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SVB Project Room – Guidance for Users
1. Purpose of the SVB Project Room
The SVB Project Room is to be used by all SVB volunteering projects with priority being given to the projects working with children. 
2. Rules for Use
2.1
Storage

Storage space is allocated to projects which need it and should be kept locked at all times when not in use. The individual project is responsible for the security of its own belongings and must keep to the space allotted to them. Items should only be stored in the cupboards; anything left outside the cupboards will pose a Health and Safety risk and will be removed from the room and disposed of. All shared items must be replaced where they were found and the shared areas should be kept clean and tidy at all times. You must not use anything that belongs to another project without their permission. Anything you do use will be charged to your account.

Nothing at all should be left in the Project Room if it cannot be kept inside a lockable cupboard. If storage space is at a minimum, please contact the Student Volunteering Manager.

2.2
Walls and Pinboards

Individual projects are allocated pin board space and should keep within that space when they wish to display anything on the walls. Items displayed should be inoffensive and appropriate as the room is used by children and vulnerable adults. Under no circumstances should anything be blu-tacked or pinned directly onto the walls or windows.
2.3
Windows and Blinds

Care should be taken when drawing the blinds as they are fragile. If possible, they should be left open at all times.

2.4
General Hygiene and Cleanliness

When using craft materials such as paint and glue, use table covers if possible and a tarpaulin on the floor underneath the activity to protect the carpet. All tables and chairs should be cleaned thoroughly after use. Cleaning equipment can be found in the cupboard. Glitter should only be handled by an adult as it is difficult to remove from the carpet and could pose a choking hazard to other groups using the room.

The Project Room should generally be left the way it is found.

3.
Bookings

The Project Room can be booked in advance by contacting the Student Volunteering Manager. The room is allocated on a first come, first served basis. Priority is always given to projects which use the room on a regular basis.

4.
Reasonable Use

The SVB Project Room is available to use for legitimate SVB activities. Other groups may utilise the room from time to time with the permission of the Student Volunteering Manager. If it is found that the room is being used for purposes not relating to SVB, the group responsible may lose the right to use the room again in the future.
5.
Lost or Damaged Personal Items

SVB takes no responsibility for lost or damaged personal items which are left in the Project Room by volunteers. Users of the room must take care of their belongings and ensure they take everything with them when they leave the room.
6. 
Health and Safety

All users of the SVB Project Room must follow the risk assessment relevant to their project and the rules and guidance for use set out in this document. All users should also take care to ensure that all equipment relating to Health and Safety kept in the room such as, Fire Extinguishers and First Aid box is present at all times. If items are missing, the SVB Manager must be informed as soon as possible.
This document should be read in conjunction with the Student’s Union Health and Safety Policy, the Bangor University Health and Safety Policy and any other, more specific codes of practice and guidance as appropriate.








