
 

G:\Shared drives\Board Directors\Policies, Procedures and Forms\Policies Current Versions (Word)\Tech User Guide - without tracked changes - 14 Feb 
2023.docx 

1 

THE TECH USER GUIDE 

This guidance on use of the Tech applies to all users, i.e. activity leaders and frequent 
hirers, ad hoc room hirers, co-workers, tenants and exhibitors etc.  It should be read 
in conjunction with the Tech’s Room Hire Agreement and other policies, procedures 
and guidelines referred to in this document, which are all published on the Tech’s 
website. 

1. Access Arrangements 

OPENING UP 

As a user of the Tech, you should read the details below on how to access or exit if 
there is no-one else in the Tech.  

Tech staff and directors are not in the building every day and we do not have a 
Caretaker to open or close the building.  Access for all users is therefore on a simple, 
self-service key code system. 

You will need to let yourself in, if the main front door is locked when you arrive. 

You will receive details of the front door codes when you receive confirmation of the 
booking.  If door codes or keys are required for other doors, these will be provided by 
Tech staff, prior to a room hiring, or at the start of a tenancy. 

You will need to let your own participants into the building as they arrive and you 
should provide clear signage or notices in the foyer to direct your participants to the 
appropriate room.  Key access codes should not be shared with individual activity 
participants (unless it is an emergency or you have prior authority from the Tech’s 
General Manager to do so). 

Once you have entered the building, the outer main front door can be left unlocked 
whilst you and others are in the building.  The second, inner front door is on a 
combination lock; the code will also be provided when your booking is confirmed.   

If you are the only person in the building, or if all participants will be on the first floor 
or basement levels, you may close and latch the inner door.  There is a bell push 
outside this door for people to attract your attention, but this should not disturb 
tenants or other Tech users, who are not responsible for answering the door bell.  You 
can latch the inner door open (with the small hook on the back of the door) to allow 
your participants in or when there are many different groups in the building.  

If you are using the basement, please unlock the fire escape down the steps in the 
basement.  (Please remember to lock it when you leave.) 

When the lift is in use, a key can be provided for the basement entrance door (which 
gives direct disabled access to the lift and all floors of the building).   

Keys to most lockable rooms and external doors are kept in the keysafe adjacent to 
the lift door on the ground floor.  You will be provided with that keysafe code, if 
required. 
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Closing Up 

If you are the only building user, prior to leaving: 

 Check that there are no other occupants in the building.  This is important so 
you don’t lock anyone in.  Our Tenants and Co-workers may come and go as 
they please, so they could be in the building at all hours of the day. Please be 
mindful of this.   

 Check all lights are turned off (including toilet lights) and that all windows are 
closed. 

 Ensure basement fire exit is locked if you opened it earlier. 
 Leave the building by the front door, locking both sets of doors (ensure inner 

door latches). 
 Return the key to the external key safe, muddle the numbers, and close the 

weather cover. 

If you find yourself locked in, without your own key, a spare front door key is kept in 
the ground floor keysafe (near lift door).  The key should be used to unlock the front 
door from inside and then replaced in the keysafe.  That key must not be removed 
from the building and is for emergencies only.  

2. Risk Management and Covid-19 Related Guidance 

The Tech’s detailed Risk Assessments and any specific Covid-19 guidance are provided 
in separate documents which are published on the Tech’s website. 

Relating to Covid-19, key points remain as follows: 

 Public buildings have been allowed to open since 4 July 2020, with Government 
guidance making it clear that “each community facility should apply relevant 
guidance listed locally, depending on circumstances including size, type of 
activities, users, how it is organised, operated, managed and regulated.” 

 Users and hirers of a community facility have responsibility for managing risks 
arising from their own activities when they have control of premises and 
should take account of any guidance relevant to their specific activity or sector. 

3. Kitchen 
Tenants and Co-workers are allowed to use the kitchen facilities at any time.  
Other room hirers can use the kitchen by prior arrangement.  A fee may apply.  There 
is an honesty box in the kitchen for cash donations (£1 per hot drink) when the Tech’s 
tea, coffee or milk are used.   

Please wash up and wipe down surfaces when you have finished.  Do not leave dirty 
cups or spoons in the sink.  Our cleaner and Tech staff should not have to wash your 
crockery and cutlery and the kitchen should be left clean and tidy at all times, for the 
next user, event or activity.  

