Godmersham and Crundale
Village Hall
Instructions
Thank you for booking to use our village hall. The hall opened in September 2013 and has
some great features, the instructions for these are below, so please familiarise yourself
with them before your visit.
Please share with anyone visiting the hall with you as they contain details of how to get
there, and what to do if they arrive first.
Instructions for the projector, pc, sound system and microphone and other equipment
can be found after these notes. These instructions are available at the hall

Getting There
The hall is in the village of Godmersham, on the A28 road, about half way between
Ashford and Canterbury. The address is;
Godmersham and Crundale Village Hall, Canterbury Road, Godmersham, Kent.
CT4 7DR.
A map is available at www.gcvh.info/contact-and-map/
The entrance is on the A28 situated 50 yards on the Ashford side of the crossroads, next
to the bus stop layby, marked by two white pillars. Once you have turned off the road,
there is a gate at the entrance to the car park, it might be closed when you arrive, so
please open and secure with the latch post.
The main car park has space for around 30 cars. To the right of the main road entrance
is the gate to the overflow car park which can hold 60 cars, if you have requested to
use this, then please use the padlock code to unlock the gate and secure the gate open
with the bollard. Note though that the overflow car park has a grass surface.

Keys, Codes and Alarms
Depending on the options selected when you made your booking, you will have received
several codes. The first you need is for the key safe, which is located to the right of the
main entrance doors.
To open the key safe, press start, enter the code and press start again, the safe will
beep and you can turn the handle to open the door. Please remove the keys and close
the safe door.
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The front door key is on the red fob. The other keys are for the locks on the fire exits,
which if not unlocked will allow exit but not entrance to the building.
Once you open the main entrance door, you will hear the security alarm system sound,
this is pre-alarm mode, and you have 10 seconds to silence the alarm. The alarm panel
is located on the wall to the left as you enter the main door. To silence the alarm, simply
enter the alarm code which will turn the alarm off.
If you enter the wrong code and the alarm sounds, simply re-enter the correct code and
the alarm will stop. The alarm is remotely monitored and will generate a call out from the
security response firm and police, if you have problems with the alarm, please contact
our help line, the number is above the alarm panel.

CCTV
The hall and grounds are covered by recorded and remotely monitored HD CCTV. The
system is owned and managed by Godmersham and Crundale Village Hall.

Fire and First Aid
Please read the fire alarm instructions, these are located next to the fire panel. There are
fire extinguishers in most areas and first aid kits are available in the kitchen. Always call
999 first on an emergency.
We have an AED Defibrillator next to the main entrance door.

Lighting
The lights outside in the grounds, in the entrance lobby and toilets are automatic. The
lights in the meeting room, store room and kitchen are simply operated with an on / off
switch. The lights in the main hall can be adjusted to suit your needs. The lights are in
three banks, each controlled by its own switch. If you press and hold the switch, the
lights will go from off, through to full brightness, simply release at the desired brightness
level. Please turn off all user operated lights at the end of your visit.

Heating and Ventilation
The building has underfloor heating throughout and the temperature cannot be changed
by users. The temperature is set at 20 degrees. If you find this is too warm, you can
ventilate the hall by either opening one or more of the fire escapes, or opening the roof
windows. The roof windows can be controlled in two ways, either by turning the
thermostat down until the windows start to open, they will open fully, or by using the grey
buttons to manually control how far they open. The roof windows are fitted with rain
sensors and will close automatically if it starts to rain. Please close the roof windows at
the end of your visit, the thermostat should ideally be left at 20 degrees.
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WIFI / Superfast Broadband
The hall has Superfast Broadband which is free for hirers to use. You can connect either
by Wi-Fi or by using the data ports in certain areas. The access code is provided on the
notice board in the lobby. We are subject to a fair use policy, and access is unrestricted,
it is the hirer’s responsibility to moderate the content their guests are accessing,
particularly minors. Please bring your own Ethernet cables.

Outside—The Parish Field / Car Park
We have three acres of grounds for you to explore, but please note that the field should
be considered as countryside, there may be uneven surfaces, wild animals, livestock in
the next field, prickly plants, nettles, berries and fungi etc.so please supervise children if
they go outside. The car park area should be considered out of bounds for unsupervised
children, with moving cars and direct access to the A28.

