HIRERS RESPONSIBILITY
1. Security
The council official will unlock the Premises and switch off the intruder alarm.
2. Period of Hire
The council official will meet the hirer at the premises at the commencement and termination of the hiring period. The building must be left by to the same standard as at the commencement of the hire.
.
3.  Lift/Goods Loading
Loading and unloading of goods should be made from the rear exit of the Town Hall. Vehicles should be moved on completion.  No vehicles to unload from front of building.  The lift is a passenger lift only and must not be used for transporting goods.
4. Damage
Any damage caused during the hire must be reported to the council official.
5. Smoke and Intruder Alarms
The use of any equipment or actions, which are likely to activate the alarm system, is strictly prohibited.
6. No Smoking
Smoking within the building is strictly prohibited.
7. Lighting and Heating
Must be switched off at the end of the hire.
8. Cleanliness of the Premises
The premises must be left in a clean condition to the satisfaction of the Council and all rubbish removed at the end of the hire.  
9. Accidents

First Aid Box and accident sheets on display in the kitchen.  Any accident must be recorded accordingly.
10. Public Toilets
Available for hirers and can be accessed down the stairs at the rear of the building. A disabled toilet is available on the ground floor at the front of the building.
11. Fire Safety
Emergency Fire Procedure received 

Fire Safety Plan Drawing received 
Location of Break Glass units and how and when to use them
Emergency escape routes unobstructed and clearly indicated

Emergency exits unlocked and unobstructed

Location of portable fire fighting equipment noted and unobstructed

Safety assistants appointed as fire marshals and instructed in emergency evacuation roles and responsibilities

Emergency telephone contacts list available

Signature of Hirer:                                            
 Date:
Signature of Council Official:                           
Date:
For Caretaker please contact:
                 
 Roy Edwards
  01844 260371

