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Welcome to Park Centre
Welcome to Park Centre! We’re delighted to have you on board as one of our new hirers. Our aim is to provide a welcoming, flexible, and supportive space for your activities, and we’re here to help make your experience a positive one. If you have any questions or need assistance, please don’t hesitate to get in touch, we’re always happy to help. Thank you for choosing Park Centre!

Your Hire Pack enclosed contains:
· Contact Details for Park Centre
· Hire Information
· Access Codes (which will be given on induction)
· Safety Information
· Kitchen use form

Please read the information carefully. A copy is always kept on the premises at the front desk. If you would like an induction to Park Centre please contact us. Please report any maintenance issues to Karen Taylor (Building Manager)

Phone Number: 07907725106 (Karen Taylor) or 01444 272081(Calley Hayes (nee. Bryson)
	Name
	Email
	Point of contact for

	Karen Taylor – Building manager
	Karen.taylor@parkcentre.org.uk
	Hiring, building Maintenance, safety

	Calley Hayes – Community Development Officer
	Calley.bryson@parkcentre.org.uk
	Communications/advertising, Events, community engagement 


	Park Centre 
	Info@parkcentre.org.uk
	Trustees








Park Centre General Information 
Wi-Fi Code: Park Centre Guest: 
Key Safe Code: 
Door Codes: 
*Codes are subject to change and new codes will be emailed to each hirer
First Aid/Accident Book Location: Near the kitchen 
We ask that all spaces used are left clean and tidy: Please see End of Hire Check List
Chairs and tables for your room:(please return correctly after use)
If required, please ask and we will let you know where they are if not obvious. (please return after use)
We request that Parking out the front of the building is used for Park Centre Staff and Contractors, dropping off/collection, and disabled users. The nearest Main Carpark to direct ALL users and visitors to Park Centre is Cyprus Road Car Park. 
Please be mindful of our neighbours when entering and leaving the building and using our outdoor spaces
Please ensure that you have read the terms of hire and our policies which are available online at  www.parkcentre.org.uk  are on your booking form, or can be requested through one of our team









End of Hire Cleaning Checklist
To ensure a pleasant experience for all hirers we kindly request that you follow these guidelines at the end of your session. Failure to leave Park Centre in a clean and tidy state may result in the loss of your security deposit.  All cleaning items can be found in our kitchen under the sink and hoover and brushes can be found in the kitchen cupboard. 
· Wipe down all tables and chairs and restack and place in cupboards at the end of your session.

· Sweep/hoover all areas used, including toilets, corridors, kitchen and central hub.

· Clean all surfaces in the room including, common touch points such as door handles.

· Wipe down all kitchen surfaces, load dishwasher and put any items away you have used.

· Empty bins and remove your rubbish. We request that you take your rubbish with you as we do not provide rubbish facilities for hirers.

· Empty and Clean Fridge and freezer. Remove all your items at the end of your session.

· Check all windows and doors are closed before you leave the building.

· Clean and flush all toilets.

· Leave the room as you wish to find it.

· Please ensure front door remains shut and internal entrance doors are not propped open.

· Front door keys should be immediately returned to the key safe after use.

Please report any damage whether accidental or due to wear and tear to the building manager (Karen) Thank you for your cooperation. 




FIRE SAFETY INFORMATION FOR HIRERS/USERS/GROUP LEADERS
(Please ensure all your responsible persons are aware, trained and signed below)
FIRE ALARM PANEL / EVACUATION PROCEDURES/TRAINING FOR HIRERS / USER GROUP LEADERS
I can confirm that I have received this training and have been given a copy of the Fire Safety Information (which includes Evacuation Procedures, Fire Alarm Panel Instructions and a copy of the Fire Emergency Plan for Park Centre).
	Date
	Group Name
	Name of Person Trained
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




IN CASE OF FIRE
	IF YOU DISCOVER A FIRE

· Lift cover and push button at the nearest call point and shout loudly FIRE FIRE FIRE

· Evacuate IMMEDIATELY and go to the Assembly Point.  If there is a member of staff in the building, then report where the fire was discovered.


	

	
ON HEARING THE FIRE ALARM

Proceed IMMEDIATELY to the designated Assembly Point at:
Marle Place Recreation Ground (rear of building)

Follow instructions of a Staff Member or User Group Leader

· DO use the nearest available exit
· DO NOT stop to collect personal belongings
· DO NOT use the lifts
· DO NOT remain in close proximity to the building
· DO NOT re-enter the building until you are told it is safe to do so
· DO NOT remove vehicles from the site


Please note:  All User Groups will be expected to keep their own registers and ensure that they are responsible for the safe exist of their group.



