Bridgewater Hall Inc Hirer Cleaning Checklist

Thank you for hiring the Bridgewater Hall for your event. The hall is managed by a small group of
volunteers and we ask that you use this checklist to ensure that you have left the Bridgewater Hall in a
clean and tidy state, ready for the next user. This is will also enable to you to receive your bond back in full.

Note that no sticky tape, duct tape, blue tac etc is to be used on the walls or the wooden floor

The Booking Officer will use this checklist to determine if the hall has been left in a satisfactory condition
before your bond is returned.

Kitchen v | Checked by

Any spills cleaned up, including in the fridge, walls and floors

Take all leftovers home, nothing left in the fridge

Benches and tables wiped

If used, all crockery and cutlery cleaned, wiped and put away

If used, the urn, kettle, oven and pie warmer turned off

Put all rubbish in the bin in the kitchen and if full, put the garbage bag in the blue bin in the
foyer, outside the toilets.

Put new bin liner in kitchen bin (bin liners are in a drawer near the kitchen sink)

Recycle as much as possible. Dry paper/cardboard recyclables go in yellow bin in the foyer.

Please take all food scraps/compostable materials home to your green bin, as there is no
green bin available at the hall

Lights turned off except for sensor lights by the kitchen exit door

If used, turn the hot water off — switch is on the wall to the right of the kitchen sink

Hall

Spills need to be cleaned up immediately to protect the floor. Use paper towels and a little
water. If the spill is sticky, use water and a little white vinegar (bottle under the kitchen sink)

All chairs and trestle tables returned to the stage area behind the curtains. Please lift and
carry them where they need to go, don’t drag along the floor.

All lights turned off

Both air conditioners turned off

Floors swept - use the orange or grey dust mop(s) in the kitchen area, to sweep the floor.
Shake and clean the dust mops off outside before returning to the kitchen. Note that the
orange dust mops are only for use on the hall wooden floor.

The wooden floor doesn’t need to be mopped unless very dirty, sweeping with the dust
mops should be sufficient. If needed, use a Sabco mop from the kitchen, using water and a
small amount of vinegar (tablespoon) to wash the floor. Use limited water to protect the
wooden floor.

Toilets

All toilet cubicles left tidy (male and female toilets)

Toilets clean and flushed

Bins emptied — paper towels etc into the bin in the kitchen (not in yellow bin)

Check that all taps are turned off

Doors

Please ensure that both exit doors (foyer and kitchen) are shut and locked upon leaving.

Any issues please let the Booking Officer know as soon as possible on 0408 246 807

Thank you from the Bridgewater Hall Inc Committee @
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