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Covid safety Information for hirers of Arts Centre rooms
This information is in addition to the standard Room Rental Agreement.
Hirers of rooms at the Penicuik Community Arts Association (PCAA) Arts centre,
located at 4 West Street Penicuik, will be expected to take full responsibility for the
safety of visitors taking part in their groups.
To help with this, the PCAA has undertaken the following measures:
1. Implementation of a one-way system in the building, to facilitate safe entry and exit
to the building and Room 1.
2. Provision of liquid soap and paper towels in the toilets
3. Provision of hand gel at strategic points
4. Distancing tape on the entrance and exit stairs and hallways
5. Cleaning materials in Room 1
6. Provision of lined waste bins in Room 1 and toilets
7. Notices reminding people to wear masks, wash hands, keep 2 metre social
distancing when moving through the building, and 1 metre distancing when in room
1.
8. Instructions in Room 2 about opening windows
9. Provision of the PCAA Risk Assessment for hiring rooms

What we ask of you
1. Please encourage and ensure that your visitors adhere to the covid safety
guidelines, including wearing face masks, adhering to 2 metre distancing when
moving through the building, good handwashing practice, following the one-way
system. The ONLY exception to following the one-way system is if a visitor or group
participant needs to use the stair lift to exit the building, it which case, all other
group members who are still present in the buidling must allow the stair-lift user
enough time and space to negotiate the stair lift, and the group leader must position
themselves at the entrance door to prevent anyone coming in until the user of the
stair lift has safely left the building. NB DURING ROOF REPAIR WORKS, THE
ONE-WAY SYSTEM IS NOT AVAILABLE - PLEASE TAKE EXTRA CARE WHEN
ENTERING AND LEAVING THE UPSTAIRS SPACES.
2. Please adhere to the maximum number of adults (25 or 35 seated with facemasks
for a concert) in the large events room (room 1), 5 adults in room 2 and 6 adults in
room 3 including group leader(s). We will inform you if/when this changes.

What we ask of you … continued
3. If your group participants need bringing to and meeting from the Arts Centre by a
parent or carer, please ensure that the parents/carers do not enter the building, but
wait in a distanced queue outside. In case of bad weather, each parent/carer needs
to make specific arrangements with their child/person they are responsible for. The
premises is too small, with too many “pinch points” to allow entry of more than the
number of people specified.
4. Please provide the PCAA committee with a copy of your group specific Risk
Assessment for the activity you are undertaking.
5. Please keep a record of your group participant names and contact details for every
session you run. The date must be included. This record must be kept for 21 days
before being destroyed. This is in case it is needed by the government Test and
Protect team.
6. Please let Sue Owen or Sheena Stewart know if you intend to clean before and
after your session in accordance with the Cleaning guidelines below, or whether
you will pay £10 to have this done for you. Cleaning materials will be available in
Room 1. Cleaning must be done conscientiously.
7. Please ensure that neither food or drink is shared within your group.
8. Please bring only the necessary equipment with you, and remove major waste
items in a safe way.
9. When you leave the premises, please ensure that all water taps are switched off, all
heaters and lights are switched off, all doors are closed and the outer doors are
locked.
10. Please make sure you know what to do if you or one of your visitors becomes
ill with Covid symptoms:
i.

Dismiss the group immediately

ii. Everyone who develops symptoms of COVID-19 – a new, continuous cough;
fever or loss of, or change in, sense of smell or taste should get home safely to
self-isolate, and should isolate straight away and arrange a test via
www.nhsinform.scot
iii. Ask them to inform you of the result.
iv. Any surface recently touched by affected individuals to be isolated and
thoroughly cleaned in line with current guidance at: https://www.gov.uk/
government/publications/ covid-19-decontamination-in-non-healthcare- settings/
covid-19-decontamination-in-non- healthcare-settings
v. Inform Sue Owen (0781 505 2929) immediately - Room rentals will be
postponed for 3 days. Inform Sue of the test result(s).
vi. Be prepared to give your attendance list of names and contacts for that day to
the Test and Protect team
vii. If any group leader, regular volunteer, café cooperative member, or cleaner
develops symptoms, they should not return to the Arts Centre until they have a
negative Covid test, or until 14 days after the onset of symptoms, whichever is
soonest.

