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Russian School and Choir in Guildford

[bookmark: _heading=h.zwkhk67uyrl]TERMS AND CONDITIONS OF HIRE AND USE OF PREMISES
[bookmark: _heading=h.bjfur23a6bzf]Saturday Use of St Joseph’s Catholic Primary School
Academic Year: 2026–2027
[bookmark: _heading=h.dsrw7mo7eg0g]1. Our Learning Facility
Organisation: Russian School and Choir in Guildford (RSCG)
Venue: St Joseph’s Catholic Primary School
Address: 155 Aldershot Road, Guildford, Surrey, GU2 8YH
School Telephone: 01483 888401
RSCG Representative: Natalia Hagelina
RSCG Telephone: 07526892379
RSCG E-mail: educationforeu@gmail.com
St Joseph’s School Contact / Premises Manager: Julie Galvin
Russian School and Choir in Guildford (RSCG) hires rooms and agreed facilities at St Joseph’s Catholic Primary School for educational activities on Saturdays.
RSCG staff, teachers, volunteers, pupils, parents, guardians and visitors must comply with these Terms and Conditions and with the reasonable instructions of St Joseph’s Catholic Primary School.
The use of the premises is restricted to the rooms, facilities and times agreed in the relevant hire agreement. RSCG must not access areas of the school that are outside the agreed hire arrangements.
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[bookmark: _heading=h.7vxj28ourr9l]2. School Premises and Access
1. The school premises remain the property and responsibility of St Joseph’s Catholic Primary School and must be treated with care and respect.
2. RSCG may only use the rooms and areas specifically agreed with the school.
3. Access to the school must be through the agreed entrance and in accordance with the school's security arrangements.
4. RSCG staff, teachers, volunteers and visitors must follow the school's signing-in/signing-out and visitor procedures where these are required.
5. Visitors must not enter restricted areas of the school without permission.
6. Keys, access codes, alarm information, fobs or other security arrangements must not be shared with unauthorised persons.
7. If RSCG is provided with keys or access devices, these remain the responsibility of the designated RSCG keyholder. Keys must not be copied, transferred or given to another person without prior agreement with St Joseph’s Catholic Primary School.
8. The person responsible for opening or closing the premises must follow the school's security and locking-up procedures.
9. The school may restrict or refuse access where there is a reasonable concern about safety, security, safeguarding, damage to property or non-compliance with the hire agreement.

[bookmark: _heading=h.9uax94b6u2za]3. Parking
1. Parking is permitted only in areas designated by St Joseph’s Catholic Primary School.
2. Drivers must take particular care around children and pedestrians.
3. Vehicles must not obstruct emergency access, fire exits, entrances, gates or other access routes.
4. Parents and visitors should not park in areas that are reserved for school staff or otherwise restricted.
5. RSCG accepts that parking is undertaken at the driver's own risk and that the school is not responsible for loss or damage to vehicles except where liability cannot legally be excluded.
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[bookmark: _heading=h.ggc8nj4icwmp]4. Care and Use of School Property
1. RSCG users must take reasonable care of the school's buildings, furniture, equipment and grounds.
2. School teaching materials, books, toys, computers, musical equipment or other property must not be used unless their use has been specifically agreed.
3. Furniture and equipment must not be moved unless necessary for the agreed activity and permitted by the school.
4. Any furniture or equipment that is moved must be returned to its original position before RSCG leaves the premises.
5. Nothing may be attached to walls, doors, windows, ceilings or furniture using tape, pins, nails, glue or other materials that could cause damage.
6. Glitter, confetti or other materials that may be difficult to clean must not be used unless specifically agreed with the school.
7. RSCG activities must not cause unreasonable noise, disturbance or damage to the school or neighbouring premises.
8. No vandalism, deliberate damage or inappropriate use of school property will be tolerated.

[bookmark: _heading=h.1rxi6z4sfvu4]5. Cleanliness and Waste
1. All rooms used by RSCG must be left clean, tidy and ready for the next authorised user.
2. Tables, chairs and other furniture must be returned to the condition and position in which they were found, unless otherwise agreed.
3. RSCG is responsible for removing rubbish generated by its activities or placing it in the waste facilities designated by the school.
4. Food waste must not be left in classrooms, corridors or other areas of the school.
5. Nappies and other personal waste must be removed or disposed of in accordance with the school's instructions.
6. RSCG must not use school cleaning materials or equipment unless this has been agreed.
7. Any additional cleaning required because of RSCG's use of the premises may be charged to RSCG in accordance with the hire agreement.
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[bookmark: _heading=h.j9gdz2sug0zh]6. Damage and Breakages
1. Any damage, breakage, loss or defect discovered during the Saturday session must be reported promptly to:
Julie Galvin – Premises Manager, St Joseph’s Catholic Primary School
and
Natalia Hagelina – RSCG Representative.
2. RSCG will take reasonable responsibility for damage caused by its staff, teachers, volunteers, pupils, parents, guardians or visitors.
3. Where RSCG is responsible for damage, the reasonable cost of repair or replacement may be charged to RSCG, subject to the terms of the hire agreement and applicable insurance.
4. Damage must never be concealed or left unreported.

