
The Old School 
Terms and conditions and user guidelines  

 
Welcome 
 
Thank you for booking to use the Old School Community Hall. The hall opened in the Spring 
of 2019 after huge fundraising efforts by the local community and has been lovingly restored. 
 
We want you to enjoy your time in the hall and for your event to go as smoothly as possible. 
Most importantly, we want you to be safe. We have put together this comprehensive guide to 
using the building, with all the information you might need to know to find your way around 
and use the hall safely and easily. 
 
Please read through the document and, most importantly, please read through and confirm 
via email or in writing that you have read and accept the terms and conditions you will find at 
the start of this document at the time of booking. The hall is also a much loved and important 
community space, and we want to make sure it’s able to serve the community for many 
years to come. 
 
Please read the ‘Essentials’ section of this document before you arrive at the hall and share 
with your fellow organisers. If there is something missing or unclear, please email us on 
hallbookings@futurewolverton.org or give us a call on 07719856494 and we will be happy to 
help. 
 
About the Old School Project 
 

The Old School Community Hall is run by Future Wolverton which is a volunteer-led 
Community Benefit Society. Future Wolverton is a not-for-profit organisation and everything 
it does has to benefit the local community.  The Community Hall is run for the benefit of the 
community of Old Wolverton and the wider Wolverton Parish.  
 
Purchasing and refurbishing the community hall and bringing it back into use cost a very 
large sum of money (the hall, the cafe and the guest-house together cost over £1.2 million). 
This means that we have loans to pay back and every item of expenditure must be carefully 
considered. The building is the base for the Old School Project which is a partnership with 
neighbouring community special school; Slated Row. The purpose of the project is to give 
young people with learning difficulties and special educational needs work experience. 
 
The project has some paid staff but also benefits from a huge amount of voluntary effort. 
Without our small and dedicated staff team and our volunteers, the building would not be 
able to operate. 
 
Your booking fee has been kept as low as possible but we rely on users keeping to the spirit 
of the project and leaving everything, including the grounds and garden, in as good a state 
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(or better) than you found it. Please help us by respecting this ethos when using the hall. If 
we have to do extra cleaning, or repair things, we will have to charge you extra. 

Booking Terms & Conditions 
  
Definitions 
In the context of this Hire Agreement 
(a) ''the Centre" shall mean the Old School, Old Wolverton Rd, Wolverton, Milton Keynes 
MK12 5NP 
(b) The Hirer shall mean the person who has made the booking with the Centre. 
(c) The Premises shall mean the areas of Old School Community Hall which the hirer has agreed 
to hire. 
  
Bookings and Payment 

1. All hire charges and deposits must be paid in advance, PRIOR to hire unless agreed 
otherwise. Hire times must include setup time and clearing away time. (Please ask to see 
our hire charges listed separately). 

2. Provisional bookings will be held for 7 days from the date of enquiry.  Unless agreed 
otherwise, if a booking form and deposit/full booking amount are not received within 7 
days, the provisional booking will be removed from the diary without further notice. 

3. Single booking hall hire charges should be paid at the time of booking, within seven days 
of the invoice and 30 days prior to the event. At the discretion of the Centre, some 
bookings can be held with a 30% deposit, with the remaining amount due 30 days ahead 
of the event. Separate cancellation fees apply and will be communicated at the time of 
booking. 

4. In addition to the hire charge a returnable deposit of between £50 and £100 must be 
made at the time of picking up the keys for family/private functions and one-off bookings - 
decided at the discretion of the Centre at the time of booking. The amount of the 
deposit/fee will depend on two key things: 1) How regular a user you are of the hall: - 
regular users will not be charged a deposit if they establish a track record of respecting 
the premises and the amount for cleaning (and its cost) will be agreed at the time of 
booking 2) The use you will put the hall to: - quiet activities during the day may be asked 
for a small deposit and very small cleaning fee, whereas a celebratory party in the 
evening might be asked for much larger deposit, up to £100. 

5. Refund of any deposit is at the discretion of Future Wolverton. Deposits will not be 
refunded in cases of late cancellations, except in exceptional unavoidable circumstances. 
Deposits may also be kept if the Hirer or their guests’ behaviour is considered 
unreasonable and if the terms and conditions are not adhered to. 
  

