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Thank you for your booking our Village Hall.

Address			Thornborough Village Hall
				High Street
				Thornborough
				MK18 2DF

What3words		///strict.amended.health


WIFI - We have two WIFI networks provided by Giga Clear.

1) Inside the Village Hall 

Village Hall Guest – password villagehall

2) Church and external areas around school and Village Hall

Thornborough public WiFi – no password required



Please choose whichever WIFI works best for you.


Any questions head to our TVH FILE of USEFUL STUFF in the large kitchen cupboard to the RIGHT of the cooker.

Who to contact ICE		Nikki Standing 	07872 194856
Liz Julier 		0778 8872717
					Steve Wilkins	07785 372084
We have recently refurbished our wonderful Village Hall and want to keep it in great condition for the future.  

Please follow these simple guidelines to help us achieve this.


· Nothing to be attached to any of the walls under any circumstances – please use picture hooks.

· No party poppers or streamers to be used

· All furniture and equipment to be returned to the Furniture 
Store exactly as indicated on laminated plan and floor layout.

· Kitchen and main hall floors to be cleaned as per instructions

· Toilets to be flushed on leaving

· Kitchen recycling and rubbish bins to be emptied into external bins

· All lights to be turned off.



If any of these simple guidelines are not followed a minimum charge of £60 will be incurred.
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How to get in

Access is via a secure Key Safe - you will be sent the code in advance of your booking.

Please return key to key safe once door unlocked – turn dials to hide code.

The double doors can be held open using the wall hook – in winter please keep closed to retain warmth.

The door will automatically close & lock unless you depress the small silver switch on the door to keep it UNLOCKED.
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Fire Procedures & Evacuation Plan

During our 2024 Refurbishment a Fire Risk Survey was completed and signed off by Building Control.

· TVH fitted with smoke detectors in the main hall & lobby area
· Automatic Fire Shutter fitted between hall & food prep area 
· Furniture Store fitted with Fire Doors & Inspection. Panels
· Updated Emergency Lighting above all Emergency Exits
· 2 X FIRE & 2 FOAM Fire Extinguishers 
· Fire Blanket in Kitchen

ACTION IN THE CASE OF FIRE

Any person discovering a fire;

1. Alert all hall users to the fire
2. Phone 999 to call the Fire Brigade
3. Attack the fire if possible, using the appliances provided

On hearing the alert for FIRE	

4. Leave the building by the nearest Emergency Exit
5. Close all doors behind you
6. Report to the assembly point – tree on the green opposite the village hall

Please inform a member of the committee as soon as possible as per T&C’s.
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Lobby

Out toilets are located in the lobby area.  Both are unisex and the one nearest the main door is fully accessible. 

Both toilets have automatic lights and electric hand driers - baby changing facilities are available in the accessible toilet.

Lobby lights are to your LEFT as you come into the hall.

Outsider External lights are on your LEFT near the Electrical Cupboard.

Cleaning materials for the toilets and lobby can be found in the electrical cupboard – on your left before you enter the main hall.  Cupboard is locked and key hanging on black hook to TOP RIGHT of the door.  

Our fabulous new floors are highly durable and to keep them in top condition the correct cleaning methods & cleaning materials need to be used.  All items are clearly marked in the ELECTRICAL CUPBOARD and full cleaning instructions are available on the door.  


Please lock after use to prevent children accessing cupboard.
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Main Hall

Light switch is on your LEFT as you enter the main hall.

All our equipment is stored in the Furniture Store - double doors on the LEFT.

Lights will come on automatically.

Very important that any items used are returned clean and in the correct position as per the plan and floor layout.


If items are not returned clean and in the correct order a minimum charge of £60 will be incurred.



Items available to use;

11 x small tables
2 x large tables
78 x chairs on two trollies
40 x chairs stacked move using sack barrow / trolley


Staging is available to hire - please contact bookings secretary. 
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AV Equipment

Our new AV system is housed in the furniture store with user controls beneath the screen.  

Please ensure Furniture Store doors are shut before lowering / raising the projector screen.

If you have pre booked this equipment you will receive separate usage instructions.
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Kitchen

Kitchen lights - on your LEFT as you enter the kitchen.

Hot Water Heater – switch on via socket behind the water heater AND turn BLUE WATER TAP on, water feed pipe.  Heats up very quickly and provides constant hot water for drinks. 

BLUE TAP MUST BE TURNED OFF AFTER USE

If you want smaller amounts of hot water there is a kettle in cupboard to LEFT of the cooker.

Bain-marie – can be easily moved if close access to the serving hatch is needed - ensure wheel locks are off and pull gently.

This equipment belongs to the school, please get in touch with bookings secretary.   

Dish Washer – commercial and very quick!  

Instructions can be found on the silver cabinet next to the dishwasher and in the TVH FILE of USEFUL STUFF in the cupboard to the RIGHT of the cooker.

Sockets – we have numerous sockets in the kitchen but please do not use the 3 marked POST OFFICE to the right of the Bain-marie

Cooker – the cooker isolation switch is on top shelf in the tall cupboard to the right of the cooker.  If there is no power to the cooker please check this switch.
Rubbish and Mixed Recycling – there are two clearly marked 30 litre bins in the kitchen.  Please empty and replace bin liners as you leave the hall.  

Rubbish and recycling should be put in the large bins outside the kitchen door.  

GREEN BIN 	= 	RUBBISH
BLUE BIN 		= 	MIXED RECYCLING

Back Door – can be opened by turning the silver knob.  Door will automatically shut unless you push the small silver lever on door which keeps lock open (same mechanism as front door).

Cleaning Kitchen – the kitchen should be left clean and tidy ready for the next user.  

· All surfaces wiped
· Floor swept
· Floor mopped as required using kitchen mop and specific floor cleaner.  All instructions in tall cleaning cupboard
· DW trays left in DW or on top of tall silver cabinet
· Rubbish Bins emptied and liners put in outside bins


Cleaning products, microfibre cloths, spare bin liners and FULL INSTRUCTIONS for floor cleaning can be found in the full height kitchen cupboard to the RIGHT of the cooker.  
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Leaving the hall

Many thanks for your booking and hope you have enjoyed the experience.  

If you have any thoughts, comments or suggestions please let us know.  We can’t promise we will action everything BUT we will read them and give them full consideration.  


Please email Hall Manager standingnikki@yahoo.co


LEAVING CHECK LIST

· All furniture and equipment to be returned to the Furniture Store in identical order.  
· Kitchen and main hall floors cleaned as per instructions
· Toilets flushed
· Kitchen recycling and rubbish bins emptied into external bins
· Key returned to key safe
· Lights turned off 
· Check front doors locked and small door bolted






