Standard Operating Procedures 

Jackson Community Center

I. Usage of Building 

A. The Jackson Recreation and Parks Department has priority and will program various activities and special events for the general public.

B. The community center will be available to the Malesus Civic Club with Mr. Bill Earney having been named as designated volunteer responsible for the center and that policies set forth are carried out. 

C. The community center is available for rent for family reunions, company parties, wedding receptions, banquets and such for a fee. 

D. A two weeks’s notice is required to reserve the center for any event where staff is required.  

E. All items brought in the center by anyone for an event must be removed from center upon completion of that event.  Prior approval to leave items before or after event must be obtained from the manager.

F. Supervision of children is the responsibility of the parents or organization’s leaders.  Any damage done to the property will be charged to the parents or organization using the center when damage occurs.  

G. Grills used at family events or by organizations should be set up on the east side of building.  This is the side closest to the kitchen and parking lots.  The area where grills are placed shall be covered with tarp/container to collect any grease for protection of the lawn or pavement.

H. Clean-up will be the responsibility of the staff on duty with the following

Exceptions:  Renters and others are required to leave the kitchen as found    upon arrival and clear and wash down tables before leaving.  We would appreciate help in taking down tables and chairs and removing trash to outside bin.  Also, All spills should be immediately cleaned up.  When frying fish, the oil used must be taken away by persons frying the fish and not placed in the center’s garbage.

II. Opening Procedures for normal working days:  (Monday-Friday)

A. Sign in on the Opening/Closing Log

B. Check entire building for any problems

C. List found problems on Opening/Closing Log

D. Notify immediately maintenance (425-8575) of any major problem; i.e. gas leak, water pipes busted, windows broken, etc.

E. Check bathrooms-turn lights on

F. Prepare daily logs for guest to sign in on

G. Unlock front door only

H. Prepare coffee

I. Put dominoes and score pads out on table

J. Turn lights on in the recreation room as needed

K. Pool balls and cues are given out to seniors when they want to play; otherwise all other participants must sign the equipment out.  They must leave some type of ID with the JRPD Staff; i.e., driver’s license, picture ID.  ID will be returned to owner when all equipment is turned in.  No equipment is to be left out when not in use.

L. Complete Participation Daily Log during day/event.

M. Sweep all floors on daily basis, wall to wall, and underneath tables; mop entire floor when needed.  All spills should be mopped up instantly.  

N. Tiled floors will be mopped and buffed entirely at least twice a week  

III. Opening Procedures for Rentals or other events:

A. Sign in on the Opening/Closing Log

B. Check building for any problems and to see how furniture is arranged.

C. List any problems on Opening/Closing Log

D. Turn lights on in bathrooms, recreation room, hallway and kitchen (if needed).  Check paper towels and toilet paper in bathrooms and replenish if needed.

E. Unlock front door only.

F. Complete Participation Daily Log during event.  Count the number of people in attendance at least twice—once at the beginning of event and again mid-way to the end of event.

G. Set-up tables and chairs as requested by customer.

H. Make sure that trash cans have liners. Check throughout event and remove trash to outside trash containers/bin as needed.

I. Pets are not allowed in the center at anytime!
J. Use of tricycles, bicycles or any type of bike, motorized or pedaled is prohibited in the building.
IV. Closing Procedures: (at all times)

A. Check and secure all exit doors and windows in recreation room.

B. Store and secure all game equipment, supplies, and any additional tables and chairs set up.

C. Check bathrooms, clean, replenish paper towels, toilet paper as needed; turn lights off.

D. Sweep and wet mop all floors.  Change mop water often.

E. Check kitchen; make sure no burners or the oven is left on; secure kitchen cabinets; empty dishwasher when necessary. 

F. Empty trash cans as needed.  Trash is to be placed in containers in fence area outside the west side doors.

G. Lock front door

H. Complete Opening /Closing Log

I. Turn off hall/lobby lights

J. Turn lights off in the recreation room, except for the two security lights.

K. Once you are on the outside, please check doors to see that they are secured.

L. In case of an emergency, call the appropriate personnel; i.e. police, fire department, ambulance, maintenance or grounds keeping.  Then call the following staff:

A.  Center Manager:  Linda Kauffman   (home)  425-9423 

                                      or during day hours (cell) 467-6138

B. Ricky Yates (work) 425-8203 

C. Sylvia Gortney (work) 425-8398 

