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The documents that you will need for Hallmark 2 – as for Hallmark 1 plus:
1. Policy on  procedures for hiring the hall
2. Hiring responsibility with regard to children and other vulnerable users

3. Contract of employment (if necessary) 

4. Risk assessment record and safety rules 

A) Health and safety policy

B) Health and Safety poster displayed

C) List of contents of First Aid Kit

D) Accident book

E) Fire evacuation procedure notice/ showing where extinguishers are 
5. Maintenance

A) Records for maintenance, emergency lighting, doors, lights etc.

B) Electrical and gas safety certificates

C) Copy of plan of buildings, location of services, pipes, gas shut off, electric meter, stop cock, any power lines on site
D) List of contacts from which expert advice and guidance can be obtained
E) Access audit – energy efficiency measures
6. Inventory of equipment

7. Storage

A) general equipment

B) Cleaning equipment

8. Waste disposal 
9. End of session check list
10. Licenses

A) Premises

B) TENS

C) PRS & PPL
D) Food business / food handlers notice / regulation
Any other written policies /paperwork you feel would be useful for the visitors to see.
Hallmark two documentation required: October 2014 
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