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POLICY ON EXTERNAL USE OF COLLEGE PREMISES
On occasion, the College hires out the whole, or part, of one of its teaching premises for external use. Any such hire is always guided, above all, by a proactive and pragmatic approach, and an overriding concern given to child welfare and safeguarding at all times.
Where a site is hired in entirety, for example, whole-site use at King Edward Street in July and August, no contact with OISC staff or students is expected during the hire period – except during weekly checks for damage and adherence to booking policy. Any hiring parties are expected to complete a Room Hire Booking Form, signing their agreement to the terms and conditions of hire, and to provide copies of their insurance, safeguarding and child protection policy, and first aid policy.

When individual rooms are hired within either the St Aldates or the King Edward Street teaching site, this will always be to another educational organisation. As such, the hiring organisation signs to accept responsibility for checking qualifications, safeguarding training, and background of any staff involved in teaching at OISC premises. Any staff involved in external hire will not have any unsupervised contact with OISC students, at any time. 
For regular hirers – for example, Berlitz at the St Aldates teaching site – enhanced DBS checks will be performed for key staff, to ensure a belt-and-braces approach; although such staff will not have any unsupervised contact with OISC students. 
Any such hiring staff – whether regular or ad-hoc – will sign in as a Visitor, and will wear a Visitor lanyard, for the duration of their time on the premises. 
A member of staff with responsibility for any external hire must be named and clearly-identified at the point of booking.
Hiring Parties will be made aware of:
· Location of first aid kits

· Location of male/female/staff toilets

· Location of drinking water supplies

· Information on and timing of fire drills

· Fire exits and emergency assembly points

· Registration procedures (signing in and out) and attendance registers

· Location of fire alarms
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