All spillages should be mopped up.  A mop and bucket are provided in the cupboard 
adjacent to the kitchen. 
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4. Special Requirements 
If you have anyone in your group with any special access or other requirements, 
please complete a Personal Emergency Evacuation Form (available to download from 
the website or upon request to bookings@holmfirthtech.co.uk).  A completed copy 
should then be provided to the Tech office or by email to 
bookings@holmfirthtech.co.uk. 

In the event of a fire, you must consider how any such people can escape from the 
building.  The Light Room on the first floor is a refuge.  This should be used if leaving 
the building by the stairs is not possible.  The lift must not be used. 

5. Fire and Emergency Evacuation 

The building fire alarms are operational; there are detectors in all rooms. In the event 
of a fire: 

 Operate the nearest alarm point. 

 Call the fire brigade on 999 and state location as ‘Holmfirth Tech Ltd’ 
(formerly known as ‘Holmfirth Adult Education Centre’), Huddersfield Road, 
HD9 3AR. 

 If safe to do so, and you are familiar with the fire-fighting equipment 
provided, tackle using the nearest extinguisher.  If in doubt, leave the 
building.  Do not put yourself in any danger. 

 Leave the building, turning right from main entrance, and assemble at the 
lay-by towards Thongsbridge.  

 If you are on the first floor and cannot escape via the stairs, assemble in 
the smaller room at the front of the building (the Light Room) and close the 
door.  Call the fire brigade immediately and inform them that there are 
people in the refuge room at the front of the building on the first floor. 

 If you have exited from the basement and it is not safe to go up the ramp, 
proceed to far end of the carpark.  There are steps up to Huddersfield Road, 
but they are quite steep and slippery in winter, so please take care when 
using these steps in an emergency. 

 Keep your group together and ensure you can account for all participants. 

 Call the Tech’s General Manager or the volunteer, to inform them of the 
situation: 

Sally Barber, Interim Manager – 07488 255437 
Roger Pope, Volunteer – 07809 906445 

6. Cleaning and Rubbish Disposal  
Our Cleaner is normally in the building three evenings per week, to empty bins in the 
Café, kitchen, foyer and Co-working Space. The kitchen, toilets and all communal 
areas (foyer, staircase and landings) are cleaned at least once a week.  She also 
cleans one of the other rooms each week, provided the communal areas, kitchen and 
toilets have not been left in a really dirty state.   

Tenants are responsible for cleaning their own offices and disposing of their own 
rubbish.  Recycling is encouraged wherever possible.  Green and grey waste bins are 
provided to the rear of the building.  
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Rubbish disposal from the building is difficult; please minimise the amount of waste 
you generate and, if possible, remove it from the building when you leave.  This is 
also important to reduce fire risk.  If you need to store combustible materials, please 
discuss this with the Tech’s General Manager – there is safe storage available outside 
the main building. 

Please leave all areas as you would wish to find them.  There are Cleaning Stations on 
each floor, containing a basic cleaning spray and cloths to wipe down table tops etc.  
A mop and bucket, and sweeping brush, are stored in the cupboard adjacent to the 
kitchen, should you need them.  

7. Energy Efficiency 
Due to the ongoing energy crisis, please be mindful of the rising cost of our energy 
bills.  We don’t want to have to close the building or limit activities, if we can’t afford 
to heat or light it.  If you open a window, please ensure it is closed as you leave the 
room at the end of the session.  Lights should also be turned off as rooms are 
vacated.  

To heat the building more efficiently, a new boiler has been installed (Feb 2023), but 
we may still not heat under-used or unused spaces and we will turn radiators down in 
rooms used less often.  You must not alter the main temperature control unit, but if 
you have any issues with heating or lighting, please contact us immediately.   

Another energy efficiency measure will include fitting PIR sensors to all lighting in 
communal areas and secondary glazing to non-opening windows. 

8. Attendance and Visitor Sign-in 
We would like anyone using the Tech, including activity participants and visitors, to 
receive regular updates on What’s On @ The Tech, newsletters etc.  

We therefore provide copies of an Attendance and Visitor Sign-in sheet, for you and 
your group’s participants (excluding children and young people under 18) to complete.  
We only ask for a name and email address, specifically for the purposes of 
communicating 'What’s On @ The Tech’ and anyone can unsubscribe at any time. 

9. Exhibition Space 
The Tech’s Exhibition Space is available for local artists and crafters to display their 
artwork.  No charge is made for this facility, on the understanding that the space is 
not dedicated solely to the exhibitor and the room is available for booking through the 
Tech’s normal online booking system.  

