FREELAND HALL – FACILITIES
SUMMARY
	Alarm in Foyer
· This is not connected to fire station or police
· If the alarms rings, please evacuate the hall
· Call the fire service/police
· Reset button/key to turn off on top of alarm box – look around building for red flashing lights
· 

	Storeroom – Furniture for indoor use ONLY
· 100 Adult chairs
· 24 Tables – 135cm x 61cm 
· 34 Toddler Chairs
· 12 Low Toddler Tables 91cm x 61cm
· Display board for use in the hall W180cm x H120cm
· PLEASE STORE ALL FURNITURE BACK AS PLAN ON WALL IN STOREROOM
· 

	Music  System
· Instructions on inside of storeroom door
· Turn on socket middle of back wall in hall
· Plug into socket in hall to right of storeroom door
· Sounds plays through speakers
· 

	Music Monitor
· Above the kitchen door
· Switch on just through door to kitchen
· Green “ear” - indicates should level acceptable
· Amber circle – just about acceptable
· RED circle – turn should level down, please consider the neighbours
· 

	Kitchen
· Dishwasher – 15minutes to heat up – 5 minute was – please EMPTY of water – see instructions – large switch on wall to turn on appliance
· Water Heater – plumbed in – turn on – unlimited water in 15 minutes
· Oven – large switch on wall to turn on appliance 
· Warming oven – up to 110˚
· Two fridges and one tabletop freezer
· Crockery and cutlery for 100 including sugar bowl and jugs
· NO GLASSES AVAILABLE
· NO catering equipment available – need to bring tea towels, sharp knives, pots and pans, serving bowls and spoons etc
· First aid kit
· Safety shutter for hatch – if fire alarm goes it will come down automatically
· Checklist for cleaning/tidying in the kitchen

	Main Hall
· Safety – unlock doors to garden if large number of guests
· Please use HOOKS on beams for decoration, no SELLOTAPE or BLU TAC
· Velux roof windows can be opened – switch on wall by doors to main hall
· Variety of lighting to suit any ambiance
· NO CANDLES
· 

	Cupboards in Main Hall
· Craft Cupboard
· Cleaners Cupboard – All cleaning equipment provided for your use – store of toilet rolls, bin bags, etc
· 

	Garden
· Hirers/parents responsibility to always ensure safety of children
· 

	WiFi
· Code in the cleaner’s cupboard
· 

	Access
· Key safe outside the kitchen door – you will be contacted mid-week before your event with instructions and key code. You will be given contact details of a committee member who will be on call.
· 

	Leaving Hall
· Please use the checklist in the kitchen and inside the cleaner’s cupboard to ensure that you have left the hall in a suitable condition for the next user. Make sure all doors are locked
· All recycling waste should be taken away and NOT left in the skip


	The hall will be checked after each event and the deposit fully refunded if the hall is left in good condition