Cancellation 
 

1. Cancellation within 7 days of the booking being made and with over 28 days to go until 
event - full refund of hire fee issued. Cancellation more than 7 days since booking made 
with more than 28 days to go until event - 75% refund of hire fee issued. Cancellation 
within 28 days of the event - 50% refund of hire fee issued. Cancellation within 7 days of 
the event - no refund given. 



2. Cancellations must be made in writing via email. 
3. The Centre reserves the right to cancel any booking at its discretion, should they have 

reason to do so, and to change or amend the terms and conditions of hire at any time 
without prior notice.  We endeavour to honour all bookings and wherever possible will 
provide alternative arrangements. 

4. The Centre reserves the right to close the premises at any time for emergency or periodic 
maintenance and also when the premises are required for public elections or similar 
events. We will always try to give block hirers a month’s notice of closure. 

  
Regular / Block hirers 

1. Regular hirers will be invoiced on the first day of each month. Payment must be made 
within 7 days of the invoice date and can be paid by cash or electronic transfer (BACs).  

2. We request 6 weeks notice of holidays or breaks in your booking, including if you are 
breaking for school holidays, Christmas, Easter or other national holidays. We will not 
charge regular hirers for sessions cancelled due to sickness (with reasonable use). 
Please do give us as much notice as possible of any cancellations or changes so we can 
see if we can offer the space to other users. 

3. Unless otherwise communicated, you are booked in to the end of the calendar year in our 
schedule and so we will hold your regular slot for you. Please let us know at the time of 
booking the period of time you want to commit to and reserve space. We ask for a 
minimum of 2 months notice of any cancellation of long-term bookings. 

4. Block hirers’ Public Liability Insurance Certificates must be shown and a copy held by the 
Centre. 

5.  Block or regular hirers working with families and children must have safeguarding 
procedures and policies in place and practice.  

 
Use of the Premises 

1. With prior arrangement, the opening hours of the building are 6am-10pm 
Monday-Thursday, 6am-11pm Friday, and 6am-midnight on Saturdays, Sundays and 
Bank Holidays. All music and loud noise MUST STOP AT 10PM. The Old School 
Community Hall has planning permission which allows music to be played up until 10pm 
but after that music needs to be turned off.  If we were challenged on this and Milton 
Keynes Council found these rules were not being followed we could be closed down. 
Clearly this is unlikely but we ask all our users to be respectful to our neighbours at all 
times. Please also respect our neighbours when entering and leaving the building. 

2. Aside from a deep cleaning fee for larger events (agreed in advance) no charge is made 
for cleaning, provided that all facilities are left clean, tidy and in good repair, including the 
lavatories (as well as the kitchen if used).  Hirers must leave the premises as they found 
them, swept and tidy and all equipment and furniture should be placed in their original 
location (as shown on the plan which will be provided) and condition as required by the 
key holder. Setting up and tidying time must be included in your hire period.  

3. The Hirer is liable for the cost of any significant additional cleaning, should this be 
necessary, and also for any damage or breakages that may occur during the hire period. 
This cost may be taken from the deposit, prior to the deposit refund being given.  

4. The Hirer is responsible for ensuring that the grounds of the Hall are looked after during 
the period of the booking. Please ensure that all guests stay on the paved and pathed 
areas of the grounds. The wildlife area to the side and sedum planting at the rear of the 



Hall and Guest House should not be walked on as this will destroy the plants and animal 
habitats. 

5. No sticky tape, blu tack or adhesive of any kind should be used on the walls anywhere in 
the building - do not affix items to the walls. We do not allow party glitter or confetti 
unless it is made of paper and biodegradable - please ensure that all traces of this are 
cleaned away and disposed of appropriately. 

6. All equipment belonging to the hall can only be used within the facility and must not be 
removed. 

7. Any equipment brought into the building by the Hirer must have passed relevant safety 
tests and be fit for purpose. Any accidents resulting from equipment brought into the 
building are the responsibility of the Hirer. 

8. Bouncy castles can only be brought in from approved suppliers and must be less than 9ft 
tall if they are to fit underneath the lights in the Hall. If the Bouncy Castle is less than a 
certain width wide it will fit between the lights, and can then be any height. (Please ask 
for an approved supplier). 

