
OPENINGAND CLOSING THE KEENE HALL 
THE KEENE HALLwill be opened for your hiring by the Caretaker mld. Do not adjust individualradiators or heatersas thiswill resutt in 
Mr Brian Byford,or ReliefCaretakerMr DavidJohnson, andwill be theHallbeingtoomldor hotforsuhsequent~.Theheatingi s h e d  
dosedfor you at the time you have indicated. Pleaseensurethat any to tum offat 1030pm. Othercircuitsare timed to turn ofat 11.45pm. 
outsdecaterers,mntractorsand bar M a r eawarethat they may not Pleasewarnyourguests, bandordism ofthb. 
enter before your hire period starls and must leavewhen your hire There arethreefirst aid boxes- locatedinthecorridoroppositethe
peridends. mainORice, inthe K i e nand inthe LodaeRoom. 
hcssadm,~40-$lephaneMByfadon(0124.5) 287818, 
MobileO7749ZlbOl6or 
~~ohannm(o1aq4724m MM 

Guests are expected to vacate the 
premiseswithinmeenminutesofthe 
endof alkensedperiod.After midnight 
(unlesstheevent is New Year's Eve) 
on ly tse helpingtocbarupthevillage 
hallshouldbeonthe premises. Failure 
to amplywilhthbwill resuttinfotfeiire 
of your deposit. 
SEcumY 
Ifthemaindoortothe Hall istobe left 
unsupervised after the start of your 
evening function we ask that you 
releasethe insidelatchto securethe 
door.Two buttnnsoutsidethedoorswill 
operateasignallightineithertheMain 
Hallorthe LodgeRoom. 
Please use the trolley provided for 
movingchairs in orderto avoid injury. 
Pleasestack chairs and tables in the 
storemominthe mannershown onthe 
notice. 
The KeeneHall'sHealth andSafetyfile 
is keptinthe main&. 

PmERaRCUISandl€4THO 
Each radiator is thermostatically 
controlled, and there are two 
thermostaD,inthe main Halleither side 
of the staae. Please let the UPJNEHTWV*CE 

~dministrat; know if you need the 
village hallto be particularlywarm or fire Exh 81 Fire Wnguishec m Fire Blanket 

-
CARPAWNG 
Thestreetleadingto the KeeneHall 
is a public mad andthisrnustnot be 
obstructed. The KeeneHallcarpalk 
will acmmmodatethirlycars if they 
are parked sensibly. 
Carsareparkedatowners' risk 
~ l K W F O R ~ 
Please ask your guests to leave 
qu~at thedo~eofyoureventCar 
d mbangngandloudtalk inthecar 
palkaredistuhingto localresidents. 
Pleasedo not use drawing pinsor 
sellotape on the walls or other 
suflaces, us.e blu-tacklyou needto 
putup 'eordemra6ons .  Donot 
fixdecorations near light fittingsor 
heak?rs. 
Please leavethe village hallclean 
andtidy and leavewaste inthe bins 
butsideortakeithome. Inpaldcular 
we ask you to ensuretabletopsare 
wiped dean beforebeing stackedin 
the capboard. 
FAUTSulL4MPGE 
Pleasereportanyfaults or damage 
to the Keene HallOffice assoon as 
possibleso that they can ber e M  
quickly. 

The Tnsteeswelmmeammentsor 
obserdmthatpu may hawabout 
your hireoftheKeene Hall. 

Fire Safety 
HIRERS MUSTAPPOINT A RESPONSIBLEPERSON TO CARRY OUT THE FOLLOWINGCHECKS 

Before the s t a r t  of the Hire 
1. Check the location and operation of all final exit 

doors. 
2. Ensure such doors are  kept  f ree  of  obstruction. 
3. Check the locationof all fire extinguishers a n d  f i re 

blankets. 
4. Check the locationof the fire alarm hand bell in the 

front foyer. 
5. Check that you  are able to quickly evacuate from 

the building all personsattending your event, 
particularly those with mobil i ty problems. 

At the end of the Hire 
1. Check heaters a n d  w o k e n  a re  turned off. 
2. Check electrical appliances a re  turned off a n d  

unplugged. 
3. Turn out all lights. 
4. Close all internaldoors. 
5. Secure all windows a n d  externaldoors. 

There is no public telephone a t  the Keene Ha l l  
Hirers must  providea fully charged mobile 'phone and 
telephone 999 inthe case of any  emergency. 

These notes should be read in conjunction with our Standard Conditionsof Hire 
The Keene Hall Watchouse Road Galleywood Chelmsford CM2 8PT 

Telephone: (01245) 268961 email: administrator@keenehall.com www.keenehall.com 


