Lock up checklist

Before you leave the Hall please check as applicable –

1.  Toilets are left clean, no taps left dripping and lights switched off.

2. [bookmark: _GoBack]Kitchen, all appliances are turned off and no taps left dripping. Any crockery you have used is washed and put away.  The ovens (if used) have been wiped out.  Surfaces and floor clean and everything left ready for the next user

3. Kitchen bin emptied into the outside refuse bin and any appropriate recycling put into the outside recycling bin.

4. All windows closed and side doors are locked.

5. Committee room heaters not left on, and lights are off.

6. Chairs have been put away correctly and stacked no more than 6 high.

7. Tables have been wiped and put away.

8. Main Hall, all four heaters are turned off.

9. Final check all lights are off ……..

Then lock the external doors behind you as you leave, unless handing the Hall over to another user.

Thank you for being considerate to the next hirer, saving energy and leaving the Hall as you found it (or better)!
