St Andrew’s Catholic Church 

Tenterden
THE PARISH CENTRE 

USER’S FOLDER

[Copy of signed User Policy & Agreement form for the event.]

[This is found in the Parish Centre Bookings book and a copy should be placed here and handed to the hirer for the duration of the event.]
Who to contact in the event of an emergency
For the duration of this event, should you have a problem operating the Parish Centre, please refer to the instructions in this book. 
If there is still a problem, or if there is an emergency, please contact:

Point of Contact:
Telephone number: ______________________________________________

Address: ______________________________________________________

______________________________________________________________

A First Aid box is held in the Kitchen.

What to do in the event of a fire

The person who has hired the hall (the user) is responsible for having an Evacuation Plan and briefing those present at the beginning of the event, what should happen in the event of fire. 

Immediate action

Fight the fire only if it is safe to do so. Once the fire has been located, dial 999 and contact your nominated Point of Contact detailed at page 3.

Assembly Area

· Fire sensors and extinguishers are deployed in the hall, main entrance, toilet areas and kitchen.
· Should the sensors go off at any time, evacuation is to take place immediately.
· Emergency exit from the Centre is through the glass doors into the garden.
· The escape is to the right upon exit through the glass doors, round the building to the right, up to the front (north side) of the Church.
· The Assembly Area is the Car Park at the main entrance to the Church.
Subsequent Action

· The User is responsible for mustering everyone in the Assembly Area and reporting that everyone is safe to your nominated Point of Contact detailed at page 3.

· Do not return to the building for any reason until you are told to do so.

· Do not attempt to turn the alarm off.

Security Instructions

Access

· You have been given a master key to give you access to:

· The main entrance;

· The main hall;

· Kitchen, and; 

· Furniture store.
· You do not have access to:

· The church, other than through the church main entrance; or

· The Sacristy.
· The main entrance has an automatic disabled access; the switch for this is adjacent to the main door. 

Alarms
· Parts of the church and Centre, to which you do not have access, are covered by security alarms.
· There is a “call for help” alarm in the disabled toilet in the main entrance hall; the reset for this is adjacent to the toilet.
Sound Limiter

· Out of consideration for our neighbours, there is an automatic sound limiter in operational at all times. This is designed to alert on excessive noise, not normal activities.
· Should the sensor alert, all power will be shut off and the sensor must be reset.
· In the event of this happening, please contact your nominated Point of Contact detailed at page 3. (The instructions to reset the sensor are to be found in the Operating and Maintenance Manual.)
Locking Up

· When your event concludes, you should switch off lighting and appliances and lock up.
· The keys, along with this book, should be returned to the nominated Point of Contact detailed at page 3.
Lighting and Heating

Lighting

· There is automatically-switched lighting in:

· The entrance hall;

· All toilets; and

· The furniture store.
· Light switches for the hall are placed on the left side when you come in, and adjacent to the door at the far end, close to the Sacristy.
· All lighting should be switched off as you leave.
Heating
· There are thermostats in the following locations:
· The entrance hall – this is a frost detector, please do not touch.
· The main hall:
· Each radiator has a thermostat – these are locked, please do not touch;
· There is a central thermostat; please do not touch. If you are too cold or hot, please contact your nominated Point of Contact detailed at page 3.
· The kitchen has an air-conditioning heater with its own thermostat. If you need to put it on, please study the appliance instructions at page 8. When you go, please ensure that it is switched off.
· You do not need to alter the thermostats at the end of your event.
User of IT or audio equipment
IT Equipment

· No IT equipment or projectors are available for user’s use.
· If you wish to bring in and use portable IT equipment, you must declare this in your booking and to your nominated Point of Contact detailed at page 3.
· You must also ensure that your IT equipment has a current test certification attached or available (the test being a Portable Appliance Test, known as PAT testing).
Audio Equipment

· There is no access to the Church audio facilities, nor to the speakers in the hall.
· If you wish to use portable audio equipment, you must declare this in your booking and to your nominated Point of Contact detailed at page 3.
· You must also ensure that the audio equipment is in good electrical order.
· Your use of audio equipment should be considerate to other users of the hall and our neighbours. 

· Note the instructions on the automatic use of a sound limiter at page 5.
Use of the Kitchen
If you use the kitchen, you are responsible for the safe use of the appliances. (Detailed instructions are to be found in the Operation and Maintenance Manual; relevant instructions are below.)
Food Preparation

· The Centre is not licensed for the preparation of food for sale or consumption by the public. It has been registered with Ashford Borough Council Environmental Services for the safekeeping and serving of pre-cooked hot food.

· Please follow basic food safety and hygiene rules. Use the hand basin before handling any food.

· The refrigerator and freezer are not to be used for long-term storage of food; please use them judiciously.

· Please make use of the crockery and cutlery stored in the kitchen, but respect the use of coffee and tea-making facilities. If you use them, please pay for your share by contributing to the small change in the pot in the kitchen. 

Air-Conditioning Heater
· [To be detailed]
     Cooker and Extractor Fan

· [To be detailed]
     Water Heater

· The water heater is for the safe boiling of DRINKING water;
· If you intend to use it, turn it on when you arrive;
· Please ensure that the heater is turned off when you leave. 
Incident Reports

Please report any incidents or issues that you have to your nominated Point of Contact detailed at page 3.

Cover and damages or breakages that you find upon arrival: 

________________________________________________________

Any damage or breakage that has occurred during your occupancy:

Any other issues or incidents:

________________________________________________________
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