
 

 

External Users information sheet 
Prepared 21st July 2016 

In an emergency please contact the following members of staff in this order: 

Helena O’Sullivan 07850 029779 or 01342 315937 

Jonathan Chequers 07786 346886 or 01883 346091 

Gill David 07970 240554 or 01342 823895 

In the event of fire 

Smoke detectors, fire alarms and fire extinguishers are installed. Please call the fire brigade 

if a fire commences. Please only use extinguishers if safe to do so and if the person has 

experience and/or training. The official Fire Assembly point is in the Tobias Car Park. Please 

take your register if have one or a note of the number of attendees on your event. 

In the event of electricity power cut 

The consumer unit is located in a wooden cabinet at the far of the clay modelling room 

which is found off the kitchen. If a local circuit has tripped this will be indicated by the 

switch being down on the consumer unit. Returning the switch to the ‘up’ position will 

normally rectify the problem, which can be often a blown light-bulb. However, if the switch 

immediately falls down again this indicates something more serious and so please do not 

attempt to try to do this again or to use that circuit, and call one of the emergency contact 

numbers above. 

In the event of a water leak 

The mains water stop cock is located also in modelling room to the left of the sink. If a leak 

develops please turn off the water stop-cock. There are subsidiary stop-cocks in the toilets 

which can be turned anti-clockwise a ¼ turn. However if unable to locate these or leak in 

another location then use the main stop cock and call an emergency number above.  

Please place a note under the office door listing any effect or action you may have 

undertaken.   
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On Completion of the Event 

After use close all windows and doors. 

Turn down radiators to number 2.  

Turn lights out 

Re-stack chairs 

The reasonable use of the kitchen and facilities are included in the rental agreement. Please 

clean and tidy up afterwards with cups placed in the dish-washer. 

Leave studio/room tidy 

Other matters 

Please be considerate regarding noise etc to other users/students who may be using other 

rooms and/or kitchen 

The car park is available for your use, but please be considerate to our neighbours. 

Use of candles is not allowed 

Use of loud music or similar etc is not allowed 

No smoking throughout the building 

Please remove any equipment and/or materials you have brought with you. 


