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To be completed by the person hiring the Community Hub
The Community Hub 
Vacating After An Event
Please make sure that all the following actions have taken place before you leave the Community Hub. Failure to do so may result in your deposit being withheld. Thank you.
	Items to be checked: 
	Before
	After
	Comments:

	Toilets in good condition:
Ladies:
Gents:
Disabled: 
	
	
	

	No damage to main hall:
Including blinds & equipment
Sound proofing panels on ceiling 
	
	
	

	Equipment put away in a clean state:
Tables & Chairs
Floors to be cleaned and mopped if spillages take place
	
	
	



	Rubbish / Litter cleared from main hall
	
	
	

	Decorations all taken down 
(blue tac only to be used on walls) 
	
	
	

	Fire doors closed
	
	
	


	Fire equipment/First Aid equipment has not been tampered with
	
	
	



KITCHEN
	No damages
	
	
	

	No rubbish left behind
	
	
	

	Surfaces wiped down and all crockery put away
	
	
	

	Taps turned off
	
	
	

	Urn - contents emptied
	
	
	

	Appliances switched off as labelled at the plugs
	
	
	



Print Name  ………………………………………………………..                              Date ……………………………………………
Please hand to the SPC representative before leaving.
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