9. The key will be given to the Hirer in advance of the booking, either in person, or using a 
key safe.  The Hirer should ensure that someone is present in the building throughout the 
hire period, unless alternative arrangements are agreed in advance with the Centre. 

10. Applications for hiring the hall are only accepted from responsible adults aged 18 years 
or over. 

11. We cannot dispose of rubbish and recycling at the Hall itself. Please take your rubbish 
and recycling with you. Please ensure that you do recycle your waste. Please ask the 
team for more information on local recycling and food waste facilities. 

12. Approval for the use of the Centre premises by political parties shall be determined by 
the nature of the occasion and are subject to agreement with the Centre. 

13. The premises shall be used for temporary hire purposes only and shall not be used as 
the Hirer’s postal address. 

14. No alterations or additions shall be made to the premises without the written consent of 
the Centre and any such work shall be completed at the Hirer’s cost and to the Centre’s 
approval. 

15. No advertising or publicity material will be displayed inside or outside the building without 
the prior approval of the Centre. 

16. No apparatus or equipment of any description can be left on the premises without the 
prior consent. 

  
Health and Safety 

1. Please make sure to familiarise yourself with all fire exits - there are several throughout 
the building. The fire assembly point is in the Guest House car park. If you need more 
information, please ask one of the team to explain the fire procedures in place for the 
building. Fire safety notices are displayed in the building and further information is 
provided in the hall guidelines. 

2. A team contact number will be provided.  Please take this with you if you have to 
evacuate the building. We suggest you key the contact number into your phone. 

3. Fire exits must not be obstructed in any manner at all.  It is the Hirer’s responsibility to 
ensure that the fire procedures displayed in the building and verbally communicated to 
them are also communicated to their guests/clients. 

4. It is illegal to smoke inside the building therefore if you or your guests smoke you/they 
must only do so outside at the smoking point behind the hall and cigarette ends must be 



safely disposed of in the units provided. Please do not allow your guests to put cigarette 
ends on the ground around the building. 

5. No drugs. 
6. No fireworks (indoor or outdoor) are allowed. 
7. No candles are allowed inside the building. 
8. No hazardous liquid substances or items that may be seen as a fire or safety risk are 

allowed. 
9. No hot drinks should be present in areas where activities involving children are taking 

place.  Risk assessments should be carried out. 
10. It is the Hirer’s responsibility to comply with current Food Hygiene rules and regulations. 

Any outside caterer contracted by the Hirer, must also comply with current regulations. 
11. Hirers are responsible for their guests at all times whilst in the building, including any 

children who may be attending the event.  Block hirers are responsible for ensuring their 
policies are relevant for the activity taking place and appropriately shared with their 
service users. 

12.  Risk assessments are the responsibility of the Hirer and as such the Hirer needs to be 
satisfied that the space hired is safe and fit for purpose. 

13. The Hirer must report all accidents involving injury to the public to an authorised 
representative of the Old School as soon as possible. The Hirer shall ensure the 
appropriate medical assistance is sought, or an ambulance is called. 

14. Children under 16 are not to be allowed in the kitchen. 
15. No smoke machines or any other equipment that may affect the sensors are allowed. If 

the fire alarms are triggered all guests must evacuate the building. If a false alarm is 
caused by the hirers, or their guests breach of the centre’s terms and conditions any 
related cost will be charged to the Hirer. (This cost can be up to £1000) 

16. No betting, gaming or lotteries shall take place on the premises, except that allowed by 
law and the Hirer shall obtain any licence or certificate required, prior to booking the 
premises for such use. Raffles for charitable purposes are permitted. 

17. The Hirer shall ensure compliance with all the relevant legislation, orders and regulations, 
in particular, that relating to music, singing and dancing and the sale and supply of 
alcohol. 

18. If alcohol is present then the Hirers are responsible for the actions of their guests. The 
Centre does not endorse the consumption of alcohol if children are present, or if guests 
are driving, so this is at the Hirer’s discretion. 

