
 

Appendix A - Aide Memoire for setting up and 

closing down 

 

 

 

 
1. Main hallway and corridor unobstructed and floor not wet or 

slippery 
 

 

 
2. Fire exits used by the Tyler Room are not obstructed 

 
 

 
3. Toilets are clean and no slippery wet floors 

 
 

 
4. Allergen notices are displayed on the tables 

 
 

 
5. Dates on the perishable foodstuffs kept in the refrigerator are 

checked and where necessary disposed of 
 

 

 
6. Tables are erected and stored safely 

 
 

 
7. iPad checked and put on charge if necessary 
 
 

 
8. Maximum capacity of the room (25 people) is not exceeded 
 
 
 


