TALATON PARISH HALL 

INFORMATION FOR HIRERS
Talaton is a small village 10 miles from Exeter, 7 from Honiton and 3 from Ottery St Mary.  The Hall is situated on the edge of the village 2 miles from Fairmile crossroads which are on the old A30. The Talaton Inn and the village shop and Post Office are less than 5 minutes walk away.
The Hall is a single storey building with good wheelchair access.  The main room is 42ft x 21ft with an additional raised stage area 14ft x 8ft.  An oil-fired boiler provides central heating.  There is a dressing/committee room behind the stage, and a number of other storerooms, which are not available for use by hirers.
A sound system and stage lighting set-up is available for an additional charge.

Kitchen:  The kitchen is equipped with a serving hatch, electric cooker and 2 sinks and a hand wash sink, all with hot and cold water. 
There are two refrigerators.  The Hirer is responsible for any food or drink licences he/she may require.
There are 2 electric kettles, an urn, 2 large teapots and sufficient cutlery and crockery for 100 settings.  All electrical equipment has been PAT tested.
Please note that hirers are asked to follow the policy for use of the kitchen, copies of which are displayed in the Hall.
Toilet facilities: 
Men:

2 WCs and 2 urinals, 1 washbasin




Women:
2 WCs and 1 washbasin




Disabled:
1 WC and washbasin

Equipment:

Trestle tables
15




Chairs

140

Health and Safety:  The Policy Document is located in the kitchen in the blue file. This includes all Test records, a fire routine plan and also the Accident/incident forms.

Fire Precautions: 
There is no fire alarm. Access to all exits must be kept completely clear at all times.  There is to be no overnight use.
Fire fighting Equipment:
Main Hall:
1 water extinguisher





Stage area:
1 water extinguisher, 1 fire blanket





Behind stage:
1 fire blanket





Kitchen:
1 dry powder extinguisher, 1 blanket

Nearest Phone:  The Talaton Inn or the village shop.
Nearest Medical facilities: Ottery St Mary or Honiton Hospital Minor Injuries Unit.
Emergency Contact Number:  Reg and Dawn Newman 01404 822666
Cleaning:  Hirers are to leave the Hall clean and tidy ready for the next user.

Cleaning materials, brushes, mops, vacuum cleaner etc are to be found under the sink in the kitchen and in the boiler room.  Please replace after use.

If any consumables need topping up, please write it in the Hall Register.
Hirers must bring their own tea towels and dishcloths.

Heating:  The temperature control is on the wall in the main body of the Hall on the left hand side of the entrance.  If the temperature needs to be increased turn the dial to a higher number.  

Ensure that the dial is retuned to its original position, when you leave.

DO NOT TOUCH THE CONTROLS ON THE BOILER

Chairs: All chairs are stacked against the walls in the main hall.  Please replace them in the same location after use. Please observe the instructions displayed in the Hall to avoid damage when stacked.  Do not stack more than 5 high and not against the radiators.

Register: (kept on the serving hatch)
Please complete in full and sign the register at the start of your hiring period.  This certifies the state of cleanliness/tidiness of the Hall as you found it.  It also provides a record of damage or failure of any equipment and enables appropriate action to be taken.

Penalties: Hirers who leave the Hall dirty/untidy will be invoiced for the cost of engaging a professional cleaner.

Any damage to the Hall fabric or failure of equipment must be notified to one of the Officers within 48 hours.  The hirer may undertake to repair any damage for which they are responsible within a reasonable time.  Failing this the Trustees will instruct a contractor to do the work and invoice the hirer for the full cost.
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