	
FIRE ACTION (contd.) for Staff and User Group Leaders:




1. CALL FIRE BRIGADE IMMEDIATELY TO EVERY FIRE OR ON SUSPICION OF FIRE

· Operate the nearest Fire Alarm call point / shout FIRE FIRE to alert staff and young people
· The Team Leader should dial 999
· Give the operator their telephone number and ask for FIRE
· When the Fire Brigade replies they will ask for:
· The property or building 	Park Centre Burgess Hill
· The street or road name 	60 Park Road
· The town, village or city 	Burgess Hill, West Sussex, RH15 8ET
· WHAT 3 WORDS 		salad.nail.soil

2. Direct all persons to leave the building at the nearest exit and go to the ASSEMBLY POINT at the rear of the building – Marle Place Recreation Ground.

3. Responsible person on site to allocate areas to be checked to ensure building is empty (closing all doors after checking)
	Upstairs Toilets 
	Downstairs Toilets

	General Hall and Stage Area
	Kitchen and Central hub

	Snug Room
	Temple Room

	Norman, Burt and Roman
	Fisher and Bee Mason



Everyone should leave the establishment in a calm and orderly fashion using the nearest designated fire exits.
No one should return to the building after evacuation for any reason until the Fire Service has given the All Clear.
One member of staff will wait at the front of the building for the Fire Service
FIRE ALARM PANEL
Instructions
In order to silence or reset the panel you need the Fire Alarm Panel Key which should be kept in the panel
This key must be kept in the panel at all times and should NOT be removed
Only silence the alarm if you can verify that the call point has been set off by accident – if this cannot be verified then follow normal evacuation procedures.

To silence the alarm and re-set Fire Alarm Panel:
· Turn key to ‘I’ (to the top)
· Press ‘RED’ button Once 
· Press ‘WHITE’ Button Once 
· Press ‘GREEN” Button Once 
· Turn key to ‘O’
· Leave key in the panel

To reset Fire Call Point:
Lift the Cover and insert key and twist to reset the activated fire call point




EMERGENCY ACTION PLAN
EFFECTIVE FROM: February 2025                  		NEXT REVIEW DATE:  February 2026
MANAGER: Karen Taylor
The purpose of this Fire Emergency Plan is to comply with the ‘Regulatory Reform (Fire Safety) Order 2005’ (RRO), and to ensure the safety from fire of all persons within the establishment by effective planning, organisation, control, monitoring and review of the preventive and protective measures in place for fire safety.
This plan will be used to ensure the provision of suitable and sufficient general fire precautions, assessment of risk and management of fire safety arrangements.
DESIGNATED PERSON RESPONSIBLE FOR FIRE SAFETY: Team Leader for Session
DESIGNATED PERSON ASSISTING THE MANAGER/DESIGNATED PERSON:
THE ACTION TO TAKE ON DISCOVERING A FIRE
If you discover a fire:
· Operate the nearest Fire Alarm call point / shout FIRE FIRE to alert staff and young people
· The Team Leader should dial 999
· Give the operator their telephone number and ask for FIRE
· When the Fire Brigade replies they will ask for:

· The property or building 	Park Centre Burgess Hill
· The street or road name 	60 Park Road
· The town, village or city 	Burgess Hill, West Sussex, RH15 8ET
· WHAT 3 WORDS 		salad.nail.soil

· The nature of the incident, such as fire or road traffic collision
· Do not replace the receiver until the address has been repeated by the Fire Brigade; ask for an estimated time to attend
· Proceed immediately to the Assembly Point where a roll call will be taken. 


THE ACTION TO TAKE ON HEARING THE FIRE ALARM
Staff and volunteers will be considered to be Fire Wardens for the purpose of these instructions.
Action to be taken on hearing the fire alarm:

· The person in charge must proceed to the fire alarm panel located next to the front door and determine which area of the premises has triggered the fire alarm.
· Fire wardens are to commence a search of their designated areas, and then exit the premises by the designated exit or nearest available exit if the designated exit is not available
· Team Leader to retrieve register and membership forms, if safe to do so
· All staff and volunteers without a specific fire emergency role must evacuate the premises immediately by the nearest fire exit and make their way to the designated assembly area
· All young people, visitors and members of the public are also to leave immediately by the nearest fire exit and make their way to the designated assembly area.  User Group Leaders being responsible for the safe exit of their group.
· The Team Leader is to receive reports from Fire Wardens on the status of the evacuation and gather information to pass to the Fire and Rescue Services when they arrive

THE ASSEMBLY POINT AND ROLL CALL
· Assembly point:  Marle Place Recreation Ground (rear of building) 
· Designated fire wardens to check their designated areas
· Register to be called

HOW THE EVACUATION OF THE PREMISES WILL BE CARRIED OUT
When evacuating the establishment, the Team Leader will take their mobile phone to the assembly point to make the necessary phone calls. Everyone should leave the establishment in a calm and orderly fashion using the nearest designated fire exits. Fire Wardens should check their designated areas.  

