END OF BOOKING / SESSION CHECKLIST        He mihi ki a Ani Denham. Kaumatua.                                                        
· Use of Electricity and gas readings recorded.
· Please record breakages/ damages in the diary kept by the phone.

· Hire Group responsible for disposing of all Rubbish

There will be a cleaning fee charged of up to $50 if the marae is not left clean. 

If the Marae Hire group would like to pay the $50 to have the marae cleaned at the end of the session/ booking then please email lauana.thomas@slingshot.co.nz so it can be organised.
This form does not need to be completed by ‘session groups’ but please observe the cleaning requirements that do need to be completed after each session..
                                                                                                                        Please tick/     

                                                                                                                         Comment.

All Ablution Blocks      Cleaning products located in Big Laundry Room
	Replace toilet paper
	

	Clean sinks
	

	Clean Floors
	

	Clean showers
	

	Clean Mirrors
	

	Clean drains of Hair
	


Wharenui                     Cleaning products located in Kitchen Laundry Room
	Lux 
	

	Seating replaced
	

	Clean windows if required
	

	Mattress’s and pillows returned 
	

	
	


Dining room               Cleaning products located in Kitchen Laundry Room
	Clean and return chairs
	

	Clean and return tables
	

	Clean and return tablecloths
	

	Sweep floors
	

	Mop floors
	


Kitchen                      Cleaning products located in Kitchen Laundry Room
	Clean Ovens and Hood
	

	All Shelves Wiped
	

	Floors swept and mopped
	

	Clean Dishwasher and all equipment ie toasters
	

	
	


Storage room              Cleaning products located in Kitchen Laundry Room
	Table cloths rolled up and laid down on altar
	

	Chairs stacked neatly allowing door access
	

	Tables stacked
	

	Whiteboards returned
	

	
	


Mattress Room           
	No of mattress’s returned upright
	

	No of pillows returned
	

	
	

	
	

	
	


Corridors
	Sweep corridor 
	

	Mop corridor
	

	Dirty windows cleaned
	


Booking person filling out form:  ______________________________ Date ______

Marae person cross checking form: ____________________________  Date ______
	THIS SECTION TO BE COMPLETED BY MARAE PERSON
	

	ALL Doors and Windows locked
	

	Use of Electricity and gas final readings recorded.
	

	All rubbish disposed of.
	

	Cleaning products refilled
	

	Pantry AMC only. Items to be replaced itemised
	

	No of Sheets, Pillowcases, Teatowels and cloths to be drycleaned.
	

	
	


NOTICES

Please be aware that Council has given all key holders an individual code for the group. If you need the code please ring 4876361. 

Dishwasher Machine. Do not dry dishes with tea towels as this causes cross contamination and is not necessary.

The Pantry Key is available to the Marae Liaison person only if the Marae is catering.

Please record breakages/ damage in the Diary kept by the phone. 

Please turn all fans and lights off when leaving.

Instructions to work Commercial Ovens.
Instructions to work Cake Mixer.
Instructions to use WOK.
Instructions to use Under floor heating.

Instructions to use Cleaning Products.

Code Access to disarm the marae office alarm is only available to Exec members.
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