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Information for Hall Users 

Welcome to our hall.  We hope you will have a successful and enjoyable time here.  Please leave the hall 
clean and tidy ready for the next user. 

Parking 

Please use the grass car park across the road as well as the area behind the hall.  The single space at the 

front of the hall is for disabled users or unloading only. 

Doors and Windows 

Please ensure all doors and windows are shut before you leave. 

Lights 

All the external lights are controlled by movement sensors.  There are two override switches for them in 
the lobby.  Please ensure these override switches are off before leaving. 

Lights in the corridor, store cupboards and toilets are controlled by movement sensors.  Please check all 
other lights – meeting room, stage, kitchen and lobby are switched off before you leave.  

The main hall lights are controlled from the white key pads near each of the doors.  The top one switches 
all lights on and the second from bottom turns all the lights off.  The bottom switch is the dimmer.  Please 

note it takes 15 seconds for the lights to go off completely.  

 

Curtains and Roman Blinds 

All the curtains and Roman blinds are operated by a cord system to the right of the window.  Please do 

NOT try and pull them by hand. 

Decorating the Hall 

Please do NOT use blutack, selotape or drawing pins on the walls, doors or door frames.  There are little 
cup hooks on the top of the door frames for attaching bunting, balloons, etc. 

Heating  

The heating is controlled by the programmer in the lobby. Please do NOT adjust the sliders on each 

individual heater. 
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Kitchen 

Boiling water for hot drinks comes from the small white boiler, the Zip Hydroboil, mounted on the wall 

above the draining board.  It takes about 10 minutes to heat up and provides continuous boiling water.  

Please switch off before you leave. 

Dishwasher 

The dishwasher takes about half an hour to fill and then each load takes 4 minutes to go through.  

Detergent and water softener are added automatically.  Please scrape off plates and empty cups before 

putting in the dishwasher.  Please empty it and switch off before you leave. 

Ovens 

 You will not be able to use the ovens unless you set a time (any one will do).  Switch on at the mains, 

then press the “hand” symbol at the same time as the “+” or “-“ so it reads something other than 12.00.  

The oven will now work. 

Rubbish 

Please remove all your rubbish from the hall and kitchen and replace the bin liners.  There are wheelie 

bins outside the kitchen.  Please take home any rubbish which will not fit in the wheelie bins.  The black 

bin is for landfill rubbish and the brown bin is for paper and cardboard, cans and plastic bottles.  Please 

remove all glass bottles.  There are glass recycling bins outside the Cricketers’ Pub further up the village. 

Please put used nappies in the wheelie bin outside. 

Cleaning 

Please clear up any obvious spills as soon as possible.  The wooden floor is easily damaged by liquid 

soaking in.  Please report any breakages, particularly glass, to the key holder.  You will find a brush and 
dustpan etc in the cleaner’s cupboard next to the disabled toilet.  Please sweep the floor and make sure the 

sinks are clean and toilets flushed.   

Smoking 

Smoking is not allowed anywhere in the hall or meeting room.   

Emergency Contacts 

If you experience problems which need dealing with urgently while you are in this hall please try to 

contact the key holder who opened the hall for you in the first instance. 

Otherwise please phone John Scott on 01264 720018 or 07876 197678 or Jacqui Healey on 01264 

720560 or Maggie Barber on 01264 720459 or 07765 132617 

On hearing the Fire Alarm or discovery of a fire 

• Raise the alarm by operating the nearest fire alarm  

• Everyone should vacate the building using the nearest available fire exit and assemble  

• The principal hirer should ensure the Fire Brigade has been called using 999. 

• Please also call one of the emergency contacts above. 

• One person should be nominated to meet the Fire Brigade on arrival 

• Please try and account for everyone in the building 

No-one should re-enter the building until safe to do so and permission is given by the fire officers 
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Premises Licence 

The following restrictions must be strictly adhered to.  Any individuals or groups not complying 

may be refused future bookings. 
During events involving live or amplified music and speech (other than low level background music), all 

windows and doors must be kept closed.  External doors must also be kept closed except where necessary 

for access and egress. 

All empty bottles must be taken away for recycling. 

Please be considerate to the neighbours by leaving the premises and the area quietly. 

No amplified music or amplified speech should be audible at the boundary of the premises between 2300 
and 0800 hours. 

 