19. Hirers must not cause annoyance or nuisance to local residents or adjoining occupiers by 
the playing of unreasonably loud music etc. Young people (18 and under) must be 
supervised by responsible adults at all times during the course of any booking. There 
should be a minimum ratio of 1 adult to 10 young people. For young children there should 
be a minimum ratio of 1 adult to 8 children for children 3 - 5 years old. Parents should be 
present for all children under 3 years old. 

20. Hirers who use any liquids substances, must check with the Centre first and provide the 
relevant COSHH sheets to the Centre. This includes, paints, glues, cleaning products, 
etc. 

21. With the exception of assistance dogs, no animals will be allowed on the premises, 
unless agreed by the Centre at the time of booking. 

  
Insurance 



1. The Community Centre’s insurance does not cover the Hirer’s property and equipment. 
Items left or stored at the Community Centre are done so at the Hirer’s own risk and the 
Community Centre takes no responsibility for any loss or damage.  

2. Please see separate listings for our hiring costs. Special occasions; such as New Year 
Bookings and Christmas Bank Holiday bookings will be considered but will incur 
additional charges. 

3. The Centre reserves the right to cancel the booking if the Hirer breaks any of the terms 
and conditions. 

  
  
These Terms and Conditions will have been made available to the Hirer at the time of making the 
booking.  By proceeding with the booking the Hirer is deemed to have accepted these terms and 
conditions. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



User guidelines 
 
 
Essentials 
 
Finding us & parking 
The Old School is located in Old Wolverton on the Northern outskirts of Milton Keynes. The 
nearest landmarks are Holy Trinity church opposite, and Slated Row School behind us. Our 
address is: The Old School, Old Wolverton Rd, Wolverton, Milton Keynes MK12 5PN. 
 
Parking 
 
Please note that we do not have parking for the hall - the gated car park to the right of the 
building is specifically designated for those staying in our guest house.  
 

 
 
If you are hosting an event and need to deliver something to the hall, it is possible to use the 
car park for access - there is a side gate that will allow you to unload equipment and food etc 
- please do let us know in advance if this is needed and we can work with you to ensure that 
any guest house guests know you need access. 
 

 
 
There is on-street parking in the lay-by opposite, with space for about 6 cars, and some 
limited parking outside Slated Row school which can often be used outside of school hours. 
If you are hosting a weekend event and anticipating large numbers of people, we can secure 
a key from Slated Row school to use their car park - but we need at least a week’s advance 



warning for this, so please let us know. We cannot guarantee this will always be possible to 
access. 
 
Walking and public transport 
 
The nearest bus stop is 0.3 miles away.  The stop is called ‘Harnet Drive’ and is on Stratford 
Road. The nearest railway station is Wolverton station which is 1.3 miles away. 
 
Cycling 
 
Milton Keynes is well-served by a comprehensive redway network and it’s possible to get to 
many places across the city by bike quickly and safely. Plan your route using a website like 
cycle streets: https://www.cyclestreets.net/journey/ 
 
Taxis 
 
There are several local taxi companies, including Starline (01908 770770) and Skyline 
(01908 222111).  Ali’s wheelchair taxis provide specialist transport (01908 382422). 
 
Accessibility 
We do not have allocated accessible parking spaces, but can ensure that a parking space in 
the Guest House car park is made available to allow for access to the building. This does not 
allow for covered entry into the building. There is currently minimal lighting at the exterior of 
the building. 
 
There is a dropped curb immediately outside the front entrance to the property and an island 
crossing in the middle of the road with level access. There is a metal gate from the street 
entry and a gravel path leading up to the building. At the back of the building you will find 
step-free access and a door which is 34 inches wide and heavyweight, pushing inward from 
the outside with a push down handle. To the side of the building at the cafe entrance, there 
is a set of double doors which are lightweight and opening outwards with a pull handle on 
the outside - this door has top and bottom sliding locks and can be fully opened to 64 inches 
wide. There is a slight lip/step of about an inch here to enter the building.  