Cleaning Guidelines for Room Hirers
The PCAA committee currently employs a cleaner for normal cleaning tasks for only 1
hour a week; committee members are doing ad hoc cleaning while rooms are not
heavily used. But as you know, extra cleanliness is of utmost importance these days.
We suggest that you undertake a pre-session and a post-session clean every time you
run your group or workshop. Cleaning materials and disposable gloves will be
provided.
The cleaning includes:
1. Wipe down all tables and chair backs that have been touched or occupied with
disinfectant spray.
2. Clean the door handles of room 1 and the toilets, and the banisters of the entrance
and exit stairs with disinfectant spray
3. Clean the taps, wash basin and toilet flush handle with disinfectant spray
4. Completing the log of cleaning (in Room 1) with the dates and times of your
cleaning and your name.

Documents for Room Hirers
1. Room hirers' contract
2. Room hirers' Information and guidelines
2b. Additional information while building is waiting repair
3. Risk assessment for Room users

At Level 3 (May 2021)
You can meet in groups of up to 6 from 2 households in an indoor public place such as
a café, pub or restaurant.
Places and business that can open at Level 3 include:
cafés, pubs and restaurants can provide full outdoor service, subject to local
•
licensing, and serve food indoors without alcohol until 8 pm
all shops and stores
•
all close contact services including hairdressers, barbers and beauty salons
•
gyms and swimming pools (no indoor group exercise classes allowed for over
•
18s)
all visitor attractions
•
all public buildings like libraries and community centres
•
Places and business that must close at Level 3 include:
leisure and entertainment venues such as cinemas, theatres, nightclubs and
•
concert halls
Meeting others in an indoor public space
When you meet people from another household indoors you should:
minimise the number of meetings you have with people from other households
•
each day
stay at least 2 metres apart from anyone who is not part of your household,
•
unless in a public venue that is operating 1 metre distancing with additional
measures being in place to avoid transmission.
maintain hand and cough hygiene
•
avoid touching hard surfaces with your hands
•
wash your hands when you arrive, when you leave, when you get home and
•
especially before eating or after touching surfaces
not share food or utensils – if eating, each household should bring, prepare and
•
eat its own food separately
if possible, keep rooms well ventilated – consider opening windows or a door
•
Children under the age of 12 from these households do not count towards the total
number of people permitted to meet. Children under 12 do not need to maintain
physical distance from others.
Where an individual household includes more than 6 people, they can nevertheless
meet as a single household even if the total number of people exceeds 6. In hospitality
settings, this is contingent on the premises being able to accommodate the group size
within the available facilities.
Public buildings such as libraries or community centres can open to the public. When
visiting you should comply with the physical distancing and hygiene measures in
place. Anyone visiting a building will either be required by law to wear a face covering
(unless exempt) or be advised to wear one.

At Level 2
Places and business that can open at Level 2 include:
• cafés, pubs and restaurants
• all shops and stores
• all close contact services including hairdressers, barbers and beauty salons
• gyms, leisure centres and swimming pools
• tourist accommodation
• visitor attractions
• public buildings like libraries and community centres
• cinemas, theatres, concert halls, amusement arcades, casinos, bingo halls, bowling
alleys, funfairs and snooker/pool halls
• stadiums and events – with maximum numbers
•
Meeting others in indoor and outdoor public spaces
• You can meet socially in groups of up to:
- 6 people from 3 households in your home or theirs – and can stay overnight
- 6 people from 3 households in an indoor public place like a café, pub or restaurant
- 8 people from 8 households outdoors
under 12s do not count towards the total number of people or households meeting
outside but do count towards household numbers indoors
• You do not need to physically distance from family and friends in a private home
• You can travel anywhere in Scotland in Levels 0, 1 or 2 but must not enter a Level 3
or 4 area unless you have a permitted reason like going to work or caring for a
vulnerable person
• Tradespeople can carry out any work in your home such as painting, decorating or
repairing
When you meet people from another household indoors you:
• do not need to physically distance from family and friends in a private home
• should minimise the number of meetings you have with people from other
households each day
• should maintain hand and cough hygiene
• should avoid touching hard surfaces with your hands
• should wash your hands when you arrive, when you leave, when you get home and
especially before eating or after touching surfaces
• should not share food or utensils
• should keep rooms well ventilated, if possible – consider opening windows or a door