	Upstairs Toilets 
	Downstairs Toilets

	General Hall and Stage Area
	Kitchen

	Snug Room
	Temple Room

	Fisher room and Bee Mason Room
	Burt, Norman and Roman



No one should return to the building after evacuation for any reason until the Fire and Rescue Service has given the All Clear.  The Team Leader must record the incident in the session log.

INDIVIDUAL NEEDS/RISKS RELATING TO INDIVIDUALS 
All user Groups (Hirers) using the building will keep their own registers and ensure the safe exit of their Group and check the area/room they were using is clear.
Detailed information on disabled or sensory impaired customers are recorded within their individual Personal Emergency Evacuation Plans – PEEP – where applicable.
MEETING THE FIRE AND RESCUE SERVICE
The Team Leader will tell the Fire and Rescue Service on arrival the locations of any remaining young people/staff and the location of highly flammable materials and any medical oxygen cylinders.
EXCEPTIONS
If a fire is not discovered and the Alarm has been triggered in error, then the person responsible on site will silence the alarm.  (Refer to Fire Panel instructions).  The Fire Service will not be called and people within the building will be informed it is safe to return if they have already been evacuated.
E.g.: If a member of staff witnesses the fire alarm being set off maliciously, they should silence the alarm and then contact the Building Manager to let them know this has been done.
RESPONSIBILITIES
It is the responsibility of individual staff to read and be fully aware of all the fire procedures for the Youth Centre and the young people’s individual Risk Assessments or Personal Emergency Evacuation Plans.
VISITORS
Any visitors will be made aware of evacuation procedures and shown nearest fire exits. 

KEY CONTACTS:	Karen Taylor (Building Manager)
Calley Hayes (Community Development Officer)


Managing Food Safely – Park Centre Kitchen Hirer Checklist
Food Safety Checklist
	Section
	Check Description
	Yes
	No
	N/A
	Additional Information

	General
	Own home used for storage and/or preparation
	☐
	☐
	☐
	

	General
	Opening checks carried out
	☐
	☐
	☐
	

	General
	Closing checks carried out
	☐
	☐
	☐
	

	Transporting Food
	All food was covered and in clean containers
	☐
	☐
	☐
	

	Transporting Food
	Food was transported as quickly as possible
	☐
	☐
	☐
	

	Storing Food Safely
	Purchased chilled/frozen food placed in fridge/freezer immediately if taken home
	☐
	☐
	☐
	

	Storing Food Safely
	Chilled/frozen food placed in fridge/freezer immediately when brought to club, stored in cool boxes, or used immediately
	☐
	☐
	☐
	

	Storing Food Safely
	Fridge temperature checked and below 8°C
	☐
	☐
	☐
	

	Storing Food Safely
	Food kept covered, within date marking, and raw/ready-to-eat foods segregated
	☐
	☐
	☐
	

	Storing Food Safely
	Frozen foods defrosted overnight in the fridge
	☐
	☐
	☐
	

	Avoiding Cross Contamination
	Raw and ready-to-eat foods prepared separately using separate equipment
	☐
	☐
	☐
	

	Avoiding Cross Contamination
	Hands washed between different tasks
	☐
	☐
	☐
	

	Avoiding Cross Contamination
	No animals allowed in kitchen during food preparation
	☐
	☐
	☐
	

	Personal Hygiene
	Hands washed thoroughly before handling food and between tasks
	☐
	☐
	☐
	

	Personal Hygiene
	Clean aprons worn and changed after handling raw food
	☐
	☐
	☐
	

	Personal Hygiene
	Good personal hygiene practices followed
	☐
	☐
	☐
	

	Cooking & Hot Holding
	Food checked to ensure it was cooked thoroughly
	☐
	☐
	☐
	

	Cooking & Hot Holding
	Food prepared and cooked within date marking
	☐
	☐
	☐
	

	Cooking & Hot Holding
	Cooked food held hot for less than 2 hours
	☐
	☐
	☐
	

	Cooking & Hot Holding
	Leftover food disposed of immediately after event
	☐
	☐
	☐
	

	Cleaning
	Equipment, utensils, and surfaces cleaned and disinfected before use and between activities
	☐
	☐
	☐
	

	Cleaning
	Clean dishcloths used and tea towels changed regularly
	☐
	☐
	☐
	

	Cleaning
	Clean-as-you-go procedures followed
	☐
	☐
	☐
	

	Cleaning
	Sanitising products used and wiped off with disposable paper towels
	☐
	☐
	☐
	

	Pest Control
	Kitchen checked for signs of pests
	☐
	☐
	☐
	



Maintenance
Issues relating to maintenance of the kitchen and equipment were raised with Building Manager (Karen Taylor)		

Signature of Hirer……………………………………………………………….
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