Venue Hire Induction Check List - Liberty Hall


	Kitchen User (Your Name)
	 

	Your Organisation/ Business Name 
	


As part of your venue hire induction session before you are given access to use the venue and its facilities please confirm you have understood the following important systems and processes that have been explained to you and that you will need to follow:

Note: Not all of these requirements below will apply to every booking.

	ACTIVITY
	YES/NO N/A

	Arrival and access to venue (opening up, de-activating alarm)
	Y  FORMCHECKBOX 
  N  FORMCHECKBOX 


	Covid19 specific Cleaning and Health and Safety Requirements - see also ‘end of session check list’ 
	Y  FORMCHECKBOX 
  N  FORMCHECKBOX 


	Location of cleaning materials and hand sanitiser (eg. under sink and in store room) – please only use our organic, eco friendly products
	Y  FORMCHECKBOX 
  N  FORMCHECKBOX 


	Location of disabled toilet
	Y  FORMCHECKBOX 
  N  FORMCHECKBOX 


	Location of First Aid Box and Accident Report Book
	Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Location of electrical fuses and plant room
	 Y  FORMCHECKBOX 
  N  FORMCHECKBOX 


	Location of kitchen utensils, appliances, hobs, extractor fans, and instructions on their use (inside cupboard doors and manuals)
	 Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
  N/A  FORMCHECKBOX 


	Instructions for use of the adjustable kitchen island - table/units
	Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
   N/A   FORMCHECKBOX 


	Food storage requirements and fridges
	 Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Bin system – landfill, food waste/compost and recycling system (when full red and green rubbish bags to be left out on pavement for collection)
	  Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Fire Safety – 2 Fire Exits, 2 Fire Extinguishers, Smoke and Fire Alarm, Fire Blankets, Fire Assembly Point, Evacuation Procedure
	  Y  FORMCHECKBOX 
  N   FORMCHECKBOX 


	Key box to open and close roller shutter
	Y  FORMCHECKBOX 
  N   FORMCHECKBOX 


	Laundry requirements (please bring your own aprons/ tea towels)
	Y  FORMCHECKBOX 
  N   FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Off limit areas (office)
	Y  FORMCHECKBOX 
  N   FORMCHECKBOX 


	Emergency Contact Details of Clapton Commons and/or MIH representative
	Y  FORMCHECKBOX 
  N   FORMCHECKBOX 



Signed: --------------------------------------------------------------
(Client)
Today’s Date: -----------------------------------------------------
