


[image: ]

[image: ]                      Welcome to Patteson Lodge
Campsite

On Arrival
1) Ensure that the fridge and hot water are turned on. (Hot water is in the shower block cupboard)
2) Make sure you have the shop in the box and cash tin if required. 
3) Familiarise yourself with the contents of this folder, and ensure you are aware of the emergency contacts and procedures. 
On Departure
1) Thoroughly clean and return all equipment back to where it came from - this includes kitchen equipment and games. 
2) Clean buildings and shower block before leaving - mop shower block floor with water only.
3) Turn off all lights, appliances (including fridge/freezer) and hot water is turned off. Leave fridge/freezer doors open. 
4) Take down tents, and :  IF DRY - pack them away and store them back in the tent store. IF WET - contact a member of staff for instructions on where and how to hang them to dry. 
5) Leave the camp shop and cash box on the kitchen counter.
6)  Lock the shower block and wooden shelter, and return the keys to the keysafe and jumble the numbers. 
7) Lock the kitchen and jumble the padlock numbers.
8) Ensure any tent or other site issues have been emailed to staff. 
9) Take all rubbish off site, and place it in the correct bins on the driveway. 
10) Please complete a site walk to ensure that the camping field and woods are clear of litter and debris, and leave the site by the agreed time. 


[image: ][image: ]                                    Emergency contact numbers 
In an emergency, dial 999
What3words reference ///bogus.unity.limits

Local GP Surgery 
Coltishall Surgery, 3 St John’s Close, 
Coltishall, NR12 7HA 					01603 737593

NHS Direct
 Can give medical advice if 
you are not sure what to do					    111

Norwich Walk-in Centre 
Rouen Road, Norwich, NR1 1RB 
7am-9pm Mon-Sun 					01603 677500

Norfolk and Norwich Hospital
Colney Lane, Norwich, NR4 7UY 
24 hour A&E department				01603 286286

Cromer Minor Injuries Unit 
Mill Road, Cromer, NR27 0BQ 8am -7.45pm Mon-Sun 				
(via N&N Switchboard)					01603 286286 

Non-emergency Police Number 	 		101

In case of issues


If you encounter any issues during your stay, please email staff so that we can rectify. 

If you require immediate advice or assistance, please contact the duty mobile number - [image: ][image: ]07553250455 




Fire Procedure / Plan[image: ][image: ]


In the event of a fire, it is the responsibility of a group leader to call 999 and request the Fire Brigade. 

An adult should assume responsibility for ensuring everyone has left the camp kitchen, toilet block, and dry shelter. 

All persons should assemble at the fire assembly point - this should be by the carpark, not obstructing the vehicular access to the campsite. 

All groups should run a fire drill and have a roll call available to check attendance at the assembly point. 

Information for the Fire Brigade: 
	Address: Patteson Lodge Activity Centre Campsite. 
			14 Great Hautbois Road
			Coltishall 
			Norfolk
			NR12 7JN
What3Words reference: ///looked.chapters.icebergs (for road entrance) 
				///cornfield.ripe.charge (for campsite) 

Children should be supervised around open fires at all times.
Open fires should only be lit in the raised alter fires on the paved areas, or in the designated campfire circles. 
A bucket of water should be available next to ever open fire.
Tents should not be placed in close vicinity of the paved alter fire areas. 
Everyone on site should obey the NO SMOKING rule. 


Cars and Vehicles 


You are welcome to drive onto site to unload and load your equipment at the end of the campsite. However, this is at your own risk. During wet weather, the grass can get very muddy and cars have been known to get stuck. 
As such, once unloaded, all vehicles MUST be returned to the paved carpark. 

Do not leave vehicles on the campsite overnight. 

Participants should be dropped off and collected at the carpark. 
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Boundaries 

The boundary between the campsite and the lodge is in line with the game shed. Please respect any groups in the lodge by advising your participants not to venture beyond this - except in the case of a fire assembly. 

Lodge inhabitants are advised to liaise with you directly should they wish to use a campfire circle - we usually advise that if both want to have campfires on the same night, they either combine, or the campsite uses the circle close to the dry shelter, and the lodge use the one in the middle of the woods. 

All external boundaries of the campsite are marked by fences. Please advise all participants not to venture over or through wooden or wire fencing, as this will lead to private property or a busy roads. 
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Hot water is available for showers and hand washing in the shower block. It may need to be turned on upon your arrival. 

To turn it on, open the airing cupboard and switch on both A and B switches. Water may take up to 2 hours to fully heat. 

· Once turned on, please remember to turn off on departure unless advised otherwise-

Showers 

To use the showers, please follow these instructions: 
· Press the button to activate the running water 
· Turn the dial anti-clockwise to open the valve 
· Adjust the water temperature as necessary
· Shower will run for approximately 10 minutes 
· Press the button again if necessary. 
· When finished, turn the dial clockwise to prevent leaking. 

Please note, the hot water is via a tank, so if too much is used at once, you may need to wait for the tank to re-fill and re-heat. 
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Open fires can be built in the designated campfire circles in the woods - one is accessed via the main pathway into the woods, the other is in a tree circle near the dry shelter. 

There is limited firewood in the woodstore, but plenty of deadwood can be collected from the woods! 

When using open fires, ensure that there is a bucket of water close by. 

