INSTRUCTIONS FOR HALL HIRERS

1.	Fire Safety - In the event of a fire:

Raise alarm (by each exit)
Fire Exits (main entrance, kitchen, old entrance)
Extinguishers - by exits and Fire Blanket in Kitchen
Assembly point - by gate to Wild Life Area
Post Code – HR4 7PT.  Also on notice board (to give to emergency services)
Ensure access to a charged mobile phone (to call emergency services)

2.	First Aid Box – One in kitchen and in cloakroom

3.	Accident Book – On notice board, in entrance foyer

4.	Emergencies – Faulty lights, heating, water, etc.  Phone number on notice board in foyer

5.	Lights – Turn off foyer, main hall and kitchen lights when leaving the hall (all others on sensors)

6.	Heating – should not need to be altered.  If hall too hot, turn on fan at far end 
of hall (switch on wall furthest away from cloakroom door).  Turn off when leaving.

7. 	Boiler/Hot Water – if used, make sure they are turned off when leaving the hall.  N.B.  In view of high increase in energy prices, a deduction will be made from the deposit if either kitchen boiler is left on.

8.	Decorations – No items of any sort are to be fixed to the walls or painted wood in the hall.  Eyelets are placed around the hall, from which decorations may be hung.  Automatic retention of deposit if this is contravened.

9.	Rubbish – empty bin in kitchen.  Those in all toilets can be left PROVIDED that they only contain paper towels.  Any other rubbish must be removed by hirer, as there is no waste collection.  N.B.  If any nappies are left, there will be an automatic deduction from the deposit.

10. 	Check List - Check all windows shut, taps turned off, lights off, boiler/hot water turned off and dishwasher/oven turned off if used.  Check wi-fi is turned off, if used (2 switches far right in store 1)  CHECK OUTER KITCHEN DOOR IS LOCKED.

11. 	Covid – Advise to use hand gel, not to attend hall with any covid symptoms and to have as much ventilation as possible. If you are feeling at all unwell, please do not attend.
 
12,	Noise - If a late-night booking, please ensure that all noise has finished by 11 a.m., in deference to the neighbours.  If windows are open, please moderate the volume.  Please always be aware of volume levels.

13.	If no-one there to lock up at the end of hire, lock main foyer door and exit via the back entrance.  Make sure door is properly shut and locked.
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