Useful information for Village Hall users

Accessing the hall:
There is a key safe at the village hall. The key safe is located on the left-hand side of the entrance door.  The code to open the key safe is 1810. This contains the keys for the entrance door, the padlock to the carpark gate and the backdoor key. The keys are your responsibility for the duration of hire. If you have any problems in accessing the hall please call at Byways Corner house on the opposite side of the road. This is the caretakers home.

How to use the heating

There are two different types of heating systems in the hall
1	Main hall.
The controls are on the stage near to the right-side window.
To operate press the on/off switches on both controls to ON then using the up/down arrows set the required temperature.  22° is a good starting point but it can then be increased or decreased as necessary.

Once the temperature is set the air conditioning units maintain the temperature at that level.

2	Small hall, kitchen, ladies and disabled toilets.
The controls for this gas central heating system are situated in the disabled toilet. All that is required is to press the up/down arrow to anything between 18° and 22° depending on the temperature you require. This will automatically start the boiler and the radiators will quickly heat up.

Please Note The gas central heating system is set to automatically turn off periodically in order to avoid wastage.  If you find the heating has gone off and you still require it then reset it as described above.  

Hot water in toilets
Hot water to the wash hand basins is operated by switching on the water heaters.  
Men’s Toilet the switch is on the wall behind the toilet entrance door.

Ladies and Disabled toilets the water heater switch is in the left side cupboard in the disabled toilet just below the boiler.

Lights
The main hall lights are just inside the main door and the wall lights are operated by the dimmer switches.
The outside light on the front corner near the carpark entrance is operated from a switch on the right in the lobby adjacent to the men’s toilets.

There are two lights for the carpark.  One is operated from beside the back door and must be switched off prior to exiting, the other is on the outside wall of the building at the back of the stage area.  This can be switched on before you leave the hall so that the car park is lit whilst you locate your car etc. when the hall is in total darkness.

Heating and lighting are expensive and we need to keep costs down so please make absolutely sure that everything is OFF and the thermostat control in the disabled toilet is re-set to 14° before you leave the hall.

Cleaning
You are required to leave the hall clean and ready for the next users.  The cleaning equipment you need can be found in the large cupboard in the Disabled Toilet.

On leaving the village hall, please switch off all heating and lighting, lock the doors, close, and padlock the gate. Replace the keys in the key safe and scramble the numbers.
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