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Hirer & Event Details 

	Name of Hirer
	

	Contact Details for Hirer 
	

	Date of Event
	

	Scheduled Event End Time
	







On your arrival (30 minutes prior to scheduled end time)

	Car parking on your arrival 
	Vehicles parked as expected within marked areas and using appropriately sized spaces.  

No vehicles parked so that surrounding residents are unable to access their drives easily

No vehicles parked on or blocking residents’ driveways

	Noise and Hirer Readiness to depart 



	Music is turned off in line with expected finish time

Event has finished and hirers are in final stages of cleaning up/leaving premises 

	Departing Checklist 
	Completed and left on bar counter top 








Building checks 

	Kitchen


	Clean and surfaces wiped down

Ovens (if used) turned off and emptied of food

Urn and kettle switched off

Fridges emptied of food

Hot plate(s) if used, turned off 

All bins emptied and replaced under counter (refused bags taken away)

Hob (if used) cleaned with hobrite cleaner (supplied) and cover replaced

All windows are closed 


	Boiler Room 
	Back door is locked and light switched off

	Entrance Hall and carpeted areas 
	Clean and any chairs returned to meeting room or storage room

	Meeting room (if used) 



If not used 
	Clean and returned to meeting room layout  

TV and sound bar switched off 

Remains locked

	Stage area 
	Clean with curtains drawn both sides of stage

	Sound System 
	Switched off 

	Dressing Room (if used)

If not used
	Clean and clear or any items 

Remains locked 

	Main Hall 
	Main floor swept and clean of any spillages

Patio Doors closed and locked 

Velux windows are closed 

All lights switched off

	Storage Room 
	All tables stacked away 

All chairs stacked correctly on racks and returned underneath shelving

Lights switched off

	Toilets (4)
	Clear, clean and tidy






Exiting the building 

	Front of Building Patio and steps 
	Clean and tidy with no rubbish or items left on walkway or steps

	Car Park
	Clear with no rubbish on surrounding driveways

	Lobby and front doors 
	Lights switched off 

Both entrance doors are latched and locked (upper and lower)

Key returned to lock box and lock box closed and secure. 




Security person 

	Name

	
	Date& Time 
	




	Signed by

	







BHVH Emergency Contact Details   

	Committee Member

	

	Contact Details 

	




Instructions to BHVH Committee following lock up
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