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Please complete this checklist with all hirers of the facilities before the let commences:

The hirers have:

Been shown the fire exists and evacuation routes

Been given the contact telephone number for the letting 
Officer

Given their telephone number to the letting supervisor – 
(emergency contact)

Been shown the assembly point in the event of fire.

Signature of the Letting Officer:…………………………………………………………………..

Signature of Hirer:…………………………………………………………………………………………….

Date:………………………………………………………………………………………………………………………

EMERGENCY PROCEDURES FOR LETTINGS
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