WELCOME TO THE MEMORIAL HALL
GUIDANCE NOTES FOR HIRERS
IMPORTANT NOTICE: DURING THE PERIOD OF COVID-19
RESTRICTIONS, PLEASE ENSURE YOU FOLLOW OUR POLICY AND
PROCEDURES, ESPECIALLY AROUND SOCIAL DISTANCING AND
CLEANING. FULL DETAILS ARE ON OUR WEBSITE:
www.trentmemorialhall.co.uk
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KEY POINTS FOR HIRERS








Please read these notes.
Operate the heating in accordance with the instructions in these notes.
Identify the fire exits and fire appliances.
Ensure there is NO SMOKING in the building.
Do not exceed the permitted number of people seated or standing.
Replace the tables and chairs tidily in the storeroom.
Ensure you read the pages on safeguarding children and vulnerable
adults.
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PLEASE LEAVE THE HALL CLEAN AND TIDY WHEN YOU HAVE
FINISHED. REMEMBER TO TURN OFF ALL HEATING UNITS.
There is a broom in the storeroom. All rubbish should be removed: either taken home or
placed in the wheelie bin outside the emergency exit. Please do not leave rubbish in the
kitchen bin.

SECTION 1: HEATING AND AIR CONDITIONING
1. All the heating in the building is electric, driven by heat source air pumps. There are
separate heating units in the main hall, kitchen, meeting room and lobby. They can also
provide cool air and so can act as air conditioning units in hot weather.
2. The units in the kitchen, lobby and meeting room are identical and the instructions
in paragraphs 3-6 below cover all three. The units in the main hall are controlled slightly
differently, as set out in paragraphs 7-9.
(a) Kitchen, lobby, meeting room
3. Each unit has its own remote control to operate the heating/cooling unit – placed to
the right of the main window in the kitchen, on the right of the French doors in the
meeting room and on the right (looking out of the hall) of the main entrance doors.
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The only controls which need to be operated in normal circumstances are:
-

The On/Off button;
The Temp arrows – up for hotter, down for cooler;
The Fan Speed button (top left) – settings are Auto, High, Medium and Low;
The Mode button – settings are
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(b) Main Hall
The two heating/cooling units in the main hall are located in the ceiling and controlled
together by a touch-screen in the store cupboard on the right as you look down the hall.

To turn on the heating, press the central On/Off button This will bring up an intuitive touch screen with several controls, such as Temp and Fan
Speed. Set the controls as you wish – after each one, press Set.
When you leave, press the On/Off button again and the screen will indicate the heating is
stopping.
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SECTION 2: LIGHTING

(a)

Main Hall

The lights in the main hall are operated by two switches by the entrance door at the front.
These work the near and far sets of lights. The far end lights are also controlled by the
switch outside the kitchen.
The lights have various settings – fully on, dimmed and off. To move from, say, fully on to
dimmed, press and hold the relevant switch. Release it when you are happy with the light
level. Press again to turn that set of lights off.
The switches inside the main hall (near the entrance) also control an outside light. Please
make sure all lights are switched off when you leave, including the outside light.
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(b) Meeting Room
The lights in the meeting/function room can also be dimmed as required. Press and hold the
switch until the level is right. To turn fully off, press the switch again. The set of switches to
the left of the French windows also control an outside light. Please make sure all lights are
switched off when you leave, including the outside light.
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(c) Lobby
The switches by the entrance door include one that controls the main outside lights. Please
make sure all lights are switched off when you leave, including the outside lights.

(d) Kitchen
The switches by the outside exit door include one that controls an outside light. Please make
sure all lights are switched off when you leave, including the outside light.
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SECTION 3: ENTRY AND EXIT; DOORS AND WINDOWS

Please familiarise yourself with the emergency exits.
Windows can be opened from the inside without the need for keys but should be securely
closed after use. Similarly, external doors can be opened with either a key or a knob and
should be locked again after use. Lift up the door handle to enable locking.
The keys for the kitchen and meeting room doors are available to the side of those doors.
The double doors to the lobby (main entrance), meeting room and main hall can be pinned
back when opened. Please do this if required as the doors can damage the plasterwork if
left to swing.
The keys in the key safe operate the main entrance door (left-hand) and the meeting room
door. Please return these keys to the outside key safe when you leave.

