[bookmark: _GoBack]Exit Checklist – Appendix ii
The premises are often used consecutively and so must always be left safe and clean and tidy for the next user. It is not up to the volunteers who run the hall to clean up after sessions. Therefore a basic clean and removal of rubbish is expected by ALL Hirers. 
The form below is a checklist to remind both regular and casual HIRERS of the actions to take before vacating the Hall. 
	Action
	Checked by Hirer

	Safety and Security
	

	No obstructions in walkways or emergency exits
	

	No trip hazards.
	

	Any spillages have been cleaned up.
	

	Fire extinguishers in place
	

	All heaters turned off
	

	All doors and windows secured including FIRE EXITS
	

	All curtains shut
	

	All internal doors and kitchen hatch closed.
	

	All lights (Except Emergency lighting) switched off, Including disabled toilet (Main toilets and outside lights are on a timer)
	

	All taps turned off
	

	No vehicles remaining in the car park overnight, unless by prior arrangement with the management committee
	

	All equipment and furniture returned to original positions as shown in photographs in both main hall and committee rooms
	

	If hirers have used the hall grounds or adjacent playpark is it free from litter, party decorations, broken bottles etc.?
	

	In the event of any damage or faulty equipment – Has the incident been written in the book in the main foyer and reported to a committee member if urgent (contact details on main door)? 
	

	In the event of an accident or use of the first aid kit has this been recorded in the accident book in the main foyer and reported to a committee member if serious (contact details on main door)? 
	

	Is the building empty? Check all areas
	

	Health and Hygiene
	

	All food, litter, and waste removed from all areas including kitchen (check fridges) and taken home.
	

	All temporary decoration removed 
	

	Hard floors swept and mopped if necessary (please note morning parties please avoid mopping floors if possible due to lack of drying time before next party)
	

	Tables wiped down and returned to their designated location
	

	Main foyer carpet hoovered
	

	All toilets checked for cleanliness
	

	Kitchen 
	

	Kitchen cleaned
	

	All appliances and extractor fans off (except fridge nearest hatch)
	

	Cooker cleaned (if used)
	

	Dishwasher unloaded, drained and turned off
	

	All dishes put away
	

	Hot water machine off
	


Thank you
Your cooperation is appreciated.      We hope you enjoyed your time in Sparkwell Parish Hall.
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