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CHECK IN AND CHECK OUT PROCEDURES

CHECK IN Policy: Catering Captain to Discuss with All Catering Staff

· All staff MUST park in designated parking lot.
· Delivery Trucks/Vans please do not block any Monument roads or driveways
· Absolutely no parking ____
· Do not assume all areas are open to public access
· Check in with Venue appointed staff upon arrival to the facility
· Catering vans may park ____
· Set up and break down of chairs in all venue areas
· When setting up and breaking down rentals, do not drag, drop, or pull tables or chairs across any surface.
· Use service access/areas for all loads in and out.
· In the event of any accidents, injuries, damages, or emergencies immediately contact Venue Property Manager.
· All candles to be encircled in glass
· No disposal of liquids of any kind (including ice) into the facilities dramins, on sidewalks or streets surrounding venue
· Smoking is only allowed in staff vehicles
· Venue assumes no responsibility for damages or loss of any materials brought on the property at any time. Any damage or loss caused by catering staff or subcontractors will result in an additional charge. 
· Catering staff is not allowed to drink any alcoholic beverages while working
· If a grill is to be used, a pad must be placed under to grill to protect the grounds surface.






CHECK OUT Policy: Catering Captain to Discuss with All Catering Staff

· Removal of all trash from Venue
· The entire venue and all public accessible areas accessible during event must be free from napkins, glasses, china, garbage, and food.
· Stack and bag all rental items, tables, linens, chairs, glassware and china in designated areas.
· Make sure any spills are cleaned from carpet and floors.
· All Venue in-house rentals need to be returned to the designated storage area or left as the venue was upon arrival.
· Clean kitchen sinks, doors, countertops, floor or any spills on walls in food preparation and service areas.
· Clean service areas, hallways of all trash and spills.
· Cater’s captain is responsible for doing a final walk-through with the appointed Venue representative who will determine if cleanup is acceptable. If standards are not met or the catering staff fails to adhere to these guidelines, your catering company will be fined $300.00.
Catering Staff Initials:_____	Venue Staff Initials: _____	Date: _____
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