
Sunningdale Village Hall – MAIN HALL Information for Hirers  

  

Opening and Closing the Village Hall  

Keys will be available from the Village Venues office, located at the Pavilion, Broomhall 

Recreation Ground, Broomhall Lane, Sunningdale, Berkshire, SL5 0QS and may be collected 

between 9.15am and 13.15pm on Monday-Wednesday during the week before your event. Please 

telephone 01344 297250 or email villagevenues@gmail.com to advise when you will be coming 

to collect keys so they can be made available.  

If you cannot visit the office, please contact the office for the code for the keybox.  

Please do not try and access the building before your period of hire and ensure that you vacate 

the building, having left everything as you found it and locked up, by the end of your hire period. 

Please return keys to the Village Venues office as soon as possible after the event.  

  

Please ensure that minimum noise is made by yourself and guests when arriving and leaving the 

buildings. We wish to preserve good relations with our neighbours. The fire doors in the main hall 

must be kept closed at all times. As the hall is in a Conservation area, for evening events music 
must cease at 11pm and all guests must have vacated the premises by 11.30pm.  

Kitchen Facilities  

Provided in the kitchen for your use are the following: Fridge, freezer, double oven, microwave, 

kettle, mugs. Please note we do not provide crockery or cutlery. Please do not leave any 

perishables in the fridge or kitchen. 

  

Cleaning Materials  

Kitchen cleaning materials are located in a wall cupboard in the kitchen. A vacuum cleaner and 

brooms are available in the cupboard to the right of the stage.  

  

Tables and Chairs  

Provided in the cupboard to the right of the stage are 16 trestle tables and 100 stackable folding 

chairs. There are further chairs available in the porch area, beyond the double doors opposite the 

stage. Please return chairs and tables to the cupboard when you have finished using them.  

  

Phone and WiFi  

There is no public phone in the building and we do not currently have WiFi.  

  

Heating and Power  

During colder months the Village Hall heating is programmed to maintain a warm temperature. 

If you need to alter the temperature this can be done by pressing the “+” and “-“ buttons on the 

thermostat . Please restore the original setting when you leave the building.  

Three double power sockets are available. Please do not overload these.  

If you are bringing your own electrical appliances please ensure they are safe and in good 

working order, with an up to date PAT test.  



  

Parking   

There are two spaces provided directly at the front of the building – one is for the main hirer 

there is also a space for a disabled user. Please ensure everyone attending your class or event has 

parked considerately either in the car park to the rear of the hall or on surrounding roads, bearing 

in mind the hall is adjacent to a primary school and Church Road is a bus route.  

  

Lighting  

Please note that the lights in the toilets are automatic and will only switch off once the doors are 

closed. The external lights are sensor operated and will turn off automatically.  

  

Rubbish and Recycling  

Please remove all rubbish after your event and bring your own bin liners to enable you to do this. 

General waste should be placed in the large green commercial bin outside the hall, and 

recyclable waste (paper, card, plastic bottles and packaging, aluminium cans, foil and cartons) 

should go in the blue wheelie bin. If the recycling bin is full please take any excess recyclable 

waste with you. Please do not leave any hazardous waste on site (eg helium canisters).  

  

Decorations  

Please do not fix anything to the walls using blu tack, sellotape or pins. Hooks are provided for 

decorations. Do not place any decorations near heaters.  

  

Doors  

Please keep the external doors closed at all times. This is both to conserve energy and to ensure 

safety of children.  During the period of your hire please do not leave the building unattended.  

  

Children  

Children should be supervised at all times and not allowed outside the building without an adult. 

Please be aware of the recommended minimum ratios of children to adults: 0-2 yrs 1 adult for 

every 3 children; 2-3 yrs 1 adult for every 4 children; 3-8 yrs 1 adult for every 8 children; over 

8yrs 1 adult for the first 8 children; then an extra person for every extra 12 children.  

Children should not be allowed on the stage or in the kitchen other than for a supervised activity.  

First Aid and Accidents  

A First Aid kit is provided in the kitchen, and ice packs in the drawer. Please write details of any 

accidents or injuries in the Accident Book which is located in the kitchen drawer nearest the 

door. Please advise the office of any serious incidents or if any item in the First Aid kit needs 

replacing.  

  

  

  



Fire and Health and Safety Policies and Procedures  

Please ensure you have familiarised yourself with the Hall’s policies and procedures and that you 

are aware of the nearest fire exit.  

  

Faults / damages / comments  

Please report any faults or damage to the office by emailing villagevenues@gmail.com  


