William Morris Student Activities Facility
Terms and Conditions of Use
The Facility
Facilities at William Morris Student Activities Facility (The ‘Facility’) are made available and services offered by Loughborough University Facilities Management (the ‘Facility Manager’)                                                                       
General Requirement of Use

Student Clubs booking The Facility are to note that The Facility is directly adjacent to a residential area and that The Facility Manager accepts the booking on condition that all users are advised of the requirement that noise levels in the vicinity of The Facility are kept to a minimum and that any user behaviour considered by residents to be unreasonable or objectionable may result in The Facility being withdrawn from use.
Users of the building will be subject to normal University and Student Union disciplinary rules and procedures 
Available Facilities:
Activities Room
Accommodates: Up to 100 users.  Includes access to toilet and shower facilities

Storage Facilities
Independent access to 09 cages providing secure access for student club storage.
All other areas within the building are Out of Bounds and external activities linked to use of the Activities Room are not permitted.
Access
The Activities Room is available for use between the hours of 0900 – 2230hrs during term time at the discretion of The Facility Manager.  The building is to be fully vacated and secured by no later than 2300hrs.

The Storage Facilities can be accessed at any time during the hours 0900 – 2300hrs. Keys for both can be signed out from the Security Gatehouse and must be returned at the end of the booking/user period. The replacement of lost keys will be charged at the rate of £50 and where The Facility Manager considers that the number of lost keys constitutes a breach of security, cylinders will be replaced and the cost will be invoiced to Loughborough Students’ Union.
Bookings
Advance bookings are required. A minimum of one week’s notice is preferred but student clubs are advised that demand for facilities is likely to be high and as much notice as possible should be given. Bookings will only be accepted from bona fide representatives of Student Clubs and the Students’ Union is required to furnish The Facility Manager with a list of the Club Representatives at the beginning of each new academic year. Bookings are to be made through the Room Bookings Administrator, Facilities Management, email rooms@lboro.ac.uk .  Private party bookings are not permitted
University Policy Regarding External Speakers

Statute XX1 enshrines the right of the University’s academic staff to ‘have freedom within the law to question and test received wisdom, and to put forward new ideas and controversial or unpopular opinions’.

External speakers should normally be offered the same freedom of expression, with two exceptions noted below:

· Facilities will not be provided for speakers who advocate or incite unlawful racial hatred or discrimination on the grounds of race, religion, sex, class, sexual orientation, age, disability or special need.

· Facilities will not be provided for speakers who advocate or incite violence or harassment of any individual or group, or damage to property.

Cancellations
If a cancellation should arise, the user should immediately advise Room Bookings Administrator in writing or by email. This will enable alternative booking requests to be accepted.

Security
General security provision during periods of non-use will be provided by the Security Section.  However, the Loughborough Students’ Union will be responsible for the security of The Facility whilst it is in use by a Student Club.  The Loughborough Students’ Union and the user will be responsible for ensuring that The Facility is secured (doors and windows) at the end of the user period.
While every effort is made to maintain security within the building, The Facility Manager cannot be held responsible for any damage or theft of personal belongings whilst they are in the building. 
Repair and Condition
The User will be given access to The Facility in a fit and reasonable condition and will be responsible for returning The Facility to The Facility Manager in similar condition. Failure to do so will result in a charge to the Loughborough Students’ Union for remedial cleaning work, etc. Repeated breaches of this condition may result in The Facility being withdrawn.
The User shall ensure that no adhesives, nails, screws or other fastenings are driven into the walls, floors, platforms or furniture in The Facility.

Users are required to leave The Facility tidy with all rubbish placed in the bins provided.
The User is to report any problems concerning The Facility to the Facilities Management Helpdesk, telephone 01509 222121.

Parking
There is no parking at The Facility.  Any Users bringing vehicles brought to The Facility to deliver/collect equipment into either the Activities Area or the Storage area must do so in a controlled, quiet manner with due regard to the sensitivities of adjacent residents.
Health and Safety

If the Facility Manager so requests, the User shall provide a method statement and risk assessment for the activities and intended use of equipment by the User.  In any event, the Loughborough Students’ Union warrants that such Risk Assessments and Method Statements have been prepared to cover all activities at The Facility.
The User’s Representative is to identify all fire exits and to confirm the same to other users in the same booking.  Fire Exits and routes thereto are to remain clear and identified at all times.

The User warrants that no alteration, amendment, addition or diversion will be made to the fixed electrical installation or other services media during the course of the use of The Facility.  Any such action may result in The Facility being  withdrawn from use.

The storage of (potentially) explosive, flammable or other deleterious material within the Storage Facility is strictly forbidden
The User may not grant broadcast (sound or television) or filming rights without the prior written consent of The Facility Manager. Neither may the User play music or procure the playing of any music or other sound media that may be heard outside of The Facility.
The User may not bring pets (Guide Dogs excluded) into The Facility.
Food and Alcohol

No food or beverages of any kind are permitted to be brought into The Facility by the User without prior permission.
The consumption of alcohol in The Facility is strictly forbidden.
SMOKING
All rooms within The Facility are NO SMOKING.  The Facility also has a No Naked Flames policy and all Users are required to observe this..

