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Group Name: ________________________________ Date:  ___________________ 
  
Signature:  __________________________________  Phone:  __________________ 

This is the checklist that you will be using each time you use Kiwanis Hall.  
Please review this document, sign and return it to Heather Ward, and ask questions if  
anything in it is not clear to you. Each time you use the building you are expected to  
fill out the 4-H Kiwanis Hall Check-Out Sheet which is located on a clip board on the  

cabinet by the front door. This check list is posted on the cabinet as a reminder. 
KIWANIS HALL 
Remove all trash and refuse to the dumpster. Replace trash bag in receptacle each 
time. (extras are in cabinet in bathrooms) 
Floors are swept clean if necessary. 
Floors are mopped if necessary. 
Faucets are turned off. 
Everything you put up has been removed and anything taken down replaced back to 
its original location. 
Chairs have been returned and tables and equipment are properly stored. (if used) 
Tables and counters are wiped clean. (if used) 
No items are to be left behind. 
Windows are closed and locked. 
All indoor lights are turned off. 
Lock all doors you unlocked.  Inner room and kitchen are to remain UNLOCKED. 
Place items for recycling in bins provided in Sherman (large) room. 
Utility sink is cleaned/wiped out, debris & items removed. (if used). 
Thermostat is set to 55. 
Please return the key to the 4-H office. 

 

KITCHEN 
Burners and oven are in the ‘off’ position.  Stove top is wiped clean. 
Gas to the stove is off and gas line is locked. (Commercial kitchen) 
Fridge and freezer are closed properly and inside spills are wiped clean. 
All dishes are washed and put away. 
Microwave and/or conventional ovens are emptied and cleaned. 
All equipment and supplies are returned to their proper places.  Empty coffee pots. 
Any food items left for programming MUST be dated, labeled, and properly stored. 
Commercial Kitchen has additional use regulations. 

 

BATHROOM 
Bathroom doors remain open during winter months to prevent pipes from 
freezing. 
Lights are turned off. 
Faucets are turned off.  Sinks are wiped out (if necessary). 
Toilets are flushed. 
Restock toilet paper or paper towels.  Supplies are kept in cabinet in each restroom. 
Waste cans are to be emptied by custodian. 
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