
VACATING PREMISES

Please ensure all lights and heaters are switched off before leaving.
Have you left the hall clean and tidy and ready for next users?
Please ensure keys are put back into key safe.
[bookmark: _Hlk31051389]Please respect nearby residents from noise or disturbance when leaving and during your event.

COVID 19.-PLEASE ENCOURAGE EVERYONE TO CONTINUE USING SANITISERS AND OBSERVE SPACE.

















 



ORLINGBURY VILLAGE HALL USERS INFORMATION

ACCESS
Access to the hall is by key which is in key safes beside the side door and front door. The Key code number is supplied to hirer before they hire hall. The key opens both doors and must be replaced in the relevant key safe after hall vacated, ensuring all lights, heating and hot water systems in kitchen are turned off.

Main door – through this door into entrance lobby where toilets and cloakrooms are found.

Toilets – ladies, gents and disabled available. Chairs stored here.

Baby changing – this is found in the disabled toilet

Disabled access – available through main door.

Side door – accessed from stairs into small lobby and committee room/kitchen

Kitchen door – exit door from kitchen, no access from outside.


MAIN HALL

Wi-Fi/Broadband – Listed on notice board in Committee room Orlingbury VH,  Code is TNCAPDEA04B,
 Password is hmmKsNhLYEpyrRaK 

Fire alarm and Assembly point – fire exits are in the small lobby area, main hall double glass doors and main entrance door.

First aid kit/accident book – in kitchen.
Defibrillator – kept on wall at Wythmails Coffee shop, Isham Road
Cleaners’ cupboard – Contains brushes, mops, dustpan/brush and assorted cleaners’ equipment. After your event (particularly if it has been a children’s party) please sweep the hall floor to ensure it is clean for next users.

Storage room – all sporting equipment kept in here.

Lighting switches for main hall, outside of the door, by the stage.
Heating is on during cold weather, do not alter temperature gauges or switch radiators off.   It is set remotely.

Main building electrical panel - side of stage

Fire exits – double doors, side and back of hall.

Stage.  Under stage storage of tables and chairs, can be accessed through door by external side door. White double doors under stage can be accessed in main hall to ease removal.

COMMITTEE ROOM

Small tables and chairs - ideal for small meeting.
Cupboards containing assorted drinking glasses.
Table cloths – pvc cloths to cover tables in cupboard under hatch.
Serving hatch – from committee room into main hall
Heating.  Do not alter the temperature. See comment for heating in main hall.

KITCHEN
Fire Door -opened and closed by turn of internal lock.

Hot water machine for drinks and hot water, switches either side of machine.
Double Oven – instruction book in red folder in kitchen. clean well after use.  Assorted saucepans and dishes available for use in cupboards.
Microwave – instruction book in red folder in kitchen. Clean well after use
Fridge Freezer – Leave switched on and doors shut. Please remove all foodstuffs and clean before you leave.
Dishwasher
Glass washer.
2 Kettles.
Toaster.
Cupboards containing;
 Cups and Saucers, dinner and tea plates, mugs. 
Cutlery   
Glass jugs and assorted other kitchen items
Saucepans
Teapot

Tea Towels – please bring your own or use blue paper provided.

Alcohol – this can only be sold when an approved bar has been accepted by the committee. This to be arranged when initial hall booking is made.

No blue tac or similar to be used on the walls. Any damage caused by their use will result in the hirer bearing the cost of redecoration.

Bins - Please empty bins if they contain food waste, before leaving into council bins located next to disabled pathway.

 Comments book – kept in the kitchen/committee room for any constructive suggestions following your event, and also for any maintenance issues that need the committee to be aware of.

Damages – A charge will be made if any damages or loss has been made to premises and/or contents of the village hall during arranged event.


