches, 
helpers, visitors, 
staff 

Advising users to 
open external 
doors 

Provide wedges to prop 
non fire doors open to 
minimise contact and 
increase ventilation 

Members, 
leaders, 
coaches, 
helpers 

01/09/2020 22/09/2020 

       

       

 


