West Buckland Village Hall
Note to Hirers


ON ARRIVAL
It is the responsibility of the User to be satisfied that the Hall is safe to use.
The User is responsible for checking that:

• All escape routes are free of obstructions;
• Fire exit doors are operating properly;
• Firefighting equipment is in place.
• Emergency lights are switched on as a matter of course.
Any problems should be reported immediately to the Village Hall Committee either via telephone (see contact details on Noticeboard) or email to: wbucklandvillagehall@gmail.com
Emergency services should be called if considered necessary.

END OF HIRE CHECK LIST
• All tables, chairs and equipment to be cleaned and returned to the storage cupboard.
• Please check that all electrical appliances (with the exception of the refrigerators) are turned off. 
• All rubbish to be bagged up and removed.
• Refrigerator to be emptied and cleaned if used.
• Ovens, hobs, microwave and any kitchen equipment used must be cleaned. The appropriate
cleaning products are provided.
• All crockery, cutlery and other items to be washed up and put away.
• All floors are to be swept and left clean.
• Secure all windows and doors.
• Ensure all lights are switched off.
• Any accidents that occur on the premises should be reported immediately to a member of the Village Hall Committee, or emergency services if appropriate. Details should be added to the Accidents book which is stored in the disabled toilet first aid cupboard
• Any damage, breakages or malfunction of equipment to be reported immediately to a member of the Village Hall Committee.
• THE HIRER shall be responsible for leaving the premises and surrounding area in a clean and
tidy condition (as you found it), properly locked and secured unless directed otherwise.
• In the event that the premises are not left in a satisfactory condition which results in
extra cleaning, costs incurred will be charged to the Hirer or deducted from any deposit
at a rate of £20 per hour (minimum one hour) plus any additional damage costs.

[bookmark: _GoBack]The hall and surrounding area is a non-smoking/no vaping area.


