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Appendix 3 (Conditions of Hire)
Elford Village Hall

Vacation Check List - Hirer
Shakespeare Room:

1. Check windows locked!

2. Switch for wall mounted heater is in on position (it will turn off remotely)

3. Check furniture is left in a tidy position
2 counters (table stores) – 7 trestle tables
18 chairs (10 with arms and 8 without)
Backstage:

1. Check fire door is closed
2. Check no rubbish is left
3. Check no damage to stair lift
Gentlemen Toilets:

1. Check heaters are off
2. Check windows closed
3. Check toilets for blockage
4. Check urinal for blockage
5. Check coats removed from hangers
Ladies Toilets:

1. Check windows closed
2. Check toilets for blockage
3. Check heaters switched off
4. Check shower turned off
5. Check coats removed from hangers
Servery:

1. Check that all items have been put away/removed

2. Check floor mopped – cleaning 
3. Check shutters closed

4. Check glass washer is empty and turned off at plug
Kitchen:

1. Check window closed
2. Check fridge empty
3. Check all items put away/removed

4. Check floor mopped

5. Check all food removed from oven and wiped clean
6. Check food removed from microwaves and wiped clean
Jubilee Room:

1. Check window and fire doors closed
2. Check floor is swept and spills mopped
3. Check six small tables returned
4. Check there are 24 chairs set around the tables
5. Check chest fridge unit empty and wiped out if used (doors to be propped open)

6. Check Baine Marie is empty of water and all food removed and wo[ed clean
Main Hall:

1. Check windows and fire doors are closed securely
2. Check that chairs have been stacked securely in Chair Store (7 stacks of 8 chairs)
3. Check that 10 large tables are under the stage

4. Check that there are 18 chairs in the 3 bays ( in each)
5. Check the floor has been swept and carpet vacuumed
6. Check that all displays and decorations have been removed
Foyer:  

1. Check that the carpet has been vacuumed
2. Check that all items have been removed
Studio:

1. Check that all appropriate tables have been replaced
2. Check that all chairs have been replaced
3. Check that the windows have been closed

4. Check all heaters are switched off at the wall
Outside:

1. Check that bin has been left in tidy state

2. There is one large blue bin for general rubbish.  

3. The Pink bin is for cardboard and paper only – please flatten all boxes
4. The Blue bin is for glass and plastic only.

5. Check that the area is left in tidy state
6. If the garden has been used check it has been left tidy
7. Check tidiness/litter in car park
We would be grateful that if the hirer has a set of keys that the building is then adequately locked, bolted and alarm activated.
If the hirer does not have a set of keys, we should be grateful if they contact their village hall committee liaison to indicate that the hall is now ready to be locked.

ANY BREACH OF THE ABOVE PROCEDURE MAY LEAD TO LOSS OF PART OR ALL OF THE DEPOSIT
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