ON ARRIVAL
1. All water heaters and the immersion heater will be permanently switched on when you arrive. Please leave on at all times.

2. Switch on heating as directed in the grey file.

3. Appoint a fire warden and deputy as soon as possible after arrival.Have a fire drill and check all fire doors – (as per instructions on the house information and policy form-copy can be found on the house website:- http://www.stlukescountyhouse.org.uk, and during your stay in grey file and on entrance notice board)

4. In the event of fire – see instructions displayed next to fire panel.

Notes
· Room keys can be found in the key cupboard behind the door in the first aid room.

· Do not lock internal doors apart from caretakers cupboard which should be locked at all times.

· Keep all emergency exits routes clear at all times.

· Rubbish disposal instructions are shown on the kitchen wall by the bins. General waste is only collected every two weeks. That means two weekend's waste has to go into the small bin before it is collected so please help the next group in by taking home as much rubbish as you can which will leave some space for their rubbish too.

· All other instructions for appliances can be found in the grey file in the kitchen.

· Do not pin/stick/Blue Tac any notices on to the walls or doors there are plenty of notice boards provided.
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