St Luke’s County House 

Information and Policy Form 
Booking Information:
· Please arrange arrival and leaving times with booking secretary.

· Please ensure that you make provision for collecting and returning a key for the house before your arrival; please consult with the booking secretary.

The March Yard. (playing field close to the house, the entrance can be seen from kitchen window).There is a map in the County House showing the field.
This area is not part of the County house grounds but can be used free of charge for games only by any group by contacting: Mrs Gill Bennett 01673 828218. Please make sure you book it just in case it’s not available for use whilst you are there.  
Before Arrival - Fire Policy.
Read the Fire Orders document on the website.
On Arrival Fire Regulations:
Read all the fire Instructions along side the fire alarm panel and on the notice board in the entrance hall.
· Have a fire drill as soon as possible & include where your assembly point is. 

· Upon arriving you need to appoint a Fire Warden and Deputy. 
· The Fire Warden must hold both house and annexe keys at all times. - These keys are kept on the black lanyard which was provided for your access to building.
· The Fire Warden must check all fire exit doors to ensure they open correctly and are not blocked.
Arrival & Departures procedures.
Please read the arrival and departure notices these can be found under notices on the website and also displayed on the main notice board in the entrance. 
House appliance and other operation instructions.
A lever arch file can be found in the kitchen containing many useful instructions you will need whilst staying at the house please make yourself aware of its contents. Please leave fridge/freezer and cookers and hobs switched on when you leave.

Users.
Are asked to bring tea towels, dish clothes, dusters, pan scrubs, first aid kit, toilet rolls, soap for use in kitchen and toilets, any cleaning preparations you will require, bedding and pillows. A fitted sheet would be useful for both bunk and leader’s beds.

Refuse:
Please sort and then place rubbish in the appropriate bins provided. If you can help by taking home some of the cleaner rubbish then we would be grateful. 
PLEASE DO NOT PUT ANY RUBBISH BAGS IN THE RECYCLE BIN. 

Dogs.
Dogs are not allowed in the house, except for Guide Dogs. Please advise when booking if you are bringing a guide dog.

Security.
Please keep the front door locked at all times when in and out of residence. The entrance gate must be closed when the playground is in use by the children. When leaving the building during your stay please ensure all windows are closed, lights are switch off. Take the front door key outside with you, because it’s easy to lock yourself out. 

Notices and Pictures:
Only use the designated notice boards. 

Drawing pins, nails, screws, must not be used any where in the building unless authority from the House Committee has been given.

Own electrical items.
Anyone bringing their own electrical appliances does so at their own risk.

COSHH related items - (Wide range of hazardous substances e.g. cleaning products):

COSHH products used by warden are kept in caretakers cupboard, please keep this room locked at all times.

Anyone bringing in COSHH related items must be responsible for their use and storage, and take all leftovers home.
Bunk Beds.
Top bunks are not suitable for children under the age of 6 as per: Bunk beds; The Royal Society for the Prevention of Accidents recommends that no child under the age of six sleeps in a top bunk. If logistics require younger girls to sleep in top bunks it is advisable to seek parental permission for this.

Telephone.
The house does have a landline phone. Telephone number: 01673 828343. Please note it is for emergency use only and if appropriate an additional charge will be made to the hirer. (The bill is itemised).

TV Licence.
St. Luke’s County House does now have a TV licence.

Wi-Fi.
We have Wi-Fi in the County House and this is situated in the Leaders bedroom.

Breakages & Damage:
Please fill in the breakages and repair book kept with the lever arch file found in the Kitchen.  Any repairs including portable appliances and soiled beds should be verbally reported along with breakages to the Warden  A.S.A.P. (Warden's contact details can be found on notice board in main house entrance).
Insurance.
Please note personal property of users including vehicles are not insured.

Caretaker .
There is no caretaker/cleaner, so please clean the house (including cookers) before you leave. Please take all leftovers home.

House Badge.
If you wish to purchase souvenirs badges of the house please order whilst booking the house. (See booking form)

Transport.
There is no public transport near the house so if you intend to leave the village during your stay you will need your own transport or you can hire locally (Dents Coaches 01673 828086).

Data Collection statement.
Information you provide on all forms pertaining to any booking made enables us to manage bookings. It will be kept for 12 months, then securely destroyed. It will be accessible to anyone who has a legitimate role in the management of St Luke's County House.
Health and Safety statement.
Please print, sign and return a copy with your booking form.

Guiding requirement.
Leaders bringing girls to the house need to ensure they follow guiding procedures regarding notifying their commissioner and completing the relevant forms (including a REN form for a residential activity).
Hirer’s Agreement form ( non-Guiding members only).
Please print, sign and return a copy with your booking form.
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