WELSH ST. DONAT’S COMMUNITY HALL


APPENDIX 4

NOTES FOR HIRERS
WHEN YOU HIRE
Please refer to the “Conditions of Hire” and the “Booking Request Form” to ensure you are aware of your obligations in respect of the hire of the Hall.  Copies can be downloaded from the website http://www.welsh-st-donats-community.btck.co.uk/.

In particular the following are to be noted:
Premises Capacity

The hall is designed for a maximum of 90 people and this amount must not be exceeded

Premises Licence

Welsh St. Donats Community Hall does not have a Premises Licence authorising entertainment and licensable activities. Hirers are expected to submit a Two copies of a Temporary Events Notice (TEN) to the Licensing Authority (The Vale of Glamorgan Council) and a further copy submitted to the Chief Police Licensing Officer, Barry Fire Station, Port Road West, Barry, CF62 3AZ. for such activities and to provide any attendants to meet the requirements of licensing conditions.  

Prior to submission of a TEN the Bookings Secretary should be informed to ensure that the limit of 12 TEN/year for the premise is not exceeded. 

A copy of the TEN, endorsed as acknowledged by the Vale of Glamorgan Council, must be given

by the Hirer to the Booking Secretary at least 48 hours prior to the commencement of the hiring and the conditions attaching to the TEN must be strictly complied with by the Hirer.

Special Needs
The hirer should advise the booking secretary of any special needs for attendees and clarify the suitability of the facilities for the event.  The hirer should confirm their arrangement for ensuring the safe evacuation of all persons with special needs and/or disabilities.
Equal Opportunities

The Community Centre shall be open to all members of the community without distinction of sex, sexual orientation, race or of political, religious or other opinions.
Your requirements
Make it clear at the time of hire what you will be using the hall for so that we can clarify what is/is not available at the hall.  
Exclusions

The Hall is not available for parties for people aged between 12 and 25 years old.

Period of Hire
The opening times of the Hall are 08.00 to 23.45 hours. 

Activities for which the Hall is booked may only take place between 09.00am and 23.00. 

There must be no amplified music before 09.00 or after 23.00 hours. 

Please include time needed for preparation and clearing up in establishing the total period of hire required
ARRIVING

The gates are not locked, just unlatch and open.  Secure the gates in the open position.  

External lights are operated by switch on right hand side when entering main door.

The main Entrance door leads directly from the car park and will be locked.  There are two locks, unlock the lower lock before unlocking the top lock to gain entry.

On entering the hall via the main entrance the light switch on the right, below the large fire panel, operates the light in the lobby.  The Intruder Alarm panel is situated on the right hand side wall to the left of, the much bigger, Fire Alarm Panel.  To disarm the Intruder alarm, enter the four digit code provided and press ENTER.

The main hall light switches are situated to the left when entering from the lobby.  There are coat hooks in the Hall.  The main hall has a folding dividing wall that will create two rooms if required.

SAFETY

RISK ASSESSMENT

Please ensure that you carry out a risk assessment when you first arrive at the hall to check for any apparent hazards outside the hall in the car park or on the grass that may cause injury.  Carry out similar checks inside the hall and ensure that fire escape routes are clear of obstructions etc.

EMERGENCY PROCEDURES

There are copies of the emergency procedures in the hall, and this includes a plan of the hall showing the location of fire exits, fire doors and fire extinguishers.

FIRE PRECAUTIONS

No Smoking

No Naked Flames

No Flammable Substances or materials

Decorations must not be placed near, or tied to, the lights or heaters

No additional Heaters can be brought into the Hall

You should point out the location of the fire exits to your guests/other users of the hall before any event begins.  Emergency exit signs should be illuminated on at all times.

You must ensure that fire exits are not blocked or obstructed at any time both inside and outside the hall.
FIRE ALARM

In the event of the Fire Alarm sounding, follow Emergency Procedure in Appendix 5.  In the event of a false activation then the fire alarm can be silenced by pressing “Silence Alarm” at the control panel.
EMERGENCY LIGHTING
The emergency lighting supply must be turned on during the whole time the premises are occupied and must illuminate all exit signs and routes.  At no time should the exit signs be obstructed.
EQUIPMENT

ELECTRICAL EQUIPMENT (General)
Any electrical equipment bought into the hall must be in good condition, Portable Appliance Tested and used in a safe manner.  You must leave all equipment unplugged if left unattended in the Hall.
Do not attempt to use or repair damaged or faulty Village Hall equipment and report all faults to the Bookings Secretary.

When light bulbs/strip lights fail, the associated MCB/RCD may trip, and can be reset if necessary. In the event that faulty equipment is used in any of the sockets in the hall, the MCB/RCD may trip.  You can reset these but you must stop using the equipment if any MCB/RCD trips more than once. The consumer unit is situated in the boiler room, accessed from outside the hall via the louvered doors to the right of the main entrance.  Identify MCB that has operated and return to on position.  The RCD can be reset, if operated, in a similar manner.

Flexible cables should be so positioned and so protected that they do not constitute a tripping hazard and are not subject to mechanical damage.