Getting Ready to Leave—Cleaning and Tidying
It is the hirer’s responsibility to leave all areas of the hall clean and tidy, and depending
on your activity, cleaning and tidying may take just 10 minutes or up to an hour. Firstly,
please wipe all tables with a damp cloth and put them and chairs, maximum stacks of
10, neatly back in the store room.

Rubbish and Recycling
Please remember to bring black sacks or suitable packing to enable you to take your waste away
with you. There are no facilities to leave rubbish or recycling at the hall premises. Waste items
left at the hall will result in the loss of the deposit.

Cleaning the Floors
Once everything is away, the floors will need a clean, this is quite quick and easy and
takes less than 15 minutes.
Our advice is•
•

Only start to clean when most people have left the building—impossible to clean
with people walking around.
Pick up all large items of dirt using the dust pan and brush.

•

Sweep the dust into one spot with a large orange mop, pick up with a dust pan
and brush.

•

Use a large orange mop (damp / wet) with some warm water—half a mop bucket
of warm water is enough to do the whole building, mopping all of the floors, walk
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up and down pushing the mop, will take no more than 15 minutes, the floor can
be left damp.
•

The entrance lobby requires a good sweep and mop even if the rest of the floors
are clean.

Please place all cleaning items back in the store cupboard when you have finished.

Ready to Go
Double check that everyone has left the building and that everything you have used is
turned off and / or put away. Please close all the curtains, check that all windows, roof
windows and doors are closed.
To lock up, reverse the entry process, enter the alarm code again, the screen will say
"welcome back master, do you wish to enable the alarm", select yes, and again you
have 10 seconds to close and lock the door. Replace the keys in the safe, ensuring the
door is securely closed and upon exiting the car park, please close and secure the
entrance gate.

After Your Visit
The caretaker will visit the hall after each booking to carry out an inventory and
cleanliness check and if satisfied, your deposit will be returned to you within a few
working days, or as arranged with our treasurer.

Help Line / Emergencies
If you have any problems with the hall, equipment or an emergency, our volunteers
operate a help line—the current help line number is located on the notice above the
alarm panel. Please feel free to call, but please double check the instructions before you
do, most calls to us can be avoided by following the instructions.
In an emergency, please always dial 999 first, then call the help line number, we will
arrange for a volunteer key holder to attend as soon as possible.

Page 4 of 33

Media Equipment
On the next few pages are the instructions on how to use the various pieces of media
equipment available to you; please read through carefully before you arrive at the
hall.
To use the projector, you must use the PC provided at the hall, so please bring your
presentation on a DVD or memory stick etc.
Media items available to you are;
•
•
•
•
•

Personal Computer
Digital Projector
Sound Board
Disco Lights
Microphone

You can play a music CD, film or presentation on a DVD, stream a film over the
superfast broadband, play a PowerPoint presentation or simply play music via a
portable device such as a tablet, iPod or phone.
Note – Items marked in green you can change,
YES!

NO!

Items marked in red, please do not touch, unplug or alter.

Everything runs from a mobile lectern which is stored in the room to the right of the large
windows at the end of the hall. Please wheel it out. The lectern can face the wall, or
towards the hall, just be aware of the cables.

STEP 1 If, as often happens, the lecturn has been left out from the storeroom make sure that
all cables are disconnected from the various power sockets on the wall before you
start. IT IS IMPORTANT THAT EVERYTHING IS DISCONNECTED BEFORE YOU
START
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If you want to play only music go to STEP 7 If you want to use the projector go to STEP 3 -

STEP 3 The projector screen is wall mounted above the large picture window at the end of
the hall. To lower the screen pull downwards on the hanging ring pull. Release the
handle when the screen is at the required height.

Screen cord
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STEP 4 –
Switch “on” the switch marked “Projector” located in the corner of the hall to the left
of the double doors as you come in from outside, i.e. the opposite end to the
projector screen.

Switch ON

STEP 5 –
The projector is mounted on the ceiling. You will not need to touch this at all. Please
resist any urge to get the step ladder out and to start poking it!!

