      DVSC Naylor Leyland Centre (01824 702441)
Addendum to the “Schedule of Standard Conditions of Hire”

This Addendum must be read and signed by the Hirer at the time of hiring.
1
OPENING AND CLOSING OF PREMISES

DVSC staff members will be responsible for opening the premises for the Hirer.  An authorised staff member will also provide the Hirer with a copy of the “Schedule of Standard Conditions of Hire”.  The Hirer must ensure that the front door is locked upon departure.

2           FIRE SAFETY REGULATIONS

The Hirer needs to make him/herself aware of action to be taken, in the event of a fire, namely: 
 

(i) 

Activating the nearest fire alarm.  Hirers of the conference room should activate the alarm in the porchway of the front entrance.  Hirers of the first floor committee room should activate the alarm and the green emergency exit box, which are both located opposite the unisex toilet.  

(ii) 
Dialling 999 and calling the Fire Brigade.  

(iii) 
Leaving building by nearest exit – i.e. front entrance for conference room


or ground floor side entrance for first floor meeting room.

(iv)          All persons to report at designated assembly point i.e. Slaters Garage


forecourt.

(v) 
Do not use lift and do not stop to collect personal belongings.  Please


ensure that all fire doors are closed.

(vi) 
Do not re-enter building until told safe to do so by emergency services


personnel.
NB All means of exit from the Premises must be kept free from obstruction and immediately available for instant public exit.

3
LOCATION OF FIRST AID BOXES
First aid boxes are located in the ground floor and upstairs kitchens, on the right hand side of the work surface.  
The Accident Book is located next to First Aid Box in Ground Floor Kitchen.

4
LOCATION OF TELEPHONES

A phone is installed in the ground floor kitchen and the first floor committee room for emergency use only. (Emergency contact numbers located next to phone in ground floor kitchen)
5
ELECTRICAL APPLIANCE SAFETY

All electrical appliances used on the premises will be used at the Hirer’s own risk. 
6
HEALTH AND HYGIENE REGULATIONS

The Hirer shall, if serving food observe all relevant food health and hygiene legislation and regulations.

I have read and accept the contents of this Addendum:

Signature:………………………………………….. Date:…………………………….

Bronwen/general office/addendum to the centre hiring agreement      
 04/09/08

