
Sheringham Community Smallholding – 

Building Use Policy 
Introduction 

The Patch is a multi user site with a number of different groups using the site and the 

associated building at various times throughout the week. This includes both groups 

from the schools on the campus and also external groups of young people and 

adults (often with learning disabilities). On the main door a copy of the use of the 

building is displayed weekly by the Project Manager. Please note different schools 

on campus operate on different timetables so there may be some overlap in timings.  

Visiting groups/users 

It is the responsibility of the supervising adult/adults of each group to ensure that the 

building is left fit to use for other users. In some instances this supervising adult is a 

teacher/teaching assistant/group leader/youth worker and in others it’s the Project 

Manager. During times when the building is not scheduled to be in use by groups it is 

used by the Project Manager as an office with a desk situated accordingly. 

Suggested basic checks on vacating the building include 

 Is the furniture tidied away/laid out & clean? 

 Is the classroom clear of rubbish? 

 Is the kitchen area free from washing up/rubbish/other items? 

 Is the oven turned off at the wall? 

 Are the windows in an appropriate state for the weather e.g. closed if it’s 

raining? 

 Are the toilets clear of rubbish & generally clean? 

 Are the taps inside & outside turned off? 

 Are the projector and laptop turned off? 

 Have any plug socket safety guards been replaced? 

 Have the radiators been turned back down to 17°c? 

Please note that the lights in the building are motion sensitive and thus do not have 

switches. They will remain on when you exit the building and turn off automatically 

on a timer.  

At certain times of year it is inevitable that the floor of the building will become dirty 

due to the nature of the work undertaken outside. It is the supervising adult’s 

responsibility to remind users to wipe their feet before entering the building. Where 

possible, a quick sweep of the floor will help prevent spreading of the mud.  

If you come across any issues with the state of the building when you come to use it, 

e.g. after another group, or have any suggestions please fill in the log which is 

located on top of the book case. This log will be reviewed daily/weekly by the Project 

Manager and any actions required undertaken.  

 

 



Sheringham Community Smallholding – 

Building Use Policy 
Resources/Facilities Available 

The classroom has a multimedia projector connected to an interactive white board 

which is available to be used by visiting groups. It is suggested that any 

presentations are checked to be in the correct format to use this facility. Internet 

access can be provided wirelessly.  However, it is subject to a stringent firewall so 

certain sites e.g. You Tube & Facebook cannot be accessed. The tables adjust in 

height with two different sizes of chairs provided to accommodate different ages of 

young people. 

A mini kitchenette is available including the use of an oven/hob/grill, a fridge & a 

kettle. Cleaning utensils are located in the cupboard underneath the standard height 

sink. Tea, coffee & hot chocolate facilities are available for visiting groups of 

volunteers to use but should not be used by groups of students from educational 

settings without prior consent from the Project Manager. It is the visiting group’s 

supervising adult’s responsibility to ensure that the kitchen is left clean and tidy. The 

kitchen surfaces must be sanitized both before and after use with the oven also 

being cleaned if used. Please refer to the Cleaning Schedule located in the Health & 

Safety File for more information. It is suggested that supervising adults hold a valid 

Food Hygiene Certificate and all basic hygiene precautions are followed e.g. hair tied 

back, aprons worn.  

Hand washing and toilet facilities are available. If stocks of paper towels or soap are 

running low please complete the log located on top of the book case.  

The heater in the classroom can be adjusted by simply pressing the plus sign (+) 

until the desired temperature is reached. If the building is to be used for any length of 

time the heater in the accessible toilet can also be altered.  

A first aid kit is located on the wall next to the lower sink. If this is used or any 

accidents/incidents occur they must be recorded in the Accident/Incident Book 

(located on the top of the bookcase). Fire extinguishers are located by the front door 

with a fire blanket found in the kitchen area. In the event of a fire inside the building, 

the building should be evacuated and 999 dialled. 
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