Winterbourne Glebe Hall Management Committee

www.glebehall.org.uk 

Charity Commission Registration No. 279405 

	Post-Hire Check List 

	Organisation / Hirer
	

	Date:
	

	All rooms
	· Please ensure all external doors secured and locked in all rooms used.

· Also all internal doors are closed.

· All lights turned off (toilet lights automatic).

· Please also wash-up and put away dishes etc. and place GENERAL RUBBISH into black bags and then into the outside dustbin. 

· PLEASE TAKE HOME CARDBOARD, METAL, GLASS AND PLASTICS. 
· Ensure all floors are swept of debris. 
· Completed Covid-clean before leaving to keep hall Covid-9 secure (see item 9
     on Poster (HELP KEEP THIS HALL COVID-19 SECURE)

	Main Hall
	Tabletops cleaned and stored under stage (if used).
	 FORMCHECKBOX 


	
	Chairs (blue) removed and stored in Annex as found.
	 FORMCHECKBOX 


	
	Projector/screen switched off (if used).
	 FORMCHECKBOX 


	
	Hall curtains tied back.
	 FORMCHECKBOX 


	Ron Burton Room (if used)
	Chairs stacked as found

Switch off wall switches of 2 electric wall heaters a `(in small meeting room`, if used.
	 FORMCHECKBOX 

 FORMCHECKBOX 


	Kitchen & Annex 
	Dishwasher drained and switched off at wall.
	 FORMCHECKBOX 


	
	Cooker (if used) switched off.
	 FORMCHECKBOX 


	
	Kitchen door bolted and locked.
	 FORMCHECKBOX 


	
	Serving hatch to main hall closed.
	 FORMCHECKBOX 


	Toilets
	Check taps ‘off’ in toilets.
	 FORMCHECKBOX 


	Stage
	Sound system (if used) switched off at wall.
	 FORMCHECKBOX 


	
	Both stage curtains (cream and blue) are closed.
	 FORMCHECKBOX 


	On Exit
	Both front doors securely closed and locked.
	 FORMCHECKBOX 


	IF £50 CLEANING SERVICE NOT ARRANGED

The following also needs to be undertaken as part of post hire check

	Main Hall/Small meeting Room
	Floors cleaned of debris, spillages and stains.
Hoover all carpets.
	 FORMCHECKBOX 


	Toilets

(Male/Female and Disabled)
	Waste bins are emptied, floors from debris and washed.

Toilets cubical and basins are clean ready for next hirer.
Washbasins cleaned.

Waste bins are empty, placed in bin outside & plastic bag replaced.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Kitchen
	All worktops clean free of stains, food and debris.
Floor cleared and cleaned of debris spillages and stains.
Bins emptied, placed in bin outside and plastic bag replaced. 
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Foyer/Stage
	Entrance hall and stage (if used) carpet area hovered.
	 FORMCHECKBOX 


	I/we confirm that I/we have undertaken the above checks and confirm the Glebe Hall premises are vacated, cleared, cleaned and left tidy at the end of the hire period. All cutlery, dishes and glasses used have been washed and put away. Rubbish has been placed into black bags and deposited into outside dustbin. It is understood that failure to comply with the requirements outlined, might result in part or all of the deposit being retained.
                    Signed                                                                            Date:      

                   Name (printed)                                                            Event: 

	(PLEASE NOTE WE DO HAVE SECURITY LIGHTS OUTSIDE SO THESE MAYBE ON, DO NOT TRY TO SWITCH OFF)

	For official use only:

Checks completed satisfactory:                                           Position:                                Date:




