
SUN VILLAGE HALL FIRST TIME HIRER’S CHECKLIST
Before admission of the public\members:
1. All exit doors are unlocked, any fastenings removed, and the push-bar mechanism tested and in good working order.

2. Any door on an escape route, not opening in the direction of travel, and any sliding door, are locked in the open position.  For Regular Users who are familiar with the layout of the building the Sliding Door in the main hall may be closed during lecture/performances etc.
3. Escape routes are free from obstruction and available for use.  Please think about where you place tables, chairs etc and do not block doors that may be needed to exit the building.
4. Fire fighting equipment is in place and unobstructed.
5. There is no combustible storage in areas open to the public.
6. All Exit signs are illuminated.
7. There is no obvious fire hazards in, or near, the building.
8. If using the stage the side passageway between the stage and the “Green Room” must be completely clear.
9. You should have a mobile phone to hand and when dark, torches, to assist in an emergency.
10. Any electrical equipment you bring into the Hall that is connected to the installed 13 amp sockets needs to have the correct fuse fitted and no damage to the cabling or equipment
At the end of your function:

1. Search for smouldering fires or cigarettes left burning.

2. In the main hall check that the Nest thermostat been left as recommended. 
3. In the small hall the heaters are to be turned off.
4. Check that all electrical appliances are turned off and unplugged.  Please pay particular attention to the cookers if they have been used that they are switched off at the wall and nothing combustible is left on or near the hobs.
5. Ensure that all rubbish is removed from the hall.  Please recycle where possible – the Spring Inn on the Bath Road has facilities for cans and bottles.
6. All floors are to be swept, toilets are to be checked as flushed and all surfaces used must be cleaned, this includes tables used and surfaces and appliances used in the kitchen. Vacuum cleaner and standard cleaning tools are in the room opposite the Kitchen counter. 
7. If you have encountered any problems or hazards during the period of your hire please ensure you make the Hall Manager aware when you return the keys, verbally or by filling in a Hazard Form, or by getting in touch with the Hall Manager directly.
8. Close all windows, turn out all lights and close all doors. 
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