[bookmark: _heading=h.b48ngbge8wco]7. Security and Closing the Premises
Before leaving the premises, the responsible RSCG person must ensure that:
· all RSCG activities have finished;
· all children and visitors have left or been collected;
· rooms are clean and tidy;
· furniture has been returned to its agreed position;
· rubbish has been removed;
· windows are closed;
· lights are switched off where appropriate;
· heaters and other equipment are switched off;
· taps are turned off;
· doors are properly closed;
· security and alarm procedures are followed where applicable; and
· the premises are left secure.
The school's published keyholder arrangements state that the keyholder's primary responsibility is the security of the premises and include responsibility for checking fire exits, emergency arrangements, first-aid equipment and cleanliness before securing the building.

[bookmark: _heading=h.z35uao1yhewl]8. Smoking, Vaping, Alcohol and Animals
1. Smoking and vaping are not permitted inside the school premises or in areas where prohibited by the school.
2. Alcohol must not be brought onto or consumed on the premises during RSCG activities unless specifically authorised by St Joseph’s Catholic Primary School.
3. Animals are not permitted inside the school premises except for recognised assistance/guide dogs or where specific prior permission has been given.

[bookmark: _heading=h.36hct45q99k5]SAFEGUARDING AND CHILD PROTECTION
1. RSCG recognises that St Joseph’s Catholic Primary School has a strong safeguarding and child-protection responsibility and that safeguarding arrangements apply to organisations using the school premises.
2. RSCG staff, teachers and volunteers must follow RSCG safeguarding procedures and must comply with the school's reasonable safeguarding requirements while using the premises.
3. Children must be appropriately supervised at all times.
4. Parents and guardians remain responsible for supervising their children when they are not directly participating in an RSCG activity under the supervision of an RSCG teacher or authorised adult.
5. Children must not be permitted to enter areas outside the agreed hire area.
6. RSCG staff and volunteers must not undertake their own investigation into a safeguarding concern.
7. Any safeguarding concern concerning a child must be reported immediately through the appropriate RSCG safeguarding procedure and, where appropriate, to a St Joseph’s Catholic Primary School Designated Safeguarding Lead.
8. St Joseph’s published safeguarding arrangements state that concerns about a child's welfare should be recorded and reported to a school DSL on the same day.
9. The school's published safeguarding information identifies the following school safeguarding personnel:
Designated Safeguarding Lead: Mr Tom Collins, Headteacher
Premises Manager: Mrs Julie Galvin.
10. Where a concern relates to the behaviour or conduct of an RSCG member of staff, volunteer or contractor, it must be reported through the appropriate safeguarding/allegations procedure without delay.
11. RSCG acknowledges that St Joseph’s Catholic Primary School may take appropriate action where safeguarding concerns arise from activities taking place on its premises.

[bookmark: _heading=h.yy1qs590iblw]FIRE SAFETY AND EMERGENCY PROCEDURES
1. RSCG staff responsible for Saturday activities must familiarise themselves with the school's fire safety arrangements before using the premises.
2. This includes knowing:
· the location of fire exits;
· the emergency evacuation routes;
· the designated assembly point;
· the location of fire alarms;
· the location of fire-fighting equipment;
· the location of first-aid equipment and AEDs; and
· the procedure for contacting emergency services.
3. Fire exits and escape routes must remain clear at all times.
4. Fire doors must not be wedged open or obstructed.
5. Fire-fighting and fire-detection equipment must not be misused.
6. Candles, naked flames and other sources of fire are prohibited unless specifically authorised.
7. In the event of an evacuation, all children, staff, parents and visitors must leave the building immediately and proceed to the designated assembly point.
8. RSCG teachers and responsible adults must supervise children during an evacuation and ensure that all children in their care leave the building safely.
9. The school's published keyholder arrangements specifically require the keyholder to know the location of fire exits, emergency facilities and first-aid equipment and to leave the premises secure at the end of the letting.

