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RENTER RESPONSIBILITIES

Main Hall, Kitchen and Bar

· Renter is responsible for setting up their own event (chairs, tables, etc.)

· Renter is responsible for taking down and returning all tables and chairs neatly to the storage room.  Chairs shall be hung neatly on chair racks; tables shall be slid onto trolleys, back to back, or front to front UPRIGHT- not laying flat.

· There is NO SMOKING in the Hall.  There is a designated area outside the south door of the hall.

· Absolutely no decorations are to be fastened to the walls – please use the cork diamonds instead.

· Floors shall be swept clean.  The kitchen closet has dust mops, brooms, etc.

· Ensure all cupboard doors, countertops, fridge, stove tops and fronts and sinks have been cleaned and wiped.

· Clean all dishes, utensils, pots and pans using commercial dishwasher and return to appropriate cupboards and drawers.

· Make sure that all appliances or equipment are clean including ovens & coffee urns, etc.  
The coffee maker must be unplugged so it doesn’t boil dry.  Remove all refrigerated items brought in for the event.

· Leave all dirty linens in the clothesbasket under the dishwasher.

· Remove all garbage from building and place in dumpster outside the east kitchen door to the south.

· Put new bags into garbage containers.  These bags are usually under the current one in the trash can.  More can be found in the kitchen if needed.

· Clean BBQ grill thoroughly, if used.

· Shut off all lights (security lights in the front foyer exit cannot be shut off).

· When leaving the Hall, please lockup the deadbolt on the metal door to the washroom hallway, check the kitchen east exit door, Main Hall south side door (exit to the smoking area) and front foyer exit.  The front foyer is locked by using the key that is attached to the panic bar.  Put the key in the hole on the bar and turn it.  This locks the door. THEN (because you only have 30 seconds I would do the panic bar lock first) go to the security panel and arm it.  Simply press the green button first and then when prompted press the red button on the touch screen. 

· Note that IF you have been given a physical key for the hall door or the bar return it by sliding it under the office door before manning the security system. If you have a door code it will expire after your event. MAKE SURE YOU HAVE EVERYTHING YOU BROUGHT INTO THE HALL REMOVED BECAUSE ONCE THE FRONT DOOR IS CLOSED IT IS LOCKED, THE KEY SHOULD BE UNDER THE OFFICE DOOR AND YOU ARE LOCKED OUT.
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