At Level 2 cont’d
Organised adult activities are allowed indoors, provided appropriate safety measures
are followed, including:
• having a COVID-19 safety officer in place
• adhering to physical distancing capacity guidance and rules around attendance
numbers in certain settings
This includes regular activities run by recognised charitable, not-for-profit and political
organisations, properly constituted clubs, or businesses on behalf of or for the public.
Ad hoc or informal social activities should still follow the rules on gatherings appropriate
to that setting (indoors or outdoors). One off social events such as birthday parties, or
other activities, are still not permitted at this level.
For events:
Indoor live events – permitted in Level 0, 1 and 2
This includes indoor events where attendees are primarily seated and indoor events
where attendees are primarily standing, including where they are mobile between
different focal points. Examples include music concerts, plays, comedy shows, opera,
sporting events, trade fairs and exhibitions, business conferences and dinners.
Attendees must be able to enter and exit the event at fixed points only so numbers can
be controlled and contact details collected. The size of venue or area involved in the
event requires assessment to allow adherence to physical distancing. Event
organisers should ensure that attendees do not congregate in certain areas (such as
toilets, entry/exit or refreshment points) which could make physical distancing difficult.
Capacity should be calculated based on ensuring 2 metre physical distancing up to a
limit of 100 attendees at any one time in level 2, 200 attendees at any one time in level
1 and 400 attendees at any one time in level 0.

Covid safety rules for public places
At Level 0 (From 19th July 2021)
Physical distancing in Level 0 will reduce to 1 metre in all indoor public settings and
outdoors. Additionally, informal social gatherings of up to 15 people from 15
households will be permitted outdoors without physical distancing. Gatherings of up to
10 people from four households will be permitted in all indoor public settings with 1
metre physical distancing. Other easings to Level 0 taking effect at this time include:
under-12s will no longer count towards the number of households that can
•
gather indoors in public spaces and homes
hospitality settings can open till midnight, if their current licence permits that, and
•
customers will no longer be required to pre-book a two-hour slot to go to a pub or
restaurant but will still be required to provide contact details to assist Test &
Protect
Table service and the wearing of face-coverings (unless exempt) when not seated by
all customers is mandatory in all hospitality venues. When meeting people from more
than one other household, you should think beforehand about what size of table you
will need to keep physically distanced between members of your group. The venue you
are visiting should be able to advise you of booking options.
You will be asked by the venue to provide your contact details (for each person) for
Test and Protect purposes. This information is retained for 21 days with a view to
sharing with Test and Protect Teams, if required.
You should stay at least 2 metres apart from people from other households at all times,
unless the venue is operating 1 metre distancing due to additional measures being in
place to avoid transmission. Physical distancing and good hand hygiene remain the
most effective measures in reducing the transmission of COVID-19. Therefore,
distancing requirements need to be maintained, where reasonably practicable, at all
times, including when waiting to enter premises and when seated.
The capacity of theatres, concert halls, music venues, comedy clubs, sports stadiums
and grounds, museums and galleries and conference centres is subject to two metre
physical distancing requirements. Discussions on capacity numbers should take place
between the local authority and venue. Matters such as ventilation system, pinch
points, transport, performance type, local circumstances and length of performance,
match or meeting should be taken into account to determine appropriate maximum
capacity number.
All organised sports and exercise activities for all age groups are permitted, provided
appropriate safety measures are followed.
Nightclubs and adult entertainment venues must be closed, (except for use in limited
circumstances).
All other leisure and entertainment businesses can be open, and should operate line
with guidance, physical distancing duties, face covering regulations and other hygiene
measures.
Public buildings such as libraries or community centres can open to the public. When
visiting you should comply with the physical distancing and hygiene measures in
place. Anyone visiting a building will either be required by law to wear a face covering
(unless exempt) or be advised to wear one.

