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End of session checklist for the hirer
How to leave Village Hall ready for the following session
At the end of the event or activity the Hirer is to: 
· Return the Hall to the condition in which it was received. 
· Secure all doors and windows, and close fire exits. 
· Check that all water taps are turned off. 
· Check that heating is turned off. 
· Turn off all lights. 
· Unplug electrical appliances. 
· Complete the Accident Book if necessary. 
· Report any damage, breakages or losses to the bookings administrator. 
· Make any constructive suggestions regarding the management of the Hall, Fire Safety or Health and Safety to a Committee Member. 
· Return the keys as per agreed arrangement. 
· Pay any balance of hire charges to the bookings administrator. 
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