Checklist for hall hirers 

We hope you have enjoyed using St Wilfrid’s Church Hall  for your event. To ensure your full damage deposit is returned to you without any deductions, please ensure you:

· Clear your belongings from the premises
· Remove all rubbish from the premises into the waste bins provided or take home. 
· Return all chairs and tables to their right place (unless separate arrangement made directly with the hall committee). Ensure all tabletops and chairs are clean.
· Leave the premises clean and tidy as you have found it, including the kitchen and toilets. You will find the cleaning equipment including broom to sweep floors in the kitchen. 
· Ensure the kitchen equipment is returned as you found it in the store cupboards
· Ensure kitchen appliances are turned off (except for fridge/freezer)
· Close all windows and blinds. Close internal doors.
· Ensure the fire exits are shut. 
· Turn off the lights except security and toilet lights which are on timers
· Lock all external doors (please double check the doors, the main door requires you to lift the handle before turning the key to lock)
· Return hall key to the keysafe box. 
· Please ensure that the outside gate is shut.

In addition:

· Please report any damage  or an URGENT maintenance issue immediately, calling either Keith on 01323 460523 or Shirley on 07951 230729
· Hires should depart at the end of their time slot and leave the building quietly to ensure residents are not disturbed.




