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Policy for the room hire of the apartments of the Society of Antiquaries of London to external organizations, bodies or private individuals
1. The Society’s Council, advisory committees and Fellows’ events requirements for use of its rooms within the Society’s apartments will take priority over any requests from external organisations, bodies, or individuals in a private capacity, to hire those facilities. 
2. Subject to availability, a room or rooms may be hired to an external organisation, body or individual(s) in a private capacity subject to completion of the necessary booking form. It is strongly recommended to check the availability of the room/s, date/s and time/s required with the Bookings Secretary before completing the form. 

3. The hirer must confirm the booking 72 hours in advance.

4. Cancellations of bookings must be received in writing at least seven days in advance. If these are not received in good time the Society reserves the right to charge the full amount for room hire and for Technical Assistant and Catering if you have requested as such. In the event that a room booking must be cancelled by the hirer due to unavoidable circumstances or emergency, the Council will fully refund the hire charge.
5. Alterations of bookings must be received in writing at least seven days in advance and in consultation with the bookings secretary. 

6. The hirer will be required to agree not to bring or permit to be brought into the hired room any electrical or mechanical equipment without the prior written consent of the bookings secretary.
7. Any refreshments to be consumed in connection with room hire must be provided through the Society’s Catering Services by filling in the appropriate form and confirming with the Bookings Secretary.

8. The hirer will be responsible for the preservation of good order during the hiring of the apartments and for any damage that may be done to the Society’s properties as a result of the hiring.
9. The Society’s Meeting Room will not be used for the sale or consumption of alcohol, beverages and refreshments, or for music, singing or dancing. This Room acts only as a lecture theatre.
10. Food is only allowed in the Society’s Council Room and Mortimer Wheeler Room.
11. Refreshments are only allowed in the Society’s Hall, Council Room and Mortimer Wheeler Room.
12. The Society’s Conference Suite comprising of the Meeting Room, Hall and Council Room is strongly recommended for hire for seminars, conferences and study days, enabling the Council Room to be used as a beverage/refreshment area and the Hall as a circulation/reception of delegates. 
13. In the event that a booking involves less than 30 delegates, beverages and refreshments will be served by the Society’s staff or external waiting staff through its catering service at a rate agreed by the Society.
14. In the event that a booking involves more than 30 delegates, the hirer will be required to appoint their own supervisory staff serving their catering needs, or agree to hire external waiting staff through the Society’s catering service at a rate agreed by the Society. It is strongly recommended, for Health & Safety reasons, that the hirer appoints at least 1 supervisory staff for waiting 25-30 people to avoid unwelcome hazards (i.e. they would have to appoint 3-4 persons if the number of delegates was to reach 100).
15. In the event the hirer requires refreshments in the Wheeler Room, these must be collected from the Porter in the main Society apartments by the hirer and must be returned to him afterwards.

16. Room Hire Charges (excluding Value Added Tax) are reviewed every September, and it is strongly recommended that the hirer confirms the rates and their requirements (through the bookings secretary or the Society’s website www.sal.org.uk).
17. Half-day sessions are considered to be between 9.30 am-1.00pm or 1.00pm-5.00pm.  Should the hirer require a room between 12.00pm-17.00 pm the full-day rate should apply. Should the projectionist be required before 5pm, or needed for more than 3 hours in the evening, the half-day rate will apply.  Charities with a minimum of 4 bookings in calendar year will receive 20% discount rate for repeat bookings. VAT to be added on all charges including catering arrangements.
18. For Health and Safety Reasons the hirer must appoint a responsible person to read the Actions in the Event of Fire to those attending their function (APPENDIX 1) and it is strongly recommended that the responsible person reads the Health & Safety Conditions of the Society (APPENDIX 2).
Dr Georgia Toutziari

Office Manager
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APPENDIX 1
ACTION IN THE EVENT OF FIRE

As there are no scheduled fire alarm tests today, if the alarm sounds we will need to evacuate the building immediately.

The alarm is a continuous sounding siren. We will evacuate by either of the following exit routes 

EXIT A -  The Main Entrance 

EXIT B -  The Back Door on the Ground Floor, at the north end of the building

We will assemble on opposite side of the Burlington House Courtyard to await further instruction.

If an intermittent signal is heard, this means that the fire alarm has operated in another building and we should stay where we are to await further instruction.
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HEALTH & SAFETY CONDITIONS 

The following conditions should be agreed by any organisation wishing to hire the Council, Meeting or Fellows room.

1.  The designation of a Responsible Person, who will be in attendance for the duration of the function. 
2.  Any attendants appointed should be identifiable at all times.

3. The responsible person must read the ‘ACTIONS IN THE EVENT OF FIRE’ to those attending the function.

3. The responsible person and attendants to be aware of: 

       

·  the building fire safety and evacuation procedures;

· the action to be taken upon discovering a fire;

· the action to be taken upon hearing the fire alarm;

· appreciation of the importance of fire resisting doors and the need to close all doors at the time of a fire and on hearing the alarm;

· the operating of all escape doors, not in regular use, to ensure that they function satisfactorily;

· the procedures to be implemented with regard to inward opening doors, particularly when the occupancy in the room(s) exceeds 60 persons;

· evacuation of the building to an assembly point at a place of safety (where members of the public are present, this will include reassuring them and escorting them to exits, and safely away from the building);

       Note:    For the above purposes, the Responsible Person is the person in overall control of the function.

