
(Updated SEC Feb 2020) 

Procedure No. 8 – UVH Caretaker Actions & Brief when 
introducing a new casual or regular User to the Hall 

The term “User” refers to the person signing the hiring agreement and 
fully responsible for the hiring. 

This checklist assumes that the User has already been given and encouraged to read 
the “conditions of Hire” and the “H & S Policy” documents and has signed the Hiring 
Agreement. 

The Caretaker should meet the new User and take them through this full checklist 
but also draw their attention to specifics within the two documents previously 
handed over – where in the view of the caretaker it is prudent to do so. Normally 
this induction should take around 15 minutes. 

Checklist 

1. Understand the hirer’s intentions for their use of the hall and judge 
whether it is suitable. (While ideally this would have been resolved before 
a Hiring Agreement had been signed – nevertheless the caretaker reserves 
the right to decline the application – informing the applicant and notifying 
the Hall Secretary and Booking Secretary as to the reasons for this late 
decline). 

2. Draw the User’s attention to the following -  

- Location of lighting switches and the need to not waste lighting 

- Fire and evacuation procedures (including use of mobile phone to call 
999, and use of air horn to raise the alarm if it is safe to do so) and 
location of fire-fighting facilities 

- The need to keep fire exits clear (including parked cars) 

- The use of gas on the premises and the need for evacuation if gas is 
smelled 

- User is responsible for the safety of all those attending and their 
adherence to the Hall’s H & S Policy (indicating copy on noticeboard) 

- The provision and location of First Aid kit and the need to complete an 
Accident Report if used. Point out the location of the local A and E 
Hospital 

- No candles are permitted other than cake candles under supervision 

- The need to avoid excessive noise levels that could cause nuisance to 
neighbours 



- The need to avoid tripping hazards – pointing out the provision of 
cable floor covers 

- The one-way system 

- The location of the furniture store and arrangements for tables and 
additional chairs 

3. Dependent on the intended use of the hall 

- When children are included – they must be supervised at all times 
with specific attention on the stage or stairs, in the kitchen and in the 
surrounding grounds. Specifically draw attention to the potential 
hazard of open kitchen hatch doors. If baby changing facilities are 
required agree arrangements to leave the accessible toilet unlocked. 

- When catering – explain the safe use of required kitchen facilities 
and draw attention to the fact that no knives (other than table place 
settings) are provided. 

4. When finishing the booking – 

- The Hall should be left as found 

- Any damage reported to the caretaker 

- Any excessive rubbish or recycling removed 

- Follow the procedure for leaving – as per the “departure checklist” 

- Agree arrangements for returning the key 

5. Storage – 

Casual one-off bookings do not offer any facility for storage either 
before or after booking. Notify new “Regular Bookings” that storage 
requirements can be discussed with the Storage Manager. 

6. A – Z User Guide – 

Copy given to new Regular User. Only to casual one-off User if deemed 
appropriate. 

7. Check User is happy with the hiring and the state of the facilities 
of the Hall stating that feedback is always welcome. 

 

8. Finally ensure payment arrangements have been agreed. 

 

End Proc 8 


