Venue Hire End of Session Check List – Liberty Hall

This form needs to be completed for clients who hire Liberty Hall. 
Before leaving the premises after your hire session please sign off the tasks you’ve completed below and leave this sheet in the kitchen.
	Kitchen User (Your Name and Organisation)
	 

	Date and Time in
	

	Total hours used
	


	ACTIVITY
	YES/NO or N/A

	Venue and kitchen left clean and tidy
	                       Y  FORMCHECKBOX 
 N  FORMCHECKBOX 
  

	All used equipment/utensils washed and put away in designated cupboards and shelves (nothing left lying out)
	                       Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 


	All used surfaces left clear, sanitised and wiped down – including sinks, hobs, wall tiles, hand basin in toilet
	                        Y  FORMCHECKBOX 
 N FORMCHECKBOX 
    

	All used handles of drawers, cupboards and doors sanitised and cleaned
	                        Y  FORMCHECKBOX 
 N  FORMCHECKBOX 
    

	Equipment/electrics/fuses turned off (except fridge and freezer fuses!)
	                        Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Any leftover food labelled and stored to meet food safety guidelines
	                        Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 


	Stools stacked and tables put away (if used)
	                         Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 


	Landfill and recycling bin bags put out on street for collection 
	                         Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Raw food waste (compost) put in garden compost bin (mixed with brown paper eg. paper towels)
	                         Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
  N/A   FORMCHECKBOX 


	Ovens cleaned (if used)
	                         Y  FORMCHECKBOX 
 N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 



	Floor swept, mopped & mop bucket emptied 
	                         Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Hoovering of floor in kitchen and hallway done
	                          Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	All windows locked (locks kept on window ledges)
	                           Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Heaters in kitchen and entrance hall switched off. Heater in glass box – dial turned down to 10 degrees 
	                           Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Roller shutter down
	                          Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Damages/faults/accidents reported
	                          Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 


	Lights switched off (including in toilet)
	                          Y  FORMCHECKBOX 
   N  FORMCHECKBOX 


	Building secured (activate alarm, lock up as necessary) – remember side door in glass box (alarm not required if coffee kiosk still open)
	                          Y  FORMCHECKBOX 
   N  FORMCHECKBOX 
 N/A   FORMCHECKBOX 



Explanation of why any of the above has not been completed:

