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Creekview Lodge – Information and Booking Conditions (October 2024)
Charges

	Guiding/Scouting Groups
	1st May – 30th September
	1st October – 30th April

	Whole complex (up to 24hrs)
	£110 per night
	£120 per night

	Day rate ( 6 hours)
	£65
	£70

	Evening rate (4 hours)
	£45
	£50

	Non Guiding Groups
	
	

	Hourly rate
	£12 per hour
	£15 per hour

	
	
	

	Non refundable deposit
	£20
	£20


A non-returnable deposit of £20 and completed booking form are required immediately to secure your booking. Final invoices will be sent out after the event.
Keys
· Please email the booking secretary 7 days before arrival to arrange access to the building.
· The nominated key holder will be given the key code to the gate and to the keysafe box and must return the key safely to the keysafe at the end of the hiring. 

· Please lock the building and gate carefully whenever leaving the site.
· If the key is lost, the hirer must report the loss to the key holder immediately and then pay for a new key.
Arrival

Please arrive no earlier than 6 pm on a Friday unless by special arrangement with the Booking Secretary. (We have Rainbow units meeting in both halls from 4.30 pm – 5.30 pm) There is no restriction on arrival time for weekdays during school holidays and/or Saturdays. Times by arrangement.
Departure

Departure time at the weekends can be up to 6pm. Arrangements for departure on weekdays during school holidays by arrangement.
Please take all rubbish home (including recycling – recycling bins in the kitchen are for our district use only) and replace the black bin liner in the kitchen bin and white bin liners in the toilet bins. There is no refuse collection from the site. 
Please sweep the halls, wipe down the toilet seats and washbasins, wipe kitchen surfaces, door handles, wipe down tables and chairs used and SWITCH OFF WATER HEATER AND HEATING before leaving. 
All lights must be switched off and all doors and windows properly secured. 
Finally please put the key in the keysafe and turn the lock. Close the gates and fasten the chain and padlock round the gates. 
GENERAL INFORMATION
AV equipment  Requests for use of the projector/DVD player must be notified to the booking secretary in advance.

Badges There is a small stock of badges available to purchase. They are £2 each and are available in the Willow room

Camp Store There are games available to use in this cupboard but please do not take anything else unless by prior arrangement. 
Camping

· Please bring your own tents and leave the site as you found it.
· Fires MUST only be lit on concrete bases provided. The central concrete base can be used for a camp fire or please use the fire pit. Please return unused or partly burnt wood to the wood pile and clear all ashes with metal buckets provided.
· There is an outside tap located on the outside wall by the side door leading to the bathroom.

Dogs No dogs please except Guide dogs.

Drains The site is on main drains and therefore please do not use chemical toilets as there is nowhere to empty them.

Emergency Lights  These will light automatically if the power fails.

Fire safety 

Check that you know how to use the fire extinguishers and that everyone is aware of the fire exits.

· Please hold a fire drill at least once during your visit and record this in the folder in the Willow room
· Escape routes should be kept clear and hazard free at all times. 

· In the event of a fire everyone should leave the building from the nearest exit, go out through the gates, walk up the lane to assemble on the field on the right hand side, 75 yards up the lane.
First Aid Please bring your own first aid box. 
Footwear All muddy shoes/boots should be removed on entering the building. They can be left in the corridor outside the main bathroom.

Heating The heating is set on a timer for evening meetings. For use during the day please use override buttons as instructed above the heating timers.
Hot water The hot water switch is currently in the camp store. If showers are going to be in use, switch on the whole tank (1st switch). Please switch off hot water before you leave.

Incident book This is in the Willow room on the shelf. Please record all accidents, potential accidents or near misses.

Kitchen In the kitchen, the cupboard marked 'for guest use only' should contain everything you need for at least 30 people. Pots and pans etc are also available for your use in the drawers either side of the cooker. Please use the appropriately coloured chopping boards (as per notice) for all food preparation. Please use the table (kept in the Willow room) for the kitchen only. Cleaning materials are available in the kitchen cupboards under the sink. Instruction leaflets for electrical appliances are in the marked drawer in the kitchen. Do not turn off the cooker switch. Please operate the shutter carefully and close on departure.
Mains water The mains stop cock is situated on the far wall in the Camp cupboard.
Mosquitoes These can be a nuisance in the summer due to our location near the creek, so please come prepared with anti-mosquito spray.
Outside Lights The outside lights to the building are triggered automatically by a light censor and will remain on all night. The light by the gate is triggered by movement only. These can be turned off by arrangement.
Parking
· Parents and girls MUST park on Creekview Road and walk down the lane. 

· There are 10 parking spaces including one disabled car parking space for leaders ONLY. Persons using the car park do so at their own risk.
· The padlock should be locked on to the gate when the gates are open.
Risk Assessment Please read our risk assessment before you arrive

Shopping A large Asda supermarket is in the Town Centre.

Smoking  No smoking is allowed in the Lodge or the grounds.
Swimming is available at the South Woodham Ferrers Leisure centre which is a 10-minute walk from the site. Tel: 01245 605600 for information.

Tables and chairs  Please return all stacking tables to trollies in the correct halls and supervise loading of trollies. Tables are marked underneath with the name of the hall they belong in. The large brown static tables in each hall to be left in situe if possible and NOT to be stacked with other tables as they are too heavy to move. Chairs must be stacked where indicated on walls i.e. in stacks of 8 and facing the wall, not in front of the radiators please.
Telephone There is a telephone in the Willow Room for use by hirers and the number for incoming calls is 01245 321500.

Toilet rolls Please provide your own toilet rolls. One has been left in each toilet and we request you leave the same amount when you leave.
Torch There is a torch available for use on the window sill in the main foyer and by each of the double fire doors.
T-Towels and hand towels Please bring your own T-towels - there are hand driers in the kitchen, the main bathroom, the mens toilet and the disabled WC so hand towels not necessary.
Wifi  Free wifi is also available and the access code is available on request.

Willow Room Please do not allow unaccompanied girls to use this room. This can, however, be used as a First Aid room and/or a sleeping area for adults.
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