Kitchen:
GENERAL

If you are hiring the hall and will be using the kitchen for catering please note:

· You will need to confirm at the time of hire if you require cutlery and glasses etc as these are not openly available – we may not have sufficient for your needs and this should be clarified when you hire to avoid your inconvenience.

· You will need to provide, as required, washing up liquid, tea towels, provisions and any cleaning materials.
ELECTRIC COOKER

The cooker is coin operated and will only accept the “new” style 50p. Meter located in the wall cupboard to right of cooker above the Cooker switch.
Do not cook with fat.

Never leave the cooker unattended, and turn off when not in use. 

Clean cooker hob etc. when finished.

HOT CUPBOARD

The hot cupboard is situated under the counter top at the serving hatch.  It can be used to warm plates etc. and to keep food warm.  There is an isolation switch on the wall to the right of the serving hatch.

Please clean cupboard and turn off when finished.

FRIDGE/CHILLER

The fridge is turned off when not in use and the door is wedged open with a “yellow elephant”

If you require to use the fridge turn it on in plenty of time to allow it to cool before loading with food etc.

When finished empty fridge and clean interior to remove any spills etc, turn off and replace the “elephant” wedge – this is important to avoid bacteria forming in the fridge when not in use.
SMALL FRIDGE

This is situated in the first room of the kitchen and is not for use by hirers.  The hall is used by a nursery on a full time basis and the fridge belongs to them.

Also the cupboards in this kitchen room are stocked with the Nursery’s provisions etc and are not for use by hirers

HOT WATER BOILER/URN

There is a hot water boiler /urn available and this is filled with water by removing the lid on top of the heater.  It is to be plugged into a 13 amp plug socket and will boil the water for tea and coffee etc.  Please position carefully so that you can access the tap for withdrawing the hot water.
Do not open the lid whilst the water is boiling as there is a great risk of burns/scalds please use with care
When finishing ensure boiler is emptied of water and put back where you found it.
There is an automatic fire door closer on the door between the kitchen and the main Hall.

WATER HEATERS

There are water heaters for hot water at both kitchen sinks. The switches are fused switches on the wall to the right of the sinks.

Please switch water heaters off before you leave.  

TOILETS

A ventilation fan will switch on at the same time as the lights and off after a set time. The flush for the urinals in the gents is automatic and the cistern will stop filling about 30 minutes after the last person leaves the room. Hot water for the toilets is supplied “on demand” and will take 20-30 seconds to arrive at the tap.  WARNING: water may be very hot!!
HEATING IN HALL AND TOILETS

A gas boiler heats the radiators in the hall and has been programmed to operate automatically at the times of regular hire. For one off hirers and regular hirers, using the hall outside their normal hours, the heating will need to be switched on at the boiler. The boiler is situated in the boiler room accessed from outside the hall via the louvered doors to the right of the main entrance.

Before entering the boiler room ensure that the Intruder alarm has been switched off.

There is a light switch on the left hand wall as you enter the boiler room, immediately below the power supply switch (DO NOT SWITCH OFF THE POWER SUPPLY SWITCH).  The heating is turned on at the large control panel on the left as you enter the boiler room.  To operate the heating refer to the instruction sheet at the end of this document. A copy of this sheet is also in the boiler room.
NOISE

The Hirer shall ensure that their use of the Hall avoids inconvenience to adjoining residential properties.  If possible, please keep windows and the entrance doors closed when music is being played. Please keep noise levels down outside the hall e.g. in the car park particularly during and at the end of functions.

CAR PARK

DO NOT TAKE ALCOHOLIC DRINKS INTO THE CAR PARK

Any vehicles left overnight must be removed by 10am the following morning

If the car park is full, guests should park so as not to inconvenience local residents.

GENERAL

Mop up spills on the floor as soon as possible with the mop provided (in the storage cupboard off the main room)

Please read and adhere to the instructions for operating equipment in the hall

Report any equipment failure or damage to the Bookings Secretary as soon as possible

WHEN YOU HAVE FINISHED 

· Stack all chairs neatly in the store cupboard. Please stack no more than 10 at a time (to avoid unsafe stacks)

· Fold up any tables used and Stack tables in the store room vertically on their short sides and ensure that they are stacked securely and not at risk of falling or sliding.
· Leave the hall in a clean and tidy condition, including sweeping the floor Brushes in the storage cupboard off the main room)

· Remove all rubbish from the hall and take off site – we have no refuse collection.


· Ensure that the work surfaces, oven, and fridges are left clean.

· Switch off all lights, water heaters, Hot Cupboard, Fridge/Chiller and Cooker in the kitchen. 
 
· Return the Gas central heating to Automatic (if possible do this in advance of the end of your session to minimise unnecessary fuel costs) refer to the instruction sheet  (displayed in the Boiler Room) for correct settings when leaving the Hall.  Do not alter any switches on the main panel  Please ensure light switch is off and Power supply switch is left on.
· Ensure all windows and other doors are closed before leaving the hall, reset the Intruder Alarm by pressing ‘A’ before exiting the main door and pulling it firmly closed before locking the lower lock on the entrance door.

· Close the gates on final departure.  

· Return the Keys as directed at the time of collection.

Instruction Sheet for Boiler Operation
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