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Clementhorpe Room


toilets





The location of toilets are clearly signposted throughout the building. If you run out of consumables then please see a member of staff. 





All wheelchair accessible toilets have an emergency pull cord, which will activate an alarm (a continuous high pitch tone along with a red light outside the toilet in question). If this is activated then please check the toilet and contact a member of staff. If this has been activated by mistake then please use the re-set button next to the pull cord to silence the alarm. 














Clementhorpe Room


health and safety





Please take a moment to familiarise yourself with the location of fire exits, emergency call points and fire fighting equipment.  If you hear the alarm sound then you and your group must evacuate immediately and assemble in front of the building. You are responsible for keeping a record of all those attending your event and must co-operate fully with our staff.  We do not provide advance warning of fire drills and if the alarm sounds you must treat it as a real emergency. A first aid kit is located in the Main Hall kitchen and reception staff hold a list of first aiders.











Clementhorpe Room


heating and ventilation








The Clementhorpe Room has three large radiators timed to come on between 8am – 11pm. 


Please adjust the thermostat on each radiator to suit your needs. 


If you need to open a window for ventilation then please ensure that it is closed and locked at the end of your meeting. 


York CVS can provide fans during hot weather 











Clementhorpe Room


wi-fi internet connection 








Priory Street Centre has free wi-fi internet access. The connection is named  ‘public’ and does not require a password.


Please do not try to access the internet via the connection listed  ‘yorkcvs’ as this is restricted to internal staff.  


If you require a wi-fi enabled laptop then this must be booked in advance 











Clementhorpe Room


keys and security








Reception will issue you with a key to your room 


Keep the room locked when not in use. 


When you have finished using the room then lock the door and return your key to reception.


Do not pass you key to other centre users


Do not leave valuable items unattended 














Clementhorpe Room


standard equipment








There is no charge to use our TV/video equipment, flip charts or OHP, which are usually in the room. If possible, use the reverse side of the flip-chart paper before asking for new supplies. 





If you require the use of an extension lead then please see reception.  





We can also provide slide projectors, recording equipment and a range of items to assist people with disabilities. Please ask for details. 














  





There is usually a bag full of marker pens, blu  tack and other useful items in the room. Please use the blu-tack boards.


We can also provide photocopying, laminating and other office services at a low cost.











The hearing loop system must be switched on before it will work…the power is located next to the light switch and is clearly labelled. 


To prevent sound spill over for other users, the loop is only switched on when it is needed. It is your responsibility to either switch the loop on or ask a member of staff to do this.


If you have any problems with the loop system then please let us know. We can also provide a portable loop system if required.




















Clementhorpe Room


catering and refreshments





There is a water cooler in the room. The blue tap dispenses chilled water and the clear tap dispenses water at room temperature. If you have arranged to use our hot drinks vending machine set to free vend then you can help yourself to drinks and these will be added to your final invoice. This machine is replenished at least one a day but if you run out of any products then we are happy to assist. We can also provide drinking bowls for guide dogs and other working animals. If we have arranged lunch on your behalf then it will be delivered to the Main Hall kitchen area by 12.30pm (unless otherwise agreed) and will be clearly labelled with the name of your organisation.








 


  











Clementhorpe Room


interactive whiteboard and data projector

















 


  








Clementhorpe Room


loop system

















 


  








There is an additional charge to use our LCD and interactive whiteboard. 


The switch for the data projection system is located behind the water cooler. Connect your VGA cable into the back of the black box and switch it on. Ensure the system is plugged in at the wall. 


Digital pens must be picked up from reception - please do not use ordinary marker pens on the projection screen














Clementhorpe Room


other information





To find out more about booking rooms at Priory Street Centre then please ring 01904 621133


You can also gain access to our policies and procedures, download maps, obtain copies of our health and safety certificates and find out more information about Priory Street Centre from our website - www.yorkcvs.org.uk 


Where possible Priory Street Centre use fair trade or locally sourced catering. We recycle paper, bottles and other items. Movement sensors automatically switch off lights in unoccupied areas
























