10

SECTION 4: FIRE PRECAUTIONS AND ALARMS
In case of fire: Hirers are encouraged to familiarise themselves with the
exits to the building and the location of fire extinguishers, etc.
The maximum number of people who can be safely accommodated in the building are as
follows:

MAIN HALL
People (including volunteers and members of the public) at any one
time:

296

People seated at tables only (including volunteers and members of the 96
public):
People (including volunteers and members of the public) when the
hall is being used purely as a dance area with no tables or chairs:

192

People closely seated together with no tables (including volunteers
and members of the public):

240

MEETING/FUNCTION ROOM
People (including volunteers and members of the public) at any one
time, standing or seated:

28

FIRE EXTINGUISHERS, ETC
There are sets of water and CO2 extinguishers in the lobby area by the front door and in the
kitchen. The kitchen also contains a powder-based extinguisher, a fire blanket and a First Aid
kit.
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FIRE ALARM SYSTEM
There are automatic fire and smoke alarms throughout the building. There are also several
alarm pushes which can be activated manually in case of fire. The diagram below shows the
three zones into which the alarms are grouped.

If an alarm sounds:
-

Ensure people using the Hall are encouraged to leave the building quickly, but
without panic;
and to assemble on the village green.

The exits to the building are in the main hall (2 sets of doors), lobby (entrance doors),
meeting room and kitchen. Keys to the meeting room and kitchen doors are either in those
doors or beside them.

In the event of a fire:
-

Even if the fire is extinguished the Fire Brigade MUST be informed in order to carry
out a post-fire inspection.

To silence the alarm sounders:
(i) There is a booklet in a folder above the fire alarm control panel, situated in the lobby
area. Remove the red key, insert it into the fire alarm box and turn it to the right;
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Press to silence
alarm(s)

Insert red key

(ii)
(iii)

Press to reset
control panel

Press the red button to silence the sounders;
Press the green button to reset the control panel.

The control panel will indicate the zone where the alarm was set off or an alarm push was
activated. If an alarm push has been pressed, use the white plastic key in the folder above
the fire alarm panel to reset the alarm push.
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SECTION 5: KITCHEN AND RUBBISH DISPOSAL

The fully-fitted kitchen is available to all hirers of the hall. There is an area for making hot
and cold drinks, with an under-unit fridge. [The cooker is available with a gas hob and
electric oven, as is the microwave.] There is a range of crockery, teapots and cafetieres,
cutlery, etc, in the labelled units and drawers.
[Meals can be prepared and cooked or heated up – there is a variety of pans, utensils, etc.]
Please ensure everything you use is cleaned and put away afterwards.
The kitchen has a smoke and heat detector as well as a fire blanket, different types of fire
extinguisher and a first aid kit.

Please take your rubbish home or place it in the wheelie bin outside the
emergency exit to the main hall. Please do not leave any rubbish in the
kitchen swing bin – this must be emptied before you leave.
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SECTION 6: ELECTRICS
The fuse board is located in the storeroom to the right of the main hall.

If an appliance, etc, trips out, the fuseboard can be opened with a knife or screwdriver and
the relevant RCD switched back on. If the cause of the tripping out cannot be resolved,
please inform the Hall Secretary on 01935-851753.
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If you wish to use the outside sockets, please turn them on at their separate fuseboard.

