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GUIDANCE FOR BOOKINGS 
DOOR ACCESS  Regular bookings -Leaders will need to download a Masterlock App
One off bookings will be issued with a code for the key safe. Please do not give this code to anyone else & put the key back in the key safe once you have opened the front door.

THE HALL     The light switches are on your left as you go in. There are lower lights for a dimmed effect & upper ones for full light. Please only use the one you need for your activity. 
                        The Table Tennis tables are for Table Tennis only. 

THE MEETING ROOM     The light switch is on the wall behind the door.                    
 The polypropene chairs should be used for messy activities. They stack on trolleys of 8. 
You need to place tables & chairs as you want them & then put back at the end of your booking where you found them.
Care should be taken when moving the tables not to drag them across the floor. The restraining strap on the trolley should be in place at all times.
We have an interactive screen which can be used-please ask in advance. The remote & instructions can be found on the tray under the screen. Let us know if you wish to use it in the other room.
We have Wifi & the code can be found on top of the filing cabinet in front of the hub.

LOBBY   
   First Aid Equipment, Accident forms & Procedure to follow in the event of an incident                  or accident are to be found here. The north back door is an emergency exit & should be unlocked during a hire. Please remember to lock it at the end of the hire.

KITCHEN   Children are not allowed in the kitchen.
Mugs for your use are next to the microwave, cutlery & crockery for general use are in the top cupboards. Please respect items in the kitchen belonging to individual groups which have labelled cupboards. 
 All waste must be removed at the end of the booking. Black bin liners are available under the sink.
We would prefer hirers to bring their own tea towels but if you use any from the kitchen drawers please take them home, wash & return.

TOILETS    Please remove waste at end of session. 

AT THE END OF THE SESSION Please ensure all electrical appliances & lights are switched off, doors are locked, furniture & keys are returned to their correct places & waste removed. 

THANK YOU FOR COOPERATING WITH THIS TO HELP ENSURE THE SMOOTH RUNNING OF OUR BUSY BUILDING.
image1.png
CIO CHARITY NO: 1210322




