
PRE-OPENING CHECKLIST FOR PARISH HALLS

	AREAS FOR CONSIDERATION
	√ / X

	Ensure site is safe prior to opening for use in terms of rubbish build up and general maintenance works.
	

	Check for new wildlife inhabitants internal and external. 
	

	Ensure water system has been thoroughly flushed through and any spray heads are descaled and disinfected. 
	

	Carry out an inspection of your hall to ensure there are no health and safety issues which could lead to injury or further damage to plant.
	

	Ensure all your mandatory Health & Safety checks are up to date such as: 
· General Risk Assessment (including Fire Risk Assessment if the hall is repurposed)
· PAT, 
· Fire Extinguishers, 
· Emergency Lights, 
· Fire Alarm Panel, 
· Gas Boiler and 
· EICR
· Lightning Conductor 
	

	Remove all unnecessary items to reduce surfaces for viral transfer.
	

	Ensure Parish staff, volunteers and contractors are informed of any access restrictions during rental period.
	

	You must inform Insurers of the planned use of the hall by the Hirer if they do not normally use it.
	

	

	ONCE YOU HAVE CONFIRMED THE ABOVE YOU MUST

	Ask for evidence from the Hirer that their Liability Insurance covers their activity in the Parish Hall.
	

	Ask for confirmation that their Insurance extends to COVID-19 liability.
	

	Advise Hirer of their responsibility of the daily cleaning of the hall and communal areas during their period of use.
	

	Advise the Hirer that they are solely responsible for the following:
· Ensuring the premises is suitable for their needs, 
· Completion of risk assessing the activities they will be undertaking in the hall and putting in place suitable risk control measures for all risks, including Safeguarding and Covid-19;
	

	Give clear guidance on access and egress to the premises including alarm codes, keys, accident book etc.
	

	

	OTHER POINTS TO BE TAKEN INTO CONSIDERATION

	It is your responsibility to ensure the hall is maintained and fit for purpose prior to being used by each Hirer.
	

	It is your responsibility to give clear guidance on your expectation in terms of cleaning at handover to ensure it is ready for use by other Hirers (removing and storing of resources etc.).
	

	You must ensure the hall is thoroughly cleaned between each hire.
	

	You must ensure that relevant COVID-19 posters and signage is displayed and clearly visible to all who use the premises.
	

	

	Inform the tenant it is their responsibility to ensure that the site remains COVID-19 secure at all times. This relates to their commitment to:

	The ongoing cleaning of the area used by the Hirer;
	

	The supply of necessary hygiene resources in terms of soap, paper towels and hand sanitiser for their use;
	

	The supply of protective equipment used by them as identified by their risk assessment;
	

	The supply of cleaning products used by them for the daily cleaning;
	

	Keeping a register of all visitors to their activity;
	

	Informing you of any maintenance or Health & Safety issues that may arise and facilitating access in the event of an emergency.
	

	

	You must ensure the Hirer shares with you the following documents which should be retained for future reference:

	Copy of their Liability Insurance Certificates
	

	Copy of their Risk Assessment which addresses their COVID-19 Secure Strategies;
	

	Copy of their signed COVID-19 Secure Poster; 
	

	Copies of their Cleaning Schedule;
	

	Copies of signed daily Cleaning Checklist.
	

	

	

	Completed By:                                                                                                                                                                                  Date: 

	Parish Priest:                                                                                                                                                                                     Date: 