                   The nomination of attendants as detailed above is with particular regard to the Council & Meeting rooms. With regard to the Fellows room, it would be acceptable to have just the responsible person trained in the above points.

                    

                                Fire Warden Training      

   Legislation

The Regulatory Reform (Fire Safety) Order 2005 requires the Responsible Person (usually the person who has overall day to day control of the building) to carry out a Fire Risk Assessment.

All employees have a duty to co-operate with their employer to ensure their workplace is safe from fire and its effects. 

There is also a duty on employees to take reasonable care for their own safety and that of other people who may be affected by their activities. This includes the need to inform their employer of any activity they consider would present a serious and immediate danger to themselves or others.

       The triangle of fire
It takes all the 3 constituents above to create a fire. Removing just one will extinguish the fire. The 3 methods of extinction are Cooling (reducing the heat of the fire), Starvation (removing the fuel that feeds the fire), and Smothering (removing the oxygen to the fire).

Fighting the fire - Safety considerations

You should only attempt to fight a fire if you have received practical training in the use of fire extinguishers.

Consider: Is it safe to tackle the fire? Not sure? Shut the door and GET OUT!

If you do decide to tackle the fire:

Always maintain your escape route.

Go towards the fire with an extinguisher in hand, ready to use.

Keep low – Smoke can kill!

If one extinguisher does not put out the fire, withdraw immediately.

Keeping your workplace safe from fire

Housekeeping – Do not allow storage to accumulate in escape corridors and stairwells. These should be maintained as sterile areas. Cupboards, particularly those housing gas or electrical services, should be kept clear and free of all combustible materials. 

All rubbish should be placed in appropriate containers and removed to a safe area to await disposal.

Never wedge open fire doors - they should be kept shut at all times. Fire resisting cupboard doors should be kept locked shut. Look out for the appropriate sign on each door.

Ensure that fire extinguishers, exit signs, fire alarm break glass call points and other fire safety measures, are not covered or obstructed.

Always bring to the attention of your manager or supervisor, anything that you feel is unsafe, or that creates a potential fire risk.

Fire action procedures

ON DISCOVERING A FIRE:
1. Shut the door, operate the nearest fire alarm break glass call point and proceed to the assembly point, using the nearest available exit.
2. Do not attempt to tackle the fire unless you have been trained to do so.
3. If you have been trained, attack the fire if possible using an appropriate extinguisher, but without taking personal risk.


ON HEARING THE FIRE ALARM:
1. Proceed to the assembly point, using the nearest available exit.
2. Close the doors behind you as you leave.
3. Do not stop to collect personal belongings, or use the lift.                                                                                         4. Do not re – enter the building until authorised to do so.                                   5. Report to the designated Fire Warden for your particular floor or work area, on arriving at the assembly point. 

On hearing the intermittent warning signal, persons should stay where they are and wait for further instruction from their Supervisor.

 CONFIRM NOW THAT YOU KNOW: 
1. Your nearest fire exit, any alternative escape routes and the assembly point.                                                          

2. Your nearest Fire Alarm break glass call point.


3. The Fire Warden for your work area (Mr Stephen Papworth is the Fire Warden for the Ground Floor).

                     Fire Wardens – Roles & responsibilities

(1)
Daily check the section under their control to ensure the following:

(i) Exit doors are available for use unlocked and unobstructed.

(ii) Fire extinguishers are in position with tamper seals unbroken.

(iii) Fire instruction notices, and FIRE EXIT notices are in position.

(iv) Fire alarm call points are indicated and clear from obstruction.

(v) Fire resisting doors to corridors, lobbies and stairs are correctly self closing.

(vi) Fire resisting doors to stores and plant rooms are kept locked shut.

If any of these checks reveal deficiencies they are to be reported for remedial action.
2)  Keep a record of any persons with a disability that may need assistance to evacuate and to ensure that necessary arrangements are made.

3)
Listen for correct operation of the fire alarm sounders at weekly test.  To report audibility defects through the normal channels to the Security Manager.

4)
In the event of the fire alarm operating take the following actions;

          Check through floor area including washrooms and stores, to ensure that all staff and visitors are leaving the building.

(i) Close all doors on the route of evacuation and windows if time and safety permit.

(ii) Follow the section staff encouraging them to proceed at good speed but without haste or panic to the assembly point.

(iii) Note from staff/observation, the location and size of fire if in their section, whether it is being tackled by persons and any highly flammable substances that could become involved.

(iv) Report to the Fire Evacuation Co-ordinator, who will be standing at the Assembly point and confirm that the Fire Service has been called. Give advice on status of evacuation from the section and other detail obtained relevant to the fire that may be of assistance to Brigade fire fighters when they arrive.

(v) Stand by for instruction that may be given by the Fire Evacuation Co-ordinator.

(vi) The first Fire Warden to complete evacuation duties is to assume the role of Fire Evacuation Co-ordinator when the Security manager is not available.
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