The alter fires can be spread out onto each of the slabbed areas by the fence. Please do not place them on the grass. There are bricks behind the kitchen if you need to raise the grates. 

The cast iron oven and water boiler can both be used. You will need to build a fire in the bottom section of each and allow them to heat up for a significant period of time so they reach cooking temperature. You will need to take extra care to ensure any food cooked on open fires is thoroughly cooked throughout. 

Please ensure all ash from fires is allowed to fully cool and cleared from alter fires, ovens, and campfire circles. The ash bin is the metal bin by the camp kitchen. 




Lighting


Lights inside the washroom are automatic. They will detect motion and stay on for around 20 minutes. [image: ][image: ]

There are manual lights on the washroom veranda and outside the camp kitchen. These can be left on overnight if necessary, but we recommend you use torches to limit the amount of bugs you attract! 

By the entrance to the accessible toilet is the switch for the floodlight. This will take a few minutes to warm up, but will then illuminate the entire campsite. 

Please only use the floodlight in the event of an emergency. 
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Rubbish and Recycling. 
All bins should be emptied on your departure - and rubbish placed into the correct bin on the driveway. There is a bin for refuse, and a bin for recycling. 


What can I put in the Recycling bin? 
· Paper and cardboard
· All types of magazines and catalogues
· Rinsed food and drink cans 
· Empty aerosol cans
· Clean, empty, plastic bottles. 
· Clean plastic food pots, tubs & trays inc. yoghurt pots, margarine tubs ect. 
· Clean glass bottles and jars
· Food and drink cartons
· Aluminium foil and trays
· Shredded paper and envelopes

Anything not listed should be placed into the general waste bin. 




                                       







   Games Shed 



You are welcome to use the outside games equipment in the games shed. 

The shed is situated between the allotment and the lodge - it faces the campsite. 


The padlock code is 1357. 

Please ensure that all equipment used is returned neatly. [image: ][image: ]












                                     



       Use of Tents


We have tents available for use, but these must be booked in advance and incur an additional charge of £5 per tent. [image: ][image: ]

If you are using our tents, please follow these guidelines to ensure they remain in good condition for the future: 

· Ensure our tents are treated with respect. No food or drinks should be consumed inside them 
· Fill in a tent sheet with which tents have been used and any issues found with them, so these can be addressed. 
· Ensure tents are fully dry and free of debris before they are packed away. The insides should be swept, the guylines neatly tied, and zips closed. 
· If tents are wet on departure day, please contact staff to let them know - they will let you know if tents should be left up, or hung to dry in the camp buildings. 

Whilst we accept that general wear and tear is inevitable, we reserve the right to charge for any excessive damage or breakages due to improper use. 

Thank you for your assistance! 
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We have gas cookers which are available for use by all groups. If you require use of our gas, this should be arranged in advance. However, should you need to use the gas on an emergency basis, please contact a member of staff and we can supply the lock code. 

Use of our gas is subject to an additional daily charge. 

















    



 Friends of Patteson Lodge 


The friends of Patteson Lodge are a group of individuals that participate in and organise fundraising events to provide the centre and campsite with extras which our budget does not cover. 

We encourage people to join on an individual basis for an annual subscription of £5, or you can join as a unit, district, or division group for £15. 

[image: ][image: ] If you require any further information, please contact the Friends Committee via email to winnie1stnw@gmail.com

Mille Fleur

 The Mille Fleur are a gardening group who meet here on a monthly basis to tend to the flower beds and nature garden and enjoy tea, cake, and a chat. 

They also organise fundraising events including an annual Christmas lunch. 

If you are interested in learning more information about the Mille Fleur, please contact a member of staff who can provide you with contact details. 
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 Welcome Checklist 



Have you received the codes for the locks and keysafes on site? 

Do you know the fire procedure/plan? It can be found in this folder.

Do you know who to contact in the event of an issue or emergency? Details are in this folder. 

Have you received the shop-in-a-box and cash tin if required? 

Have you read and understood the departure checklist?

We hope you enjoy your stay! 











Departure Checklist 


Camp Kitchen 
- Clean fridge/freezer. Turn it off at the wall and leave the doors open.
- Clean  cooking equipment and return it to where it belongs. 
- Sweep the floor 
- Empty the bins, and place rubbish in the correct bin on the driveway. 
- Ensure lights and appliances are all turned off. 
- Leave the shop in a box, and any feedback forms on the kitchen counter. 
- Lock padlock on the door and jumble the numbers 
Shower Block 
[image: ][image: ]- Clean showers, sinks, and toilets 
- Sweep the floor, and mop it with water
- Turn off the hot water
- Clean shower, sink and toilet in disabled toilet. Sweep and water mop the floor. 
Dry Shelter 
[image: ][image: ]- Put tables and chairs away. 
- Ensure blinds are closed 
- Turn off lights 
- Sweep the floor
- Lock the padlock. 
Campsite Field 
[image: ][image: ]- Perform a site walk to pick up any litter and check for rogue tent pegs. 
- Return any PL tents as per the instructions on the tent usage page. 
- If you have used our gas, please return canisters to the cage and lock it. 
- Return all alter fires to the large patioed areas. Ensure they are clear of ash. 
Lady Mayhew Woods
[image: ][image: ]- Ensure campfires are fully extinguished and campfire circles are left clean and tidy. 
Once all buildings have been locked, please return the keys to the keysafe and jumble the numbers. 
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