Closing Checklist – Tamworth Library
	Checklist for all staff rostered to final shift

	Make announcement over loud speaker 15 minutes before close. Wording for the announcement is attached to the wall near the microphone.

	Tidy the library – commence this when announcement is made. Take library items left on coffee tables or tables and put out in returns. Put newspapers on shelves. Check if client’s personal belongings have been left in the library. If so, place in lost property with note of where it was found, date and staff initial.

	Bring the two flags in from out the front and place in the foyer.

	Turn Dishwasher on as rostered.

	Roller door to be closed just prior to 5pm. Use ear muffs to minimise noise.

	Turn both TVs off. 

	At 5pm. Check that all patrons have left the library then set the main library door to ‘lock’.

	Put Tablets onto charging docks and shut down returns PC. 

	DO NOT TURN PUBLIC PHOTOCOPIER OFF

	Turn self-checkers off and OPAC PC.

	Once library has been closed and locked, follow the EFTPOS settlement and Cash Handling Procedures - put cash register tray in plastic envelope/bag and place it in the safe. Turn cash register off, leaving drawer open.

	Check people counter and type total into google docs on staff pc. Use magnetic swipe to take the people counter back to zero. Make a note if there is a particular event e.g., author event.

	Staff to walk through back work areas and collect their belongings. Check that all other library staff have left. Check that all library external doors are closed and secure and switch off lights. 

	Collect the yellow keys for locking external doors. 

	Set foyer door to ‘lock’ with the first yellow key. Arm the library (ground level).

	Put the other yellow key in the exit door on level 1 and set to ‘lock’. 

	Check lift, fire doors, and toilets thoroughly. Staff must go all the way into the toilets and check that there is no-one in the cubicles. 

	Check toilets for syringes. If syringe is found staff are to follow Standard Work Practice (SWP) – 21003 – Syringes and Needles. Staff must be trained prior to removing a syringe.

	Arm upper level (level 1) with your swipe key.

	Press the exit button to leave via upper level and stand by the door to ensure it locks again. 

	All staff to leave the building together where possible – minimum of two staff.
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