[bookmark: _heading=h.hwz3drhy8tny]FIRST AID, ACCIDENTS AND INCIDENTS
1. RSCG staff must familiarise themselves with the location of first-aid equipment and AED facilities provided by St Joseph’s Catholic Primary School.
2. Any accident, injury or significant incident occurring during RSCG activities must be dealt with promptly.
3. Accidents and incidents must be recorded in accordance with RSCG's procedures and, where required, reported to the school.
4. Serious accidents, injuries, safeguarding concerns or emergencies must be reported to the appropriate school representative as soon as reasonably practicable.
5. Emergency medical services must be contacted immediately where necessary.
6. RSCG must cooperate with St Joseph’s Catholic Primary School in relation to any investigation or reporting of an accident or incident occurring during the use of the premises.

[bookmark: _heading=h.be6t3zma8e0l]HEALTH AND SAFETY
1. RSCG is responsible for ensuring that its activities are conducted safely and appropriately for the age and needs of the children participating.
2. Activities must be suitable for the rooms and facilities hired.
3. RSCG must take reasonable steps to identify and manage risks arising from its activities.
4. Equipment brought onto the premises by RSCG must be safe, suitable and appropriately maintained.
5. RSCG must immediately report hazards, faulty equipment, damage or unsafe conditions to the school.
6. Corridors, stairways, entrances and emergency routes must never be blocked.
7. The number of people using each room must remain within the safe capacity agreed with the school.
8. St Joseph’s Catholic Primary School's published lettings arrangements require external use of the premises to comply with the school's safeguarding and health and safety requirements, including appropriate consideration of the number of users, instructor qualifications and the nature of activities.

[bookmark: _heading=h.qw2lz3cgrtif]VISITORS AND PARENTS
1. Visitors must comply with the school's access and visitor procedures.
2. Visitors must not enter areas of the school outside the agreed hire area.
3. Parents and guardians must supervise younger children and siblings who accompany them onto the premises.
4. Parents must not allow children to wander around the school without supervision.
5. Parents and visitors must follow instructions given by RSCG staff and St Joseph’s Catholic Primary School staff concerning safety, safeguarding and access.
6. Any person who is not authorised to be on the premises may be asked to leave.

[bookmark: _heading=h.jvet3rw9tjav]COMMUNICATION BETWEEN RSCG AND ST JOSEPH'S SCHOOL
St Joseph’s Catholic Primary School Contact:
Julie Galvin – Premises Manager
RSCG Contact:
Natalia Hagelina – RSCG Representative
All operational matters concerning the Saturday hire, including access, keys, rooms, cleaning, damage, safety and security, should be communicated between the designated representatives.
The school's official contact details are 01483 888401 and 	info@stjosephsguildford.com.	
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RSCG maintains insurance cover for its activities, subject to the terms, conditions, exclusions, limits and excesses of its current insurance policy.
RSCG policy provides cover for:
· Public Liability: any one claim or series of claims arising out of one occurrence, subject to the policy terms;
· Excess: Third Party Property Damage and Bodily Injury;
· Products Liability: NOT INSURED;
· Malpractice: NOT INSURED.
RSCG should ensure that its current insurance certificate and policy remain consistent with the activities undertaken at St Joseph’s Catholic Primary School.
St Joseph’s Catholic Primary School does not accept responsibility for loss of or damage to personal property brought onto the premises by RSCG staff, pupils, parents, guardians or visitors, except where liability cannot legally be excluded.
RSCG is responsible for ensuring that its activities, staff, volunteers and participants are appropriately insured in accordance with the hire agreement and applicable legal requirements.

[bookmark: _heading=h.t2fw5lkwniol]COMPLIANCE WITH ST JOSEPH'S SCHOOL POLICIES
RSCG acknowledges that the use of St Joseph’s Catholic Primary School premises is subject to the school's applicable policies and procedures.
In particular, RSCG will have regard to the school's:
· Safeguarding and Child Protection arrangements;
· Health and Safety requirements;
· Fire Safety and emergency arrangements;
· Lettings requirements;
· Visitor and site-security arrangements;
· Behaviour and conduct expectations; and
· other reasonable procedures communicated by the school in connection with the Saturday hire.
The school publishes its current safeguarding and other key policies on its official website.
Where there is a conflict between this RSCG document and a mandatory requirement of St Joseph’s Catholic Primary School, its hire agreement, or applicable law, the mandatory requirement will take precedence.
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By using St Joseph’s Catholic Primary School premises, RSCG staff, teachers, volunteers, pupils, parents, guardians and visitors agree to comply with these Terms and Conditions and with the reasonable instructions of St Joseph’s Catholic Primary School.
RSCG will work cooperatively with St Joseph’s Catholic Primary School to ensure that Saturday activities are conducted safely, respectfully and in accordance with safeguarding and health and safety requirements.
RSCG Representative: Natalia Hagelina
Signature: __________________________________
Date: ______________________________________
St Joseph’s Catholic Primary School Representative: Julie Galvin
Signature: __________________________________
Date: ______________________________________
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