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Procedure for Building Use

1. 
Return all tables, chairs and equipment to proper storage location in clean and ready-to-use condition.   No equipment should leave the building. Tables and chairs are not available to rent.
2.        Please wipe down everything you use.  There is a sponge and spray cleaner in the kitchen or janitor’s closet.  Or use the spray and your own dishtowels.  Leave the building cleaner than you find it!
3.
Follow and complete the cleaning list on the custodian closet door for floor care.  Careful cleaning of the wooden floor is very important!  Follow directions carefully for care and cleaning of dust mops (shake, vacuum and spray with dust mop spray).
4.
Remove all refuse and recyclables off site (including bathroom trash cans and trash outside). Remove all cigarette butts if you have allowed smoking outside.   Please put new trash bags in all cans.  (Large clear bags under the counter in the cupboard marked Hot Lunch, and small black bags (for restroom and smaller kitchen cans) are in the janitor closet.)   
5
Clean the kitchen to as-found condition or better including any silverware or utensils you have used.  Remove your items from the refrigerator.  Sweep floor. Mop floor if necessary.  Wipe down all counters and surfaces.  Remove all food debris from sinks.  

6
If you are leaving items to donate to the Community Center or the School, please mark them so we know where they came from.

7
If you borrowed any supplies from the Community Center cupboard, please return or replace.  If you have used our tablecloths, please wash and fold them and return them during school hours.
8.        Tidy up the bathrooms and art room.  If floors got dirty, please sweep and mop if necessary.

9
Turn off all lights, including exterior lights.

10
Secure the building. Close and lock all windows.  Please check all doors.

11.
Report any damages or problems immediately to the Building Manager.

· 
The phone is available for urgent local calls only.

· 
Rules for conduct for children at the Community Center are the same as the school day rules.

· 
You may use kitchen items, but please wash and return everything to its place. Do not borrow anything, please!

·      Bring your own dishtowels for clean up.

·      Make sure the heat setting is as you found it; the ventilation system is back on “auto” and the ceiling fans are off before you leave.
Please no confetti or helium balloons. They cause us problems for months!

