SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


MORISSET MULTI PURPOSE CENTRE
USER PROCEDURES

Arrive At Centre
Enter via ENTRY driveway ONLY

Exit via EXIT driveway ONLY

Speed Limit is 10klm/hr

(Children, Sick, Frail and Aged are regular users of the Centre)

Park ONLY in marked areas
-
DO NOT OBSTRUCT THE ROADS AT ANYTIME

Enter the Building
Enter the centre via the Main Entrance (South End) using the key and fixed side door.

Security System
Proceed to the security panel, enter your code, and hit OFF button (bottom left)

Lights
Turn ON the passageway lights (light switch at left of side entry door)

Turn OFF the night ceiling lights (light switch at left of side entry door)

Auto Front Double-Glass Doors
UNLOCK the auto front doors using the manual lock in centre of glass doors

Set the auto front door switch (located to left of doors) to:
OFF








EXIT








AUTO








OPEN
as required

DO NOT LEAVE AUTO FRONT DOORS UNATTENDED or UNSUPERVISED IF SET TO AUTO or OPEN

Proceed to Allocated Venue
Check the Venue Board and proceed to allocated venue

Do not disturb other venue users

ONLY access part of the venue allocated to your group

Accessing unauthorised areas may result in security alarms which will spoil your booking.

Set Up Your Venue
Your venue should be left in a clean and usable state by the previous user.  If this is not the case, please report the facts to the centre manager.


Lights

switches at entry to rooms


Fans

switches at entry to rooms


Air Conditioning
switch on wall, press once to turn on, press again to turn off


Windows
are locked, use ket to unlock


Tables

stored in storage cupboards (see procedures for moving)


Chairs

stored in storage cupboards (see procedures for moving)


Other Equipment
as arranged with centre manager

Side Gate
If access via the side gate is required see centre manager for code and access details

Toilet Facilities
Toilets for all functions room are located in the centre of the building off the main passageway including male, female, disabled toilets and a parents’ room.

Kitchen Facilities
Users of the centre are welcome to use our kitchen if required on the following strict conditions:

*  THE KITCHEN IS THOROUGHLY CLEANED – ALL SURFACES WIPED AND FLOOR MOPPED 
(Cleaning equipment available in store room off kitchen)

*  ALL UTENSILS ARE THOROUGHLY CLEANED AND PUT AWAY AFTER USE
*  USERS SUPPLY THEIR OWN COFFEE, TEA, MILK AND ALL OTHER CONSUMABLES

Facilities Include:

Stove, Microwave, Urns, Kettle, Pots, Pans, Fry Pan, Toasters
Crockery, Utensils, Jugs, Glasses
Dishwasher:  if using the dishwasher read and follow the printed instructions posted on the wall above
Refrigeration:  limited refrigeration is available, only use double glass front fried and wipe after use
Courtyard
If not in use by another group, users are welcome to use our undercover courtyard

Lights:
a)  On wall in kitchen next to store room door


b)  On wall in entrance next to auto door switch

As with all of our facilities, please leave the courtyard clean, tidy and ready for the next user
Courtyard BBQ’s
Users of the centre are welcome to use the electric BBQ’s in the centre courtyard (additional fee applies) provided they have informed the Centre Manager of their intentions.  BBQ keys are required to operate the BBQ’s and are available from the centre manager

To Operate:
First, turn ON the BBQ switch located next to the store room door in the kitchen

At the BBQs, insert the BBQ key into the key hole and turn to the right

The light at top of keyhole will illuminate indicating that the BBQ’s are on

BBQs take a little while to reach cooking temperature

If BBQ appear to go out after a time, repeat the above procedure

Use cleaning materials in the store room to fully clean BBQs after use and return them to the same state which you found them.

Happy Hippo Toy Library
Users of the centre are welcome to use the facilities of the Happy Hippo Toy Library located at the side of the courtyard (additional fee applies), provided they have informed the Centre Manager of their intentions.  Keys required to access the Toy Library are available from the centre manager.

Users are to open the Toy Library, select the items they wish to use, and close the Toy Library again.

When finished with the toys, open the toy library, replace the toys in the correct area, and close the Toy Library.
Report any damage toys to the centre manager.

Other Facilities
Other facilities available to centre users for an additional fee include:

Sound System


Electronic Whiteboard

Data Projector and Screen

TV; DVD; Video

Laptop Computers (10)

Photocopying and Lamination

Phone and Fax

Internet Access
Security

It is vital that you restrict your group to the area that has been hired.
The security code issued to you is applicable ONLY to your specified area.  If members of your group wander into other areas of the centre, they may trigger security breaches resulting in false alarms and costly call outs.

It is important therefore that you follow all security procedures both before accessing and leaving the premises.  Failure in this area may result in a $100.00 surcharge if there is any security breech that requires Security call out.  If the Fire Brigade is called out for a negligent act on the hirers part – there may be up to $300.00 charge which will be levied to the hirer.

Emergencies and Emergency Contacts

Ambulance, Fire, Police


000

(112 from mobiles)

Morisset Ambulance


131 233

Poison Information Centre

131 126
Morisset Fire Brigade


4973 3466
Energy Australia (Electricity)
131 388

Morisset Police



4973 1444
Hunter Water (Water)

1300 657 000

State Emergence Services


132 500

Morisset Multi Purpose Centre Staff
Executive Officer

(Chris Cootes)

4973 7000
0407 482293

Chair


(Glenn Clark)

4973 1221

Vice


(Bill Carr)

4973 1091

Feedback and Testimonials
We welcome your feedback and constantly strive to improve and meet the expectations of our users.

Please complete the Venue User Feedback Form and return it to the Centre Manager

LEAVE THE PREMISES AS YOU FOUND IT
The guiding principle in using our centre is to ensure you leave the premises ready for the next user

Checklist:

(
All equipment is put away or returned

(
Any damage reported to Centre Manager
(
All tables and chairs are clean, wiped and put away

(
All areas used have been cleaned

( surfaces wiped







( floors swept and mopped







( carpet floors swept with carpet sweeper







( dishes washed and put away







( utensils washed and put away

(
Any rubbish is remove to outside garbage bin

(
Toilets are checked and left in reasonable condition


(ensure no-one is left behind or hiding in toilets)
(
Air Conditioning (if used) is turned OFF

(
All lights used are turned OFF

- rooms, kitchen, store rooms, toilets, passageway

(
All fans used are turned OFF

(
All windows are closed and locked

(
Side gate is shut and secure

(
Auto Front Doors are LOCKED and switch set to OFF
(
Passageway lights are turned OFF;  night lights are turned ON

(
Check that no-one is left in the building


(If other users are still present, there is no need to reset the security system)
(
Reset the Security System (code + ON)
