
           

Induction Checklist for Hirers – Swipe Cards 

 

This check list is to be completed by the hirer, please return checklist with the access card after booking. If there are any issues 

or concerns please provide details at the end of this form. 

OPENING UP          Card Reader:  

□ To open the door swipe the access card on the reader from your booked time. 

□ Ensure the black strip is on the right hand side, swipe from top to bottom in one motion.                

□ Do not obstruct the door with any objects       

□ No issues with opening or access 

SAFETY 

□ Evacuation procedure read and understood 

□ Emergency exists identified 

□ Guests advised what to do in an emergency  

CLEANING  

□ Some halls have cleaning equipment, please supply your own cleaning products (spray, wipes, garbage bags). 

□ Wipe down tables & chairs and return to storage location. 

□ All tables are placed on trolleys & chairs are stacked as shown in signs at the facility. 

□ Wipe down all kitchen bench tops and cooking appliances. Kitchen appliances are off. 

□ Place all garbage into the bins supplied. 

□ Sweep Facility and kitchen & wipe any spills. 

□ All decorations, blu tac, tape & pins are removed. 

CLOSING AND LEAVING THE BUILDING  

□ Everyone has vacated the building including the toilets on time 

□ Close door. Wait 60 seconds to ensure building is armed. 

□ Any urgent issues have been reported to Council or Emergency Services 

Comments/Feedback 

 

 

 

Hirers Name:   Hirers Contact No:  Hall Hired:  Date of function:   

 



 

FAQ’s – Swipe Cards 

 

Accessing the Facility:  

* Swipe card on the reader from booked time for access, door will unlock, push door to open. Ensure the black strip is on the 

right hand side, swipe from top to bottom in one motion. 

Safety: 

* For your own safety, only open the door for your participants or guests. Under no circumstances, allow entry to someone 

unknown to you. Advise your guests to pay attention when entering & leaving the centre. 

* If you hear an audible tone, announcement or flashing lights you will need to evacuate the building & contact Council on 9839 

6000 for further assistance.  In an emergency call 000. Any incidents which cause loss or harm are to be reported to Council. 

Heating/Air Conditioning: 

* Signs will show instructions for heating and air conditioning. Some facilities are automatic and cannot be adjusted. 

Furniture: 

* Tables & chairs are located in the store room. 

* Please place back after use. 

Cleaning: 

* Some Facilities have cleaning equipment. All other cleaning supplies need to be supplied by the hirer. 

* Failure to clean the hall will result in a deduction from your bond. 

Leaving the Facility: 

* All functions are to finish no later than your booking time. 

* The Hirer must ensure that all lights, fans, heaters and cooking appliances are turned off, windows closed, and all doors locked 

prior to leaving the facility. All property bought into the centre must be removed.  

* Close the door before finish time. Wait 60 seconds to ensure building is armed. 

Additional Information: 

* You must not enter the hall before your booking commencement time, and you must vacate the hall by your booking end 

time. If you try to enter the hall you will activate the security alarm and a security call out fee will be deducted from your bond. 

* No additional chairs, tables, personal gas cookers & BBQ’s are allowed into or outside the Facility.  

* Please return the access card as soon as possible to the Council Chambers, an afterhours Security Mailbox is also available 

located at the top entrance near the car park on Flushcombe Road. 

* You are required to report any damage found or caused during your hire. Please take photos as a reference. 

 

For Afterhours/Emergency Assistance please contact Blacktown City Council on 9839 6000 

 


