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Clean-up and Lock-up Procedures for Events at Grace Church 

 
Before exiting the building, please complete the following steps: 
1. Clean all rooms used in the building: 

a. Vacuum floor if dirty. 
b. Empty trash if full. 
c. See below for specifics on each room. 

2. Check bathrooms (all six of them): 
a. Make sure all water faucets are turned off. 
b. Wipe countertops. 
c. Make sure all used paper towels are put in trash. 
d. Empty trash if full. 

3. Take trash bags to dumpsters located near portable in back.  
4. Turn off all lights. Don’t forget about bathrooms and hallways. 
5. Locking Up: 

a. If you are the last group in your area of the church, make sure the outside doors 
are locked. (i.e. If no more groups are in the back of the church, lock back doors.) 

b. Lock any other doors you unlocked (i.e. classroom doors leading to the 
playground.) 

c. Inform other group(s) using the church that you are leaving and they are 
responsible for locking up the rest of the church. 

d. If you are the last group leaving the church, make sure all outside doors are 
locked. This includes doors by the atrium/Sanctuary, church office, and back 
parking lot. 
 

 
Room Specifics: 
Sanctuary: 

1. Return any tables used. 
2. Put chairs back in arranged order for Sunday mornings according to the chart found 

just inside the door leading upstairs to the media room. 
Fellowship Hall: 

1. Return any tables used. 
2. Stack any chairs used, return to dollies, and push against side wall. 

Classrooms: 
1. Make sure all toys/materials are put away. 
2. Return tables and chairs to configuration displayed on wall near door. 
3. Push chairs into tables. 
4. In nursery, empty diaper pail and take bag to outside dumpsters. 
5. In classrooms with door to playground/outside, be sure door is locked. 

Commons: 
1. Return any tables or extra chairs used. 
2. Return furniture to original set-up. 
3. Wipe down tables, sink, and countertops. 

Kitchen: 
1. Wash, dry, and put away all dishes/utensils used. (Do not leave in the dish drainer.) 
2. Wipe down counters. 
3. Turn off coffee pot heating elements. 
4. Sweep floor. 

 
NOTE:  If the fire alarm goes off, please exit the building quickly. Our monitoring system will 
notify the fire department as well as appropriate people at Grace Church. 
 


