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Please use these details with your groups as appropriate. Some sections will not be applicable to all users of the centre. Please communicate this information to the whole of your visiting staff team.
1. Fire Drill: in all rooms is a fire notice which tells you what to do in the event of a fire.
a. Evacuate to the front of the house assembly point and line up. No running, silent lines, shoes (indoor or outdoor) on your feet.
b. Visit leaders should complete a role call (fire list is kept in foyer next to office door), call the fire service and then call the on-call member of Braeside staff (if after 1700 and before 0830 the next day) using the phone number on the main office door.  
c. Do not enter the building until told it is safe by either Braeside staff or the fire service. 
d. Please note that a fire drill is carried out with primary aged children and a discussion is held with secondary aged children and upwards.
2. Footwear: Make sure you remove all dirty outdoor shoes on the back porch and place them neatly on the rack. Remember to put your indoor shoes on whenever you are in the house for comfort and safety.
3. Mealtimes: Generally meals are at the following times unless arranged by your group. If your group is going to be late for a mealtime, please let the main kitchen know.
Breakfast – 0815; 

Lunch - 1230 approx; 

Dinner – 1800
4. House access: In the house there are number pads providing access to each floor. Do not share codes. To open from inside press the white “Door release button”. Resident groups please use the ground floor back door for entry and exit from the main house (the front door is security coded). All other areas are key access.
5. Keys: Keys are provided for staff rooms/adult rooms. Please look after your keys and hand them in to your Braeside staff member at the end of your stay.

6. Access to the house servery: The house has a small kitchen servery for drinks, washing up and has a small fridge. The servery area is for use by the Braeside and visiting staff. Student access must be supervised due to the hot water boiler. 
7. Damage and breakages: Make sure that all damage, accidents and things not working are reported to one of your visit leaders or to a Braeside member of staff. Braeside is in use 365 days of the year and therefore only looks as good as it does if everyone looks after it. We appreciate your help with the care for the centre.
8. Staff identification: Most of the Braeside members of staff should be in uniform or with a lanyard. There may be other people visiting the centre during the day and evening, such as contractors and Council staff. If in doubt report any unknown persons to the nearest visit leader or Braeside staff. 
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9. Downtime and access in the grounds: We encourage you to have a break and explore the grounds. Please do so safely and make sure that others know where you are by having some free time with others. 
a. You can use the ball court, table tennis and the top lawn, but take care especially in the wet. 
b. Do not go on the ropes courses, high ropes gravelled areas or touch any part of their structure. Please respect the signage on equipment and around the centre.
c. Do not into the woods without permission and do not go out of the main gates without a leader / teacher. 
10. Smoking: Smoking is not allowed anywhere on site. If you choose to smoke, please do so outside the Braeside gates and please do not block access to the centre. Dispose of all cigarette ends responsibly.
11.  WiFi access: WiFi is available at the centre via your device settings. You will need to use the details provided to you or visible on the noticeboards around the centre.
12. Bedrooms and behaviour: You are required to be safe and sensible in your bedrooms. This is for safety reasons and for the comfort and enjoyment of everyone else whom you are sharing a room with. Please report any poor behaviour, dangerous or otherwise, to a visit leader or a member of Braeside staff. Please only use your own bedrooms and only use the number of beds needed in each room to avoid unnecessary work.
13. Sleep!: Your visit leaders will decide what time you will go to bed (approx. 9-10pm) and give you guidance on when you will get up. Stay in your rooms during these times and get some sleep so that you get the most out of your stay.
14. Last day: 

a. On your last day BEFORE BREAKFAST you will need to strip your beds, removing the bottom sheet, pillow case and duvet cover. Fold all items and stack outside the bedroom door to one side and Braeside staff will collect these. Please sleep in one bed, and do not strip any unused beds. 
b. On your last day all bedrooms should be vacated by 9.45am. Visit leaders should check all rooms and remove any lost property and note any damage.
c. Your group will be allocated a space for luggage storage and a place to store your packed lunch before you depart.

Braeside Education Centre wish you a pleasant and enjoyable stay. If you have any questions, or would like to provide us with feedback, please contact one of our staff.
Thank you.
