Barton Sports & and Social Pavilion

Information sheet to be given to all Hirers.
Opening and closing Barton Sports and Social Pavilion

The Pavilion keys will be available from Meta Greenfield, Lettings Secretary, 114 High Street Barton CB23 7BG   Tel 01223 262005(or as directed) and after locking up, must be returned there immediately.

 Or The Pavilion will be opened for your hiring by  the Lettings Secretary(as above)and will be closed for you at the time you have indicated or as agreed with the Lettings Secretary. 

Please ensure that any outside caterers, contractors and bar staff are aware of the hire period and that they will not be able to enter before or leave after the hire period. 

 The building is alarmed.   To turn alarm off:- 
1. Unlock and enter through the main entry door and go to Keypad on left hand wall of hallway.  As you enter, the system starts the entry timer and the keypad gives entry tone.

2. Present the ‘proximity tag’ to the keypad
 The entry tone stops and the system gives a double ’bleep’

If the alert lamp (triangle) is glowing or flashing when you arrive please report this to the Lettings Secretary at a convenient time.

To reset the alarm system
1. Close and secure all doors and windows

2. At the keypad, present the ‘proximity tag’
The system shows
( If you decide not to set the system, present the tag again to unset it)

3.  Press ‘A’

4. Leave building and lock door. After 7 seconds the alarm will stop

Please telephone 01223 262005 or ? MP’s number in case of difficulty.

Guests are expected to vacate the premises within thirty minutes of the end of a licensed period.  After midnight (unless the event is New Year’s Eve) only those helping to clear up should be on the premises.  Failure to comply with this will result in forfeiture of your deposit.  Note:-  Evening events should finish by 10.30pm unless permission is given for a later finish by the Management Committee.

No Smoking Policy
The  Barton Sports and Social Pavilion has a No Smoking Policy.

Fire Safety
In the event of a fire, the Pavilion should be evacuated in an orderly manner using the appropriate exits, and the Fire Brigade called by dialling 999.  The Hirer should ensure that  he/she has a working mobile phone available as there is no telephone Box  nearby.

The Fire assembly point will be the car park area
 Fire extinguishers are situated:- inside the entrance hall to the Social room opposite the outside door and in the kitchen on the wall above the hand washing basin 
The Fire exits in the social room are the entrance door and the Patio doors. Please ensure that these are both unlocked   before the event start and are locked at the end of the session. Note it is important to check that the Patio doors are locked and bolted at the end of the session.
 Fire exit in the Changing Room area is the entrance door.
Other utilities.

 The turn off point for the water is in the store room off the Social Room. It is on the rear wall and is the tap on the blue pipe   This not the outside tap turn off point
The turn off point for the Electricity is.    This is in a white cupboard on wall at rear of store room. Turn latch on cupboard to open the turn off the 3 red switches.
Please take care when moving chairs and tables in order to avoid injury.  Please stack chairs and tables in the storeroom carefully

 The Pavilion’s Health and Safety file is kept in the kitchen drawer
Accidents:-  
Remember that the Hirer must report all accidents involving injury to the public to the Lettings Secretary or to a member if the Management Committee as soon as possible and complete the relevant section in the Pavilion’s accident book. Certain types of accident or injury must be reported on a special form to the Incident Contact Centre. The Lettings Secretary will give assistance in completing this form. This is in accordance with the Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations 1995( RIDDOR) The Incident Contact Centre  can be contacted an any of the following ways
· Telephone 0845 3009923

· Fax 0845 3009924

· Website: www.riddor.gov.uk or via HSE website: www.hse.gov.uk
· Post: Incident Contact centre, Caerphilly Business Park, Caerphilly, CF83 3GG
The accident book/file is kept in the Kitchen drawer

A first aid box is located in Kitchen next to the hand washing sink 

Heating:- The heating is controlled by the thermostat in the social room. This will be set at 20 deg C.  Please do not alter this.  Please let the Lettings Secretary know if you need the Pavilion to be particularly warm or cold. 
Telephone

 The Pavilion has no telephone and you are advised to bring a fully charged mobile telephone for use in case of emergency. 

Car parking

 Car Parking is on the front of the Recreation Ground. Please do not park beyond the notice saying do not park beyond here.  If the parking area is deemed too soft to park on, please park on the public roads,  taking care not to cause an obstruction.  The Sports and Social Pavilion car park will accommodate a good number of cars if they are parked sensibly.  

Any overflow may park in Mailes Close or on the High Street.  

Consideration for others

Please ask your guests to leave quietly at the close of your event. Car doors banging and loud talk in the car park are disturbing to local residents.

Please do not use drawing pins or Sellotape or Blutack on the walls.  You may use Blutack on other surfaces, Do not fix decorations near light fittings.
Cleaning up at end of  hire period
Please leave the Pavilion clean and tidy.

Social Room area:- Please vacuum the carpet if required and place waste in the bins outside or take it home.  In particular we ask you to ensure table tops are wiped clean before being stacked in the cupboard.  Please notify Lettings Secretary of spillages on the carpet and of any breakages. NB Brush, vacuum cleaner & Blue kitchen/ hall mop/bucket  are kept in the store cupboard. Red Toilet mop/bucket is kept in the disabled toilet.

Changing Room area.

Please remove muddy boots before entering the Pavilion.   Please clean the floors after use. There is a Brush and Mop /bucket in each changing area.   The team hiring the facilities need to ensure that the official’s changing facilities are also cleaned.
Faults/ damage/ comments

Please report any faults or damage to the booking secretary as soon as possible so that they can be rectified quickly.  The Management Committee welcome comments or observations that you may have about your hire of the Pavilion.
After an evening event If later than 10pm, please close and padlock the gate at the entrance to the Recreation Ground.

July 2011                                    Management Committee of Barton Sports and Social Pavilion.
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