Please remember to turn the outside sockets off again when you leave.
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SECTION 7: TOILETS

There are separate ladies and gents toilets plus an accessible toilet.
[When installed, please ensure that small children do not touch the heaters in these toilets
as they may be hot.]
The accessible toilet has a baby change table and an alarm pull. If triggered, the alarm
sounds and a light above the door on the outside flashes. The alarm can be reset either by
the unit in the accessible toilet itself or the unit in the bar area (to the left of the door).
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SECTION 8: USING AND PUTTING BACK THE TABLES AND CHAIRS
Please take care when taking the tables in and out of the storeroom in the main hall. It is
easier to place a small table at each side of the trolley – as shown below - as this stops the
large tables hitting the door frame.
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SECTION 9: SAFEGUARDING CHILDREN AND VULNERABLE ADULTS POLICY
This is a shortened version of a policy adopted by the Hall Management Committee.
The full text and Annexes can be obtained from secretary@trentmemorialhall.co.uk
Purpose
Safeguarding and promoting the welfare of children and adults at risk from abuse or
neglect.
1. This policy defines how Trent Memorial Hall operates to safeguard children, young
people and adults at risk of abuse or neglect.
2. We have a duty of care and are committed to the protection and safety of everyone
who enters our premises including children, young people and adults at risk involved as
visitors and/or as participants in all activities and events. We also have a duty to
safeguard and support our trustees, volunteers, and staff.
A. Persons affected
▪ All trustees, volunteers, and staff;
▪ All those attending any activity or service at the Hall and its playground;
▪ All visitors and contractors.
B. Facilities covered by this policy, including playground
3. This policy covers all areas managed and operated by the Trent Memorial Hall
Management Committee. As well as the Hall itself, this includes the adjacent village
green and any playground installed on that green.
C. Policy principles
4. There can be no excuses for not taking all reasonable action to protect children, young
people and adults at risk of abuse, exploitation, radicalisation, and mistreatment..
5. Trent Memorial Hall charity has a zero-tolerance approach to abuse.
6. Trent Memorial Hall charity recognises that under the Care Act 2014, it has a duty for
the care and protection of adults who are at risk of abuse. It also recognises its
responsibilities for the safety and care of children under the Children Acts.
7. Trent Memorial Hall charity is committed to promoting wellbeing, harm prevention
and to responding effectively if concerns are raised.
8. This policy is about stopping abuse where it is happening and preventing abuse where
there is a risk that it may occur.
9. Trent Memorial Hall charity is committed to the following principles:
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• The welfare of the child, young person or adult at risk is paramount;
• All children, young people and adults at risk have the right to protection from
abuse;
• Safeguarding is everyone’s responsibility: for services to be effective each
professional and organisation should play their full part; and
• All suspicions and allegations of abuse must be properly reported to the relevant
internal and external authorities and dealt with swiftly and appropriately.
D. Procedures
a. All members of the committee will familiarise themselves with safeguarding
responsibilities, undertake training on safeguarding issues including whistleblowing and
ensure they understand the principles set out in this policy at C above.
b. All members of the committee will work together to promote a culture that enables
issues about safeguarding and promoting welfare to be addressed.
c. No member of the committee, helpers or other volunteers will have unsupervised
access to children or adults at risk unless appropriately vetted.
d. The hall committee will follow safe recruitment practices.
e. A member of the committee will be appointed to be responsible for child and adult at
risk safeguarding matters. This person will have responsibility for reporting concerns
that arise, as a matter of urgency, to the relevant safeguarding agency. The named
person is currently Wendy Phillips, who can be contacted on 07720-509901.
Alternatively, email any concerns or issues to: safeguardingtrenthall@gmail.com
f. All suspicions or allegations of abuse against a child or adult at risk will be taken
seriously and dealt with speedily and appropriately. The appointed person will know
who to contact and where to go for support and advice in relation to an allegation a
concern about the quality of care or practice or a complaint. An allegation may relate to
a person who works with children or adult at risk who has:
• behaved in a way that has harmed a child or adult at risk or may have harmed a
child or adult at risk;
• possibly committed a criminal offence against or related to a child or adult at risk;
or
• behaved towards a child or children or adult at risk in a way that indicates they
may pose a risk of harm to children.
g. The hall committee will ensure all who hire the hall sign a hiring agreement. This will
require all hirers who wish to use the hall for activities which include children and adults
at risk, other than for hire for private parties with invited friends and family, to produce
a copy of their Safeguarding Policy and evidence that, if required, they have carried out
relevant checks through the Disclosure and Barring Service (DBS).
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