 
 



Once you are inside, the building is on one level with no level changes, other than a slight lip 
of about half an inch into the cafe. The corridor is, at its narrowest just over 39 inches wide 
and, apart from a storage heater (recognises in measurements), is unobstructed, although 
there are some tight turning corners for larger mobility vehicles. There are a number of doors 
throughout the building which are often kept closed as they operate as fire doors. The door 
from the corridor into the cafe is 33 inches wide at its narrowest. The doors from the corridor 
into the hall and from the hall into the kitchen are just under 30 inches at their narrowest. It is 
unlikely that there are many doors that can be open unaided by a person using a wheelchair. 

 
 
There is an original arched entrance at the front of the building to the left side of the hall and 
there are two doors here. The internal door is 80cm wide at narrowest and there is a step 
into the hall 12 cm high, the external door is 85cm wide and there is a step 16cm high from 
the outside. 
 
There are a mixture of wooden chairs that are moveable, very basic and do not have arm 
support. The seat of the school chairs in the hall are 43cm off the ground and 40cm wide 
and 38cm deep - the back height from the seat is approximately 33cm. The seats may vary 
slightly. The trestle tables in the hall are 76.5cm off the ground and in the cafe are of 
different heights but approximately between 69.5cm and 73.5cm off the ground. The work 
surfaces in the kitchen are between 89cm and 91cm off the ground, although there is one 
work surface which is 76cm off the ground and designed for wheelchair users. The lift up 
kitchen hatch width is 58cm at its narrowest point. 
 
There are two toilets in the building. We have one large, self-contained, alarmed toilet which 
is 202cm x 150cm. The toilet seat is 47cm high. The door is 90cm wide at its narrowest 
point. It has a handle at 100cm height and the locking mechanism on the inside is a small flip 
lock. The toilet seat is contrasting and can be easily identified. Both our toilets have hand 
dryers 110cm off the ground that can be quite loud. The more accessible toilet does contain 
a bin and nappy bin, which we would be happy to move and wall-mounted fold down 
changing table which is immovable but out of the way as much as possible. There is an 
emergency pull chord, as well as fold down arm support. 
 
 



 
 

Our flooring is a mixture of textures and is not specifically non-slip. 
 
We do not have equipment or an induction loop to assist with hearing. 
 
We welcome guide dogs and have an outdoors area for them to relieve themselves, as well 
as water bowls and dog treats. 
 
Please ask for the specific evacuation procedures for wheelchair users. 
 
Entering the building 
If you are using the hall for a one-off occasion, please contact us to arrange pick up of the 
key in advance of your event, or to get details of the key safe. If you are booking the hall 
during cafe opening hours, this might not be necessary.  
 
You will be given two keys, one for the hall side door entrance: 
 

 



 
And another for the door at the back of the building: 
 

 
 

All of the other doors to the building can be opened without a key once inside. 
 
Fire & First Aid 
Please also make yourself aware of the various fire exits and the assembly point, which is 
the guest house car park. Please make sure to keep fire doors shut. In the event of a fire, 
the shutters for the cafe will come down automatically.  There are fire extinguishers in the 
hallway by the back door and in the kitchen, along with a fire blanket. 
 
Kitchen: 
 

 
 
 
 
 
 
 
 
 
 



Hallway: 

 
 
Hall: 

 
 
 
 
 
 
 
 
 
 
 
 
In the event of a fire, there are several emergency break pads around the building. The fire 
system and smoke alarms are maintained and checked regularly, it does not automatically 
contact the fire brigade. You will need to dial 999 for the fire brigade to attend. 
 
Fire doors: 

 



 
 
A first aid kit is available in the kitchen. Always call 999 first on an emergency, then call your 
Future Wolverton contact. 
 
Lighting 
The lights outside on the grounds, in the store room and toilets are automatic. The lights in 
the entrance hall, main hall, kitchen and cafe are simply operated with an on / off switch. The 
lights in the main hall can adjusted to suit your needs. The lights are in three banks, each 
controlled by its own switch. Please turn off all user operated lights at the end of your visit. 
 
Heating & Ventilation 
The building has a number of storage heaters dotted around, which charge during the night 
on economy 7 and give our their heat during the day. The heaters are on a timer control and 
so you should not need to touch them. Boost mode heats the room to a selected 
temperature for 1, 2 or 3 hours.  
 
