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Thank you for your booking for Stoke Golding Village Hall. Here are some basic instructions that
will help you find your way around the hall.

OpeningOpeningOpeningOpening upupupup
You have 2 keyskeyskeyskeys to the hall. One key is for the singlesinglesinglesingle doordoordoordoor at the back of the building (near the
car park) – you should enter via this door. The other key opens the internal door to the upstairs
committee room. The key for the mainmainmainmain ironironironiron gategategategate will be found on a hook on the internal kitchen
door. Please use this door for entryentryentryentry andandandand exitexitexitexit of guests as it helps protect the main hall floor from
dirt. The main gate must be kept open for fire regulation purposes but you can close the inner fire
door behind the gates.

LightLightLightLight switchesswitchesswitchesswitches are on your left as you enter the back door. The main hall light switches are on
the right hand side of the stage (as you are facing it). Lighting for the stage is controlled from a
switch in the upstairs committee room.
The heatingheatingheatingheating timer is in the kitchen (along with instructions for its use) and there are thermostats
either side of the stage and at the back of the hall.
There are 15 full size tablestablestablestables at the back of the stage and 10 half size tables (some may be
upstairs), there are also 3 small round tables upstairs. There are 63 blue chairschairschairschairs at the back of the
hall (between toilets). There are a further 50 red chairs on the stage. There are a further 16 grey
chairs under the stage in the boiler room that can be made available by prior arrangement.
BinBinBinBin linerslinerslinersliners are in the kitchen by the hatch

ClosingClosingClosingClosing upupupup
When closing up, please:
1. Ensure that the hall is left clean and tidy for the next occupants. Please wipewipewipewipe down tables

and sweepsweepsweepsweep the floor (broom and dustpan stored on stage)
2. Ensure all bins are emptied - you will need to take rubbishrubbishrubbishrubbish away with you, but remember

there are recycling facilities for paper, bottles and cans outside.
3. Turn off all lightslightslightslights (emergency lighting by the main entrance will remain on)
4. Turn the heatingheatingheatingheating offoffoffoff (instructions in kitchen)
5. Check toiletstoiletstoiletstoilets (especially taps turned off) and turn off the lights
6. LockLockLockLock both main gate and back. Make sure the key for the main gate is hung back on the

kitchen door.
7. ReturnReturnReturnReturn keyskeyskeyskeys to Alan White, 45 Station Road Stoke Golding ASAP after booking

OtherOtherOtherOther informationinformationinformationinformation
1. Please familiarise yourselves with the emergencyemergencyemergencyemergency exitsexitsexitsexits which are through the doors on

each side of the hall or the main gate – assemble in the car park. The car park barrierbarrierbarrierbarrier
keykeykeykey (for emergency services access) is on a hook in the kitchen.

2. The kitchen has an electric cookercookercookercooker (please ensure it is left clean)
3. There is a baby changing area between the kitchen and the back door.
4. Paper towels are provided in the toilets, however no tea towels are provided – please

bring your own if needed.
5. Crockery is available in the kitchen - 50 dinner plates 40 dessert bowls 50 + tea plates,

3 water jugs & approx 30 mugs
6. Contact numbers:

Alan White (booking secretary) 01455 212416, 07887 628245
Ruth Fisher (Chair) 01455 212489

Thank you for booking the Village Hall – we hope you have a successful event.
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