Hiring guide to Templeton Village Hall. 

Please read this carefully before you start your hire period. This document provides information that will help things go smoothly in your use of the Hall. This document should also be read in association with the general conditions of hire of the Hall, and the information regarding the provision of alcohol, if appropriate, that have been provided to you and are available on display in the Hall.

Alarm. 

There are two main entrances to the Hall: the porched door that faces onto the road, and the north door of the Hall. Using either door will provide you with easy access to the alarm system. 

As soon as you have come into the building touch the keyfob briefly against the top left area of the alarm unit (where the X is on the image below) to switch the alarm off. This will also record the time of your arrival. The unit will turn off the alarm if the action has been successful.

If there is someone else already using another part of the Hall, you do not need to do this.
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When you have finished your activity, tidied up, and left the place as you found it, as the last person out you will need to similarly touch the keyfob briefly against the top left area of the alarm unit (where the X is in the image above) , and then press yes on the bottom left of the alarm unit (where the circle is on the image above)to switch the alarm on. This will record the time of your departure.  The unit will start the alarm if the action has been successful. Leave promptly, switching off the lights in the hall as you go, and locking the door securely behind you.

If there is someone else still using another part of the Hall, you do not need to do this.

Lights. 

Many of the lights are triggered to come on by motion sensors, so do not need to be switched on or off by you. These include the ones in the porch, passageways, toilets, storeroom and the cleaner’s room.
Lights that you may need to switch on are those in the two main rooms, the kitchen and the utility room. Light switches for these are located near to the doorways in each case.

The external lighting should be on when a hiring period goes on after dusk, or in bad weather, because it illuminates the fire exits.  The switch for this is in the lobby by the ladies and gents toilets. Hirers must turn it off at the end of the hiring period. 
Heating

The Hall is heated to 10 degrees when unoccupied. Increase the temperature by pressing the arrows until you reach a suitable temperature for your event.   It is essential that you return the thermostat to 10 degrees before you leave the building. There is no longer an electricity meter that you need to use – heating is included in your hire charges. 

Templeton Community Council reserve the right to charge the cost of additional electricity used to any hirer who has failed to return the thermostat to 10 degrees.

Doors

Access to the Hall is using the porched door to access the Old Hall or the north door to access the New Hall. If there are two hirers using the Hall at once, one will be allocated to one section , the other to the other section and they will be asked to use the appropriate door. All other doors are fire doors. If someone goes out of one of these doors, and it shuts behind them, it cannot be re-opened from the outside.

Fire exits and procedure in case of fire. 

There are six fire exits in total for the Hall: the main porched door; the patio doors; the south door from the toilet corridor; the door from the kitchen to the west patio; the north door; the east door from the new Hall. The assembly point will be either the south patio or the north car park, depending upon which part of the Hall the hirer is using. Hirers are responsible for knowing how many people are on the premises in their group and for ensuring they know the location of the appropriate fire exits and the assembly points. 

Should a fire occur which cannot be put out quickly and safely, the hirer must get all the people in their group to the assembly point as quickly as possible, closing fire doors and any opened windows etc , and then contacting the fire brigade.

Storeroom

This should be locked at all times that items are not actively being taken out or replaced, for health and safety reasons. 

Chairs and tables will be provided  in accordance with your booking. Please note there is not space for the storage of property belonging to any group or individual hirer on the premises.

Kitchen

This may be used only with prior agreement at the current time due to covid-19. The kitchen is available with the hire of either the Old Hall or the combined Halls.

The making of refreshments (tea/coffee), if permitted, may be done at no extra charge. There is an additional charge for the heating up of food, or for actual cooking of food. Please therefore ensure you book use of the kitchen if you require any use of the oven.

Any user should always clean up fully after themselves, washing , drying and replacing any crockery and cutlery used back into the cupboards.

Utility room. 

This may be used only with prior agreement at the current time due to covid-19. The utility room is available to hirers of the New Hall or the combined Halls.

The making of refreshments (tea/coffee), if permitted, may be done at no extra charge. Any user should always clean up fully after themselves, washing , drying and replacing any crockery and cutlery used back into the cupboards.

Cleaner’s room.

This will be locked whenever the premises are in use by hirers. In normal circumstances no hirer will need to go into this room, since basic cleaning items (brush and dustpan, broom) are provided in the kitchen and utility room.

Waste

All food and non-food waste produced or brought into the Hall should be taken away by the hirer and disposed of / recycled by them. This includes any wrappings, food waste, disposable / single use items such as plates/cutlery/drinks containers, etc. Templeton Community Council cannot be held responsible for clearing up after hirers – if this is necessary, then the hirer will be charged for the time and any disposal costs incurred.

Damage

If any damage occurs to the building or any contents, the hirer should inform Templeton Community Council as soon as possible. Templeton Community Council reserve the right to charge for any damage or breakages, and certainly will do so if they are discovered rather than reported.

Bar

If this facility is available, access to or use of the bar must be requested at least fourteen days and agreed before the period of hire. The hirer is responsible for sourcing the refreshments themselves – they may only be in bottles or cans. All waste should be taken away by the hirer, and the bar area as well as the rest of the premises must be left clean and tidy after the hire period. 
January 2020 amended May 2021, October 2021 in line with current covid-19 restrictions and usage agreements.
