
For any queries regarding 

parking from 

members of the 

public please refer 

them to our car park 

management 

company. Details of 

current company on 

parking information 

board at main 

entrance. 

Duty Manager 
Information 

Covering 
Gloucestershire 
College Sports 

Hall 

GLOUCESTER 
SAXONS 

Tel No. 



Checking condition of Sports Hall at the end of 
use. 

Sports Hall is clear of litter 

Sports Hall cupboard is left tidy with access to 
the control panels 

Ensuring building is secure at the end of session
—remaining on site for security company if 
any issues with alarms. 

PREMISES & ALARM ISSUES 

The College Employs an out of hours security 
company, details of current contractor inside the 
alarm box, who should be contacted for any 
alarm or premises issues. 

FIRST AID 

In line with Saxon’s procedures 

A trained Duty Manager must be 

present for the duration that the 

sports hall is in use. 

The Duty Manager has responsibility 

for :- 

Opening and closing the Sports Hall, 

ensuring that the premises is 

alarmed after use. 

Initial check of condition of Sports 

Hall and changing room to 

ensure safe i.e. lights work, not 

water leaks, no break in. 

All occupants of the Sports Hall in the 

event of a Fire 

First Aid 

FIRE 
The fire alarm is a continuous tone. 
Evacuate all occupants of the hall to the 
assembly point, check changing rooms 
and store cupboard are clear. Call the 
emergency services 999, Contact the out 
of hours security company. Liaise with 
the Fire Brigade on their arrival.  The 
plans of the building, emergency 
services information keys and fobs are in 
a box next to the fire panel at Reception 
in the main part of the building. 
Accidental activation—contact the 
emergency services to cancel call and  
out of hours security company to cancel 
alarm and reset system. 

Duty Manager Information 


