IMPORTANT NOTICE TO HIRERS
General Points
1. All hirers must have access to a mobile phone in case of emergencies.
2. The entire building is non-smoking at all times.
3. No activities are allowed which involve danger to the public.
4. No obvious fire hazards are allowed on the premises.
5. No unauthorised heating appliances are to be used.
6. No hazardous substances (as regulated by COSHH) are to be used or stored in the building
7. No highly flammable substances shall be brought into or used in any part of the premises.
8. No internal decorations of a combustible nature (e.g. polystyrene, cotton, paper etc.) shall be undertaken or erected without the permission.
9. The building is unlocked at 08:15am and locked at 5:00pm Monday to Friday. For evening and weekend bookings security will be arranged as per your booking form. 
10. If there is any anti-social behaviour outside the building and you feel personally at risk or there is risk to the building please ring the Police using the emergency number 999
11. Parking at the rear of the centre (yellow cross marked area) is for loading / unloading and disabled parking. After loading / unloading please move your vehicle. All day parking on Fern St car park across from the centre. Parking on first come first serve basis on Harcourt St. When no disabled parking is needed visiting trade companies may part at the rear while working in / on the building.  
First Aid 
1. A First Aid box is sited in the ground floor kitchen. Users are advised to consider and resolve their own first aid requirements. If you use the first aid box please notify centre staff so the items can be replaced. 
2. There is no first aider on duty in the ABD. First Aid must be covered by your organisation. 
3. If the accident requires emergency attention please call emergency services  999
Accident Reporting
1. The Hirer must report all accidents/incidents involving injury to the public to a member centre staff as soon as possible by completing an ‘Accident /Incident Report Form’. The accident book is sited next to the first aid box in the ground floor kitchen.
2. Accident Forms should be deposited in the secure centre internal post box (opposite the kitchen door)
Fire Safety
1. Users should acquaint themselves with all exits (normal & emergency) and these must be kept clear (internal & external) at all times such as not to impede emergency evacuation.
2. All fire doors are marked as such and under no circumstances are to be wedged open. For all events, the hirer must check that all exits are unobstructed – this includes checking that emergency exits are unlocked and functional as intended.
3. All hires must identify named responsible people to act as fire marshals for the duration of the booking.
Organisations are responsible for practising their own fire drills. 
The centre tests the fire alarm every Friday at 10:00am
Fire Evacuation:
IN THE EVENT OF FIRE
1. Evacuation is the priority – evacuate immediately on hearing the alarms.
2. If it is a minor fire use the fire extinguishers provided, if safe to do so and you have had fire marshal training. Call emergency services on 999 to ensure there is no risk of the fire re-establishing. 
3. Exit the building through the nearest fire exit.
4. Call the emergency services on 999, from the building if safe or using your mobile from the fire assembly point.
5. Assembly point is outside the post office, Burnley Rd where parties should be checked and any concerns reported to the responsible people acting as fire marshals.
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