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End Of Hire Checklist

Thank you for using Meldreth Village Hall for your event - we hope everything met your needs and helped your event run smoothly.
Please ensure the following checklist is completed at the end of your hire period, in line with our Standard Conditions of Hire and our Payments, Deposits and Cancellations Policy.

KITCHEN LEFT CLEAN AND TIDY
· Wash, dry, and return all crockery and cutlery
· Wipe all surfaces
· Sweep floor and clean any spills
· Empty and clean fridge
· Switch off hot water boiler
· Turn off taps

ALL AREAS LEFT CLEAN AND TIDY
· Wipe tables and return to storeroom (follow layout photo)
· Stack chairs using trolley (do not drag) and return to storeroom
· Leave storeroom tidy and safe
· Sweep Main Hall floor and clean spills
· Hoover foyer and QEII room if needed
· Leave toilets tidy

RUBBISH AND PERSONAL ITEMS REMOVED
· Remove all rubbish, including Main Hall and QEII bins (if used)
· Empty WC bins only if full

LIGHTS SWITCHED OFF
· All interior lights switched off checking switch panel about front door (external security lights remain on automatically at night)
CLOSING UP
· Switch off all interior lights (check panel by front door)
· Close and secure all windows and doors (including fire exits)
· Lock front door securely by turning the key twice
FINAL CHECK
Ensure building is empty and secure
Report any faults to Bookings Administrator
Return key as instructed
Note: Other hirers may still be in the building.
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