The Quiet room checklist

Available for use
· Two two-seater sofas & 1 chair.
· Kitchen with use of a kettle, toaster, fridge & cups/plates/cutlery.
· A bathroom for staff/clients.

Opening & use
 The door to the Quiet room is via the Church offices around the back of the Old Chemist. Two keys are needed to unlock with a deadlock & yale key.
 Go through the staff lobby and up the stairs – as you go up the stairs there is an In/Out board- switch the Quiet room to ‘In’ and the sign on the Quiet room door to ‘Meeting in progress’. 
 Use kitchen / bathroom as required. Please bring your own milk. You have one storage box assigned to you in the Quiet room – please use this to store tea / coffee / tissues etc.
 Wifi: SVCOFFICE / Th30oldPastor!

Closing 
 Wash & dry up & put things away. 
 Double lock the door.
 Any damage or near misses - please contact us. 
 
Check
 All windows - closed? 
 Door closed & Quiet room sign switched to ‘vacant’ and switch the In/Out board to ‘Out’.

Keys
 If counsellor is only there for one off session, once locked post keys into the letter box of the SVC Office door.

Fire
 You will be notified of any planned Fire Drills.  Therefore if you hear the fire alarm exit down stairs, back through entrance or out of the door to the left through back room & out the fire exit. Please see separate Fire evacuation plan. 
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