You operate Boost on the storage heaters using the following instructions: 

 
Please be as conservative as possible in your use of the heaters and please don’t boost 
longer than needed. When you leave the building, please make sure that the temperature 
setting on the heaters are turned down to 16 degrees centigrade. The electricity bills for the 
Old School are already very high, and we are trying hard to minimise them.  



 
Please do not cover or put anything in front of the heaters. 
 
You are also welcome to open doors or windows if you need more ventilation, but please 
make sure to shut them when you have finished.  
 
Sizes and layouts 
 
Hall dimensions: 
Hall capacity: 70 people 
Potential table layouts: 
 
Cafe dimensions: 
Cafe capacity: 30 people 
Potential table layouts: 
 
Equipment 
Included in the hire of the building is the use of our table and chairs. In the main hall there 
are ten large rectangular, wooden, fold-down tables that can comfortably fit six people 
around them - they are 182cm long and 76cm wide. There are 50 wooden chairs also for 
use.  

 
 
In the cafe area we have five tables of various sizes and 20 chairs. 
The hall capacity is 70 people, and the cafe 30 people - the whole building capacity is 100 
people in total. You will need to provide your own additional furniture for this number of 
people. 
 
There are two fold-out patio tables with two chairs each which it is possible for you to use 
outside, but you will need to let us know in advance if you will need to access them as they 
are in a locked cupboard. 
 



There is a wooden toy box in the main hall filled with toys for children to play with which you 
are welcome to use during your event. We also have two highchairs that you are welcome to 
use that are stored in the store cupboard. 
 

 
 
If you have rented the whole building, or use of the kitchen you are welcome to use our 
mugs, dinner service, glasses and cutlery. We have place-settings for XX people.  
 
Wi-Fi 
The building has WiFi which is free for hirers to use. 
 
The network name is: OldSchoolCafe 
The password is: Social@BusinessFW2019 
 
We are subject to a fair use policy, and access is unrestricted, it is the hirers responsibility to 
moderate the content their guests are accessing, particularly minors.  
 
Noise 
All events in the hall need to have finished by 11pm, with music being turned off at 10pm. 
Please be aware that the hall is located in a residential area and is adjoined to the guest 
house, which may or may not have guests. Please be mindful of our neighbours. 
 
Outside 
We would love you to take a look around our wildlife trail, which is home to beautiful trees, 
birds, squirrels and hedgehogs. Please be aware that there may be uneven surfaces, prickly 
plants, nettles and berries etc, so please supervise children in particular if they go outside. If 
you do have young children with you, please make sure that the gate to the road is closed, 
as cars travel down it quite quickly. 

 
A great amount of care has been taken to plant sedum under the trees at the back of the 
building, and to create a wildlife garden which we hope will be home for a great number of 
wild animals and plants. We have already had to replace the sedum following a party where 
guests walked over it. We kindly request that all visitors to the hall stick to the paths and 
paved areas of the garden. Please ensure that children are supervised and do the same. 



 
Smoking 
This is a no-smoking venue. There are two ash-trays located outside at the back of the 
building. Please dispose of any cigarettes here. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Using the kitchen 
If you are using the kitchen, please turn on the extractor fan before doing any cooking. The 
button for this is above the fridge. Please switch this off when you leave. 
 
The kitchen is used for our Old School cafe run by children at Slated Row School during 
term-time. Therefore it’s really important to make sure that you only use the items in 
cupboards marked ‘Old School’ and nothing from the ‘Slated Row’ cupboards. The coffee 
machine is for the sole use of the cafe, along with the designated cafe fridge. There is one 
fridge that it is possible for hall users to access. We do not have a freezer. Finally, it’s 
essential, for food hygiene purposes, that the kitchen is left impeccably clean and tidy for 
students to do a clean down the next morning before they start service. 
 
For hygiene reasons, we are unable to leave instructions affixed to equipment. So if there is 
anything you don’t understand, or need help using, please do get in touch. 
 
Please note that the hob is an induction hob and so will only work with induction pans. We 
have a small selection of them that it’s possible to use, providing they are thoroughly 
cleaned and replaced after use. 
 



 
 
To use the dishwasher: 
 

1) Push the ‘ON’ button, the button will flash amber to indicate pre-heating and water 
filling of the machine. This takes up to 20 minutes. You can continue to prepare the 
machine whilst this process occurs. 