You as an exhibitor, are provided with access arrangements and door codes, just as 
we do for all other users.  Door codes must not be shared with your visitors and you 
are asked to be on site as often as possible, to host any visitors to your exhibition.  
The Tech’s staff are not on site 24/7 and the building may be locked at times when 
there are no staff or other hirers on site. 

Exhibitions normally last for a month, arranged through the Tech’s General Manager. 
You may display artwork on the Exhibition Room walls and windowsills, but must not 
place anything on tables as these may be used by other users.  When a pre-booked 
and paid for hiring is in place, you and your visitors will not have access to the room.  

You are responsible for ensuring the room is clean and tidy including windowsills and 
the floor, throughout your exhibition.  Our cleaner will not include that room in her 
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normal routines whilst an exhibition is in place. However, if another hirer books and 
pays for the room, whilst your exhibition is running, and leaves the room floor untidy 
after their hiring, the Tech’s General Manager will arrange for the room to be cleaned 
as soon as possible.  

Upcoming exhibitions are publicised on the Tech’s social media pages and website.  
You should liaise with the Tech’s General Manager regarding provision of artwork 
(adverts, flyers or posters).  

If you want to hold a VIP event e.g. to ‘meet the artist’, the room must be booked and 
paid for via our online booking system.  The kitchen may be available, by 
arrangement, for the preparation of refreshments and drinks.   

You may provide alcohol for consumption on the premises, but you should apply for a 
temporary licence through the Local Authority if you want to sell alcohol at your 
event.  

So we can monitor interest in exhibitions, please ask all your visitors to complete an 
Exhibition Visitor Sign-in Form.  As well as enabling visitors to receive ‘What’s On @ 
The Tech’, the completed forms will give us feedback on the level of interest in a 
particular artist and their work and their overall experience of visiting the Tech.  
Forms are in the Exhibition Room, and additional forms can be obtained from the 
General Manager. 

You must manage your own artwork sales.  You should leave clear instructions and 
business cards or flyers (with contact details) for anyone wishing to make a purchase.  
We cannot get involved with sales, particularly with the handling of cash, as we do not 
have the resources or safe storage.  

As we do not charge you for the use of the Exhibition Room for exhibitions, we 
respectfully ask you to make a discretionary donation (e.g. 10% of sales) to help keep 
the Tech going.  Gift Aid can be claimed on donations if applicable. 

All artwork should be left in place throughout the period of the exhibition and any sold 
pieces should be collected at the end of the exhibition (at a mutually convenient time 
arranged between you and the buyer).   

The Tech accepts no responsibility whatsoever for missing or stolen artwork.  Please 
remember the Tech building is a community space, with an open house policy, so is 
accessible to the general public most of the normal working day.   

10. Marketing your event or activity 
You are responsible for promoting you own event or activity, but we will publish 
details on our social media pages and website.  All marketing and promotional artwork 
(adverts, flyers or posters) should be forwarded to the Tech’s General Manager, who 
will liaise with the Lead Director responsible for marketing and engagement.  

If you would like assistance with production of artwork, please contact us, as we have 
a network of suppliers who may be able to help. 

We can only promote events or activities held at the Tech. Due to a lack of space in 
the foyer and on the General Manager’s desk and front-of-house workspaces, we 
cannot promote events or activities held elsewhere. 
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11. Banners 
Banners should not be displayed on the railings outside the Tech building, either on 
Huddersfield Road or Bridge Lane, without the approval of the Tech’s General 
Manager.  Approval is normally given to Hirers for events or activities to be held at the 
Tech and a fee may be payable.   

Any banner must be of an appropriate size and quality, safely affixed at all times and 
will be the responsibility of the Hirer throughout its display.  The Tech accepts no 
responsibility whatsoever for any damage caused to the banner.   

12. Emergency Contact Details 

In case of an emergency, please phone the Tech General Manager’s mobile phone 
(07512 236764) or the Operations/Bookings mobile phone (07488 255437).  Leave a 
message if there is no reply.  Alternatively, send a text, providing your name, phone 
number and brief reason for message.  Someone will ring you back as quickly as 
possible. 

13. Something wrong? 
We encourage every hirer to complete a Feedback Form at the end of their booking, 
but if  there is something not right with the venue, facilities or service provided, or 
you have a suggestion to make, please tell the Tech’s General Manager on 
centre.manager@holmfirthtech.co.uk. 

We always welcome constructive feedback. 

Thank you for supporting the Tech. 


