CHECK LIST WHEN VACATING THE HALL

Because the hall is used frequently it is important to leave it clean
and tidy for the next person, this also helps to keep our costs down

Kitchen please ensure

e Boileris switched off

o Kettles and ern emptied

e Remove any food waste

e Lights are switched off

e Chairs are removed if used

Health and Hygiene - Please use your own tea towels and dishcloths
etc. any left in the hall will be disposed of

Back Stairs and Meeting Room please ensure
e Lights are switched off

e Check outside door is closed

e Check toilet

Main Hall please ensure

e Chairs are left tidy around the room

e Windows are closed

e Tables are wiped clean after use

e Heating controlled by thermostat is turn to 10 or 15 degrees
depending on weather

e Floor is left clean

e All hall lights are switched off

e Toilets are left clean and taps and lights are checked

Please shut doors between Hall, Kitchen and Stairway as they are fire
doors.

LAST OUT CHECK DOOR IS LOCKED




