BURITON VILLAGE HALL - ADVICE AND ADDITIONAL INFORMATION FOR USERS 
PLEASE READ CAREFULLY AND COMPLY WITH INSTRUCTIONS.
ON ARRIVAL 

· As necessary switch on lights and turn on heating 
control which is situated in the main hall. This will give a 
temperature of up to 23°C. 

· When laying out chairs, tables and other equipment 
required, please ensure that fire and emergency exit routes are not obstructed. There are two fire doors in the main hall in addition to the exit route via the main doorway. Please refer to the evacuation plan provided.
DURING THE EVENT 

· Remember that there must never be more than 250 
people in the hall - 200 in the main hall and 50 in the 
small hall. 

· The Hall is a non-smoking venue. Please ensure 
compliance with this rule. Smoke machines or candles MUST NOT BE USED as they set off the fire detection system. 

· Do not allow anyone to tamper with the Fire or Burglar 
Alarm Systems - they are pre-set and, if tampered with, 
may not be effective in an emergency. 

· The radiator covers in the hall are not seats - please 
ensure that no-one sits or climbs on them. A hazard 
may exist if they are damaged. 

· Stage Curtains, PA, Stage Lighting and the Induction 
Loop System for hearing impaired may only be used 
with prior agreement of the Hall Committee and should 
be requested via the booking form. 

· Storage space in and around the hall is limited and pre- 
allocated. Please do not obstruct access to, or add any 
items to, these spaces without consulting the Hall 
Manager. 

· Please note that the grounds around the hall are owned by Buriton Parish Council. You will need to contact them if you are intending to have outside activities to ensure that their insurance will cover your activities. The Hall's insurance only covers normal activities inside the hall. 

IN CASE OF FIRE 

· Sound the alarm by activating the nearest alarm point. 

Instruct all persons to leave the building and to assemble in the field, away from the hall. 

· Call the Fire and Rescue Service. DIAL 999. Nearest 
public telephone is in the High Street - turn right at the 
bottom of the access road. Give this address: Buriton 
Village Hall, High Street, Buriton, GU31 5RX. 

· On the arrival of the Fire and Rescue Service, inform 
them of the location of all persons at the event. 

· If safe to do so, attempt to put out the source of the fire 
using the Fire Extinguishers. 

· Inform the Hall Manager (07878 027845) unless 
otherwise advised. 

SALE OF ALCOHOL 

· If you intend to sell, serve or supply alcohol you must complete, and submit, an alcohol application form to the Village Hall Manager. Forms are available at www.buritonvillagehall.co.uk within the booking form section. 
USE OF KITCHEN 

· The Village Hall Kitchen equipment includes an industrial dishwasher as well as a range cooker, a fridge-freezer and a hot water urn. Please follow the safety guidance and user instruction leaflets for all the equipment. These can be found in one of the kitchen drawers. 
· The industrial dishwasher is unlike a domestic 
dishwasher. After a warming-up period it can clean a 
tray of plates, dishes, etc in just 3 minutes. It is 
intended to cope with large volumes of dishwashing, 
not just a few cups for which conventional washing-up 
is recommended. It also requires a draining cycle to be 
operated at the end of each period of use. If you are 
unfamiliar with industrial dishwashers and wish to use 
this facility then please ask the Hall Manager for advice 
and follow the instruction leaflet which can be found in 
the adjacent drawers. 

END OF SESSION 

· Stow away all equipment. All chairs and tables to be wiped clean and returned to the store-room. Please follow the plan posted in the store-room. The orange and brown chairs do not stack property if mixed together. 

· PLEASE TAKE AWAY ALL WASTE MATERIAL. 
· A removal fee will be deducted from your deposit if this is 
not done. In particular, please note that there is no local authority glass collection at the Hall.
· Check that all electrical appliances are turned off and 
unplugged where necessary. 

· Close all internal doors and secure all outside doors 
and windows properly. 

· Switch off lights and return thermostat to its original 
setting. 

· All defects and breakages are to be reported to the Hall 
Manager as soon as possible. 

PLANNING YOUR EVENT 

These notes are to help you plan ahead and hopefully make your hire of our Village Hall as enjoyable as possible. If you are 
planning a party for a large number of people, think ahead: 

1. You will need to book the Hall from when you start to 
get ready which could be a couple of hours before your guests are due to arrive. 

2. The Hall has to be vacated and locked at 12 midnight 
prompt to comply with all the requirements of our Public 
Entertainment Licence so please make sure your guests 
leave well before this time, allowing time to clear up. 

3. ALL RUBBISH MUST BE TAKEN AWAY WITH YOU. 

4. Please ensure your guests leave the hall quietly - we 
are in the centre of the village, so please respect our 
neighbours' rights. 

5. Please leave the kitchen area as clean as you found it. 

6. Please check all areas (including the toilets) before you 
leave to make sure they are unoccupied and clean and 
tidy. 

7. Check for any property belonging to your guests which 
they may have forgotten. 

8. Have a wonderful event. We hope you enjoy Buriton 
Village Hall's excellent facilities. 
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