2) Load the dishwasher - open the door to load the items. Before loading, ensure debris 
is rinsed from the items. Once complete, close the door. 

3) Dishwasher starts cycle - once the temperature and water cycle is complete, the 
amber START button will illuminate green and your program will start. 

4) Confirming your selection - cycle indicator will illuminate blue to show a program 
selection has been made 

 
You will need to dry items that come out of the dishwasher, so please bring your own tea 
towels. 
 
Getting Ready to Leave - Cleaning & Tidying 
It is the hirers responsibility to leave all areas of the building clean and tidy, just as you have 
found it. It’s relatively straightforward and there is a store cupboard in the hallway where you 
will find hoover, broom and dustpan and brush. 



 
 
Depending on your activity, cleaning and tidying may take just 10 minutes or up to an hour. 
  
Tables & Chairs 
Firstly, please put away all of the tables and chairs that you have used, please give the 
tables a wipe with a damp cloth and leave them stacked against the walls of the main hall as 
you can see them here: 
 

 
 
If you have used the cafe space, please clean the tables and leave them laid out cabaret 
style, with chairs set around them. 
 
Other equipment 
Please make sure to clean all cutlery, glasses and crockery and return it to the cupboards at 
the end of your visit. 
  
Rubbish & Recycling 
Please remember to bring black sacks, recycling bags and glass recycling boxes or suitable 
packing to enable you to take your waste away with you. There are no facilities to leave 
rubbish or recycling at the hall premises. Waste items left at the hall will result in the loss of 
the deposit.  
  
Floors 
Once everything is away, the floors will need a clean, this is really quite quick and easy and 
takes less than 15 minutes. 



  
Our advice is: 

● Pick up all large items of dirt using the dustpan and brush. 
● Sweep the dust into one spot with the broom and pick up with a dustpan and brush. 
● If the floors are particularly dirty, there is a mop and bucket also in the store 

cupboard. 
● The hallway often requires a good sweep even if the rest of the floors are clean. 

  
Please place all cleaning items back in the store cupboard when you have finished and do 
not touch the other items in there. 
 
Ready to go 
If you are the only event taking place in the building, double check that everyone has left the 
building and that everything you have used is turned off and / or put away.  
 
Please ensure that the cafe doors are bolted from the inside, and the door to the outside 
astroturfed play space is also locked. Please check that all windows and fire doors are 
closed, and that the shutter to the cafe is down. 

 

 
To lock up, make sure the side entrance to the hall is locked, and exit out and lock the back 
door. Unless we have made another arrangement, there is a key safe to the right of the back 
door where you can leave the key, making sure that the door is securely closed (we will give 
you the code in advance). 



 
If you are collecting equipment from the back of the building via the guest house car park, 
please close and secure the entrance gate. 
 
CHECKLIST FOR HIRERS OF THE OLD SCHOOL 
In order that the Hall can be kept in good condition for all, would Hirers please do the 
following at the end of each hire: 
 

1. Hall floor in good condition 
2. Tables and chairs clean and put away 
3. All taps turned off (in toilets and kitchen) 
4. Toilets are clean 
5. (If used) Kitchen is clean, refrigerator is empty and clean, all cups, plates etc are 

washed, dried and put away 
6. Bins are emptied and removed rubbish and recycling from the building to take with 

you 
7. All fire doors and kitchen hatch fire shutter are closed 
8. All user operated lights off 
9. Outer doors locked 
10. Key returned 

 
After your visit 
 
The hall is in constant use and someone will visit the hall soon after each booking to carry 
out an inventory and cleanliness check and if satisfied, your deposit will be returned to you 
within 7 days. 
  
Office / Emergencies 
  
If you have any problems with the hall, equipment or an emergency, you can call the office, 
the number for which is 01908 321898 or 07803 097684. These numbers aren’t manned all 
the time, so in the case of an emergency please call Marie on 07967 059423. Please double 
check the instructions before you do, the majority of calls to us can be avoided by following 
the instructions. 
  
In an emergency, please always dial 999 first, then call the office number, we will arrange for 
someone to attend as soon as possible. 
  
 
  
  
  


