ST. CHARLES CATHOLIC CHURCH

Recreation Center Responsibility Check List

Prior to using the St. Charles Recreation Center, please review the following checklist to become familiar with the close down procedures. After using the facility it is your responsibility to properly close down the facility by following the checklist below.  After completing the checklist, please sign, date, enter the time in and out and place the completed form in the “Recreational Center Usage Binder”.  Failure to comply with the checklist or our policies can result in loss of privileges.

Check In: ______________________          Check Out: ______________________



  (signature)



                  (signature)

Check              Date: ______________ Time In: __________ Time Out: ___________

In Out

__ __
All of the equipment, balls, ball racks, etc should be placed back in the athletic supply room on the north east side of the Recreation Center.

__ __               Table and chairs go back in athletic supply room.  Scoreboard control board returned to top left locker in girl’s locker room.

__ __ 
Mop the entire Recreation Center floor (gym area) with the dry dust mops.  Mops are located in the supply room

__ __               Sweep locker rooms (with brooms, not dry mops) and restore areas.   


Check these areas for garbage. Brooms located inside athletic supply                            

room.

__ __
Turn off all lights in the locker rooms, rest rooms, hallways (one overhead light is on a timer and may not turn off when all the other lights are off), athletic supply room and janitors/concessions room.                               

__ __               Lock all entry doors to the gym and all outside entrance doors (the                              allen wrench to lock/unlock the main outside entrance doors to the Recreation Center is located in the fire extinguisher case adjacent to the doors – please replace it after using it to lock/unlock the doors).  Also check the emergency doors and make sure they are completely latched.

__ __
Check the status of the fans. The fan switch is located in the athletic supply 
room on the north wall just to the right of the main electrical switch box.  The fan policy (as of 12/11/06) is to leave the fans on low 24/7.  There is a note from Tim (custodian) next to the switch explaining this.  Please check this note to insure the “on low 24/7” policy is still in effect.

Please report any problems in the comment section or call Mike/Kristin DeBakker  (262) 369-1980.  You may also call Shirley in the St. Charles office during business hours at 367-0800.

Comments:______________________________________________________________

________________________________________________________________________

________________________________________________________________________

Thank you.

Your St. Charles Athletic Association