Projector – please
do not adjust or
try plugging cables
into it!
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STEP 6 Point the remote control which should be on the white lectern at the projector and
press the “ON” button.

The green light on the underside of the projector will flash for 10-15 seconds and
finally turn solid. The projector lamp will turn on after this time.

STEP 7 –

Only now connect the cables and switch power on.
There are three cables to plug in at the wall: - a standard power cable, an Ethernet
cable and the HDMI projector cable. The two speaker cables, with adapters, plug in
together separately and hang loose as shown.
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POWER
CABLEON
Ethernet
Cable

HDMI Projector
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STEP 7 –
Turn on the sound board, the switch is on the back, at the left, below the three 1/4”
jacks, see lower photo.

Switch is behind
here

3.5mm jack for
portable devices

Switch ON
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STEP 8 –
The PC is located on the bottom shelf of the lectern, press the silver button to turn it
on.

Mouse Cable

3.5mm jack to
sound board

Switch ON

Note, if you are just playing a CD and do not need to use the projector or screen, go
to step 9.
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The projector screen will now show as below.
STEP 9 –
The PC will ask for the password, this is with the codes given to you a few days
before your booking. Enter the password at the cursor using the keyboard.

The computer will now go through its set up finally arriving at the familiar Windows
“desk top” screen, which will also appear on the projector screen.

Page 12 of 33

STEP 10 –
At this point, press the button to eject the disc tray or plug in a memory stick.

DVD /CD

USB

Page 13 of 33

STEP 11 –
Click on the “media”icon

Media Icon

STEP 12 –
Click on the icon and your presentation will begin – make sure the PC volume is on,
bottom right of the screen.

Click here to begin
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STEP 14 - To use the microphone, ensure the ProSound box is turned on.

ProSound

STEP 15 - The microphone needs to be switched on at the handle and is detachable
so you can walk around with it.
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The Sound Board
The sound board should be found as configured as below. The three input channels
are marked on the left, 1,2 & 3. Number 4 and ST1 and ST2 are unused.
Please check that the buttons and sliders are as below; or configure how you want
them, you are then ready to start.
•
•
•
•
•
•
•

Red “Gain” buttons – leave pointing the 3 o’clock position.
White Sliders – Volume for each channel, best left at the top.
Yellow Slider – Effects, best left between 30 & 60, near bottom.
Red Sliders – Main volume, adjust to suit.
Equaliser Sliders – best left in the middle setting.
Program Switch – best left on 02 “room”.
The blue, white, yellow and grey button should be left in the middle setting,
towards 12 o’clock.

Gain Buttons

Equaliser Sliders

Program Switch

Channel Sliders

Effects Slider

Main Volume Slider

If you wish to adjust any of these for your event, please do so, but please return all
sliders and buttons to these settings when you finish.
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THE DISCO LIGHTS
You will need to use the step ladder in the store cupboard to reach the “on” switches
which are located by each set of lights. There is a set on each side of the hall and they
need to be turned on separately.
The lights are pre-set to give the best spread of colour and affect, some are sound
reactive so will flash in beat with the music being played.

On Switches
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Media - When you have finished:
•

If you have used the Projector, point the remote control at the projector press
the “off” button twice and the projector will go into its shut down routine.

Off button on the right hand side
top. Press TWICE

Then;
•

Switch off the sound box, make sure it is left configured as above, ready for
the next user.

•

Shut down the computer and turn OFF.

•

Switch off the lectern power cable at the wall, detach the two audio cables, the
Ethernet cable, the HDMI cable and loop all cables round the microphone
stalk.

•

Switch off the microphone on its handle and return to holder on the lectern

•

Turn off the Projector power switch at the far end of the hall.

•

Return lectern to the store cupboard

•

Return the projector screen to its housing by pulling down gently on the ring
pull and then releasing. Screen will automatically retract, hold the cord until it
stops.

PLEASE REPORT ANY ISSUES TO US VIA EMAIL
gcvhenquiries@gmail.com
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The Kitchen
The kitchen has some great features including;
•
•
•
•
•
•
•

Industrial size refrigerator.
Three bottle coolers.
Domestic fridge.
Industrial dishwasher.
Two ovens.
Large induction hob.
Quooker hot tap.

