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· Mill Lane Community Primary School Hall is available for hire to groups and is primarily suitable for recreation, leisure and sport activities. 

· The area available for hire comprises of the Mill Lane Community Primary School Hall (including secure front entrance and toilets). Other areas of the school including the kitchen, classrooms and outdoor space may be available to hire at the School’s discretion and for an additional charge.    

· Chairs and tables for use in the hall are available, upon request.

· The hall is available for hire during term time only and at the School’s discretion during the school holidays and weekends. Availability commences from 5.30pm and no activity may continue after 10pm, except by prior arrangement.

· The School’s Governors are ultimately responsible for the hire of Mill Lane Community Primary School Hall. 

· Booking procedures are made via the school office with written confirmation made via email.

· The School Administrator will manage all bookings, contact the Hirer and ensure all necessary provisions are made prior to the letting.

· The Hirer must be aged 21 or over and must be present and in charge during the entire period of the letting. 

· At the end of the hired period, the Hirer is responsible for ensuring that all members of the public have vacated the building, all lighting and taps are turned off, all windows and doors are closed, lockable doors are locked and that the premises is left in a clean and tidy condition.

· Letting agreements must be signed and returned to the School Administrator before commencement of the first hire period.

· The Hirer is responsible for making good any damage to the premises or equipment arising in connection with the period of hire. Any damage must be reported to the School Administrator within 24 hours.

· The School will provide hirers with a contact number in case of any problem/query.

· Times of entry and departure will be agreed at the time of booking. Hirers must not deviate from the agreed booking period.

· At the School’s discretion, the Hirer may be provided with a key to the premises and will be required to sign the School’s Key Holder Agreement.

· The Hirer is responsible for opening and locking up the school building and is also responsible during the period of hire for restricting access by unauthorised persons to the school building.

· Hirers of the hall will ensure that suitable footwear is worn for the duration of the letting.

· The Hirer shall not infringe any copyright. No event shall be held which is likely to cause a public nuisance.

· The Hirer is not permitted at any time, to sub-let the premises to any other person or organisation.

· The School may refuse bookings without giving a reason or cancel bookings at short notice for reasons beyond its control without incurring any liability for loss.

· The Governors will review the Terms of Agreement annually and users of the hall will be informed of any changes.

· Please note that Mill Lane Community Primary School Hall and the entire school premises are a no smoking facility. Non-adherence to this policy will result in the cancellation of future bookings.


Charges

· Invoices will be sent in monthly in arrears via Oxfordshire County Council.

· Payment is due on presentation of the invoice.

· Non-payment will result in the cancellation of the letting.

· 7 working days’ notice must be given when cancelling a booking. Notice must be provided via email to the School Administrator. Hirers who fail to provide notice in accordance with these terms will incur a full hire charge for the cancelled booking.


Health and Safety

· In the event of a fire or lockdown, the emergency evacuation procedures are clearly displayed within the building. The Hirer is responsible for ensuring all visitors to the site are aware of these procedures.

· In the event of a fire, the Hirer will be responsible for checking that all persons have evacuated the building and that all fire doors have been closed. The Hirer is also responsible for contacting both the emergency services and the School Administrator.

· Regular hirers of the hall will do two fire drills per year, in September and March, and submit written records to the School.  The School will provide the relevant forms. 

· If the Hirer brings electrical equipment on site, then they must ensure that it has been appropriately PAT tested.

· The Hirer of the hall will provide their own first aid kit and the School and its governing body accept no responsibility for accidents caused during the letting. The School will not provide first aid cover.

· The School will ensure that the hall and equipment is in a safe condition for all users.

Insurance

· The Hirer will be liable for damage caused to the premises during the period of the letting. 

· The Hirer must hold Public Liability Insurance to the value of a minimum of £5 million. A copy of the certificate and a summary of what the policy covers must be provided to the School prior to the start of the hiring.

· In the event that the Hirer cannot provide the requested Public Liability Insurance documentation or, in the view of the School, the policy does not provide adequate cover, the School will take out Third Party Hirers’ Insurance on behalf of the Hirer and will recharge the cost as part of the letting fee. The cost of this insurance will equate to 10% of the hire charge.

· The School and its Governors accept no responsibility for the loss or damage to any property brought onto the premises.






Safeguarding

· The Hirer is responsible for ensuring that all staff and volunteers providing or offering any services to children, work to the standards outlined through the publication and guidance ‘Keeping Children Safe in Education’ and are familiar with and agree to follow the expectations of both this guidance and the local area’s procedures produced through the Oxfordshire Safeguarding Children Board.

· The premises shall not be used for any purpose or event which does not uphold fundamental British values as defined within the Counter-Terrorism and Security Act 2015.  The Hirer will not seek to express or allow any individual in their organisation to express radical or extremist views. 

Equal Opportunities

· The premises are available to hire by all users from the local community and surrounding areas. It is not the policy of the School and its governing body to discriminate directly or indirectly against anybody on the grounds of race, gender, sexual orientation, age, disability, religious or political beliefs or marital status.



Agreement of Terms

I have read and agree to the terms set out in the policy and will ensure they are adhered to at all times. 

I agree to be responsible for making good any loss or damage to the premises or equipment resulting from any hiring and will ensure that the premises are kept in good order.

I have enclosed a copy of our organisation’s Public Liability Insurance certificate and a summary of what it covers (if applicable).


Sign:								Date:


Print Name:


Name of Hiring Organisation (if applicable):
Hirer Contact and Booking Details


Name of Hiring Organisation/Individual:


Name of Principal Contact:


Address:


Telephone Number:


Email Address:


Date of Hire:


Purpose of Hire:


Area(s) Required (delete as appropriate): Hall/Kitchen/Classrooms/Outdoor Space


Sign:								Date:
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