All of the equipment is normally turned off except for the domestic fridge.

Please do not use the bottle
coolers for food storage or
chilling– food must only be
placed in the large metal
fridge, or the domestic fridge.
Spilt food must cleaned up.
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The Quooker
Instant, Continuous Boiling Water
The Quooker unit is located under the sink in the kitchen, simply open the cupboard door,
and touch your hand on the top of the flask unit. A red light indicates that the unit is on.
The hot water is dispensed from the tap above.
Note that it takes a few minutes for the water to get to the boil, much like a kettle.
Please turn the unit off at the end of your visit.
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THE DISHWASHER
STEP 1.
As soon as you arrive in the hall switch on the power supply at the wall behind the
dishwasher. The red light will go on.
It takes about 20 minutes for the dishwasher to fill and heat up so important to get
this and steps 2 and 3 below done as soon as possible so it is ready and waiting for
you.

RED light comes on

STEP 2
Press the “ON” button on the front panel and three green dashes will come up on the
display.
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ON BUTTON

STEP 3
On the right-hand side of the panel you will see a block of three red lights which will
change to green as the dishwasher sets itself up. The block of lights on the left will
change from orange to green as the dishwasher heats up. Once you have two sets
of green lights you are good to go!

Step 4
Load your tray with plates, cups cutlery etc. Give them a rinse beforehand with the
spray attachment in the sink if they are heavily soiled. Slide the tray across from the
sink so it sits on top.
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Step 5
Press the programme button to select the wash you require. “Pr 1” does for most
things.

PROGRAMME
BUTTON
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Step 6
Pull the hood down so the dishwasher is closed. It will start automatically. After a
couple of minutes the cycle will be finished and you will get the “END” message
come up.

Step 7
Raise the handle and pull the tray to the left to finish drying. You can now load
another tray, pull the handle down and away it goes!
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Step 8
Once you have finished washing up, select the “DR” programme on the programme
button and close the hood. This will empty all the water. Once this has finished
(about three minutes) press the “ON” button at Step 2 just once so that it switches off
and switch off at the wall behind the dishwasher.

Induction Hob
STEP 1
Switch on at the wall.
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Press the switch down and the
red light will come on

STEP 2
Select the pans you need from the cupboard.
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All of these saucepans are fine to use BUT
COPPER, ALUMINIUM AND GLASS WILL NOT
WORK

STEP 3
Press the “Power” button on the panel.
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Just tap with your finger
until it lights up

STEP 4
Five circles will light up which correspond to the rings on the hob, these are infact
“zero’s” and represent the current power setting for each ring.
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Step 5
Place your pan on the ring of your choice:
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Step 6
Tap the corresponding small circle on the control panel
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Just tap the small circle and the
inner circle will light up red

Step 7:
Keeping your finger on the red circle, slide round the circle until the strength comes
up that you want. “0” is “off” through to “9” which is the hottest.
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The saucepan will now cook away. If you want to turn up or turn down the heat,
press the small circle which corresponds with your ring. The circle will light up red,
now slide your finger around the circle until you have the setting you want.

Step 8:
When you have finished tap the “Power”” button and the hob will turn off.
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Tap here and all the lights will go
off

STEP 9:
Switch off at the wall.
A FEW THINGS TO REMEMBER:
•

AS A GENERAL RULE IF YOU ARE USING YOUR OWN UTENSILS THEN THEY HAVE
TO BE MAGNETIC TO WORK ON THE HOB (ie STAINLESS STEEL OR
CAST IRON)

•

IF YOU HAVE SEVERAL SAUCEPANS ON THE GO AND YOU WANT TO
TURN OFF JUST ONE, TAP THE CORRESPONDING SMALL CIRCLE AND
REDUCE POWER TO “0”. DON’T TURN EVERYTHING OFF AS IN STEP 8
ABOVE. ONLY DO THAT WHEN YOU ARE FINISHED TOTALLY.
•

THE HOB CAN DO ALL SORTS OF CLEVER THINGS IN ADDITION TO
THE ABOVE. IF YOU WOULD LIKE TO KNOW MORE THE FULL
INSTRUCTION BOOK IS IN THE DRAWER
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