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Agency Monitoring Forms for Signposts buildings

Please complete this form for our monitoring evidence; this information enables us to produce statistical evidence which is a requirement of funders
Name of group/organisation: _________________________________

Date: __________________________________________________

Numbers of people attending:  
Male_______________________ Female______________________

Total number of staff: _____________________________________

Age of attendees  <18          18-25              26-40           40-60      60+ 
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	Ethnicity
	White
 
	 
	Black Caribbean
	 
	Pakistani
	 
	Refusal
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	White Irish
 
	 
	Black (Other)
	 
	Bangladeshi
	 
	Gypsy Traveller
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	Black African
 
	 
	Indian
	 
	Chinese
	 
	Eastern
European
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	Dual Heritage (specify)
	 
	Other (specify)
	 
	Asian (other)
	 
	Not Known
	 


How did you hear about Signposts? Please circle

Website; friend; telephone directory; advertisement; word of mouth; other please state______________________________________
Opening and closing checklist

Please follow the checklist & indicate by circling YES or NO as appropriate.  Please add any comments in the space provided below. 
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Is the room clean and tidy on arrival?






Is the room warm enough for your session





Are the Fire Exits clear of any obstructions?





If NO please clear them now

Are the fire extinguishers in place and untampered with?


If NO inform staff by commenting below

Are you familiar with the fire drill procedure for this building? 


















If NO please check the fire instructions on the doors or ask

Do you know where the First Aid box is kept?






ON LEAVING

If you have hired any equipment, is it still in good working order? 

















If NO inform staff by commenting below.


Have you put everything back in place?






If no what is the reason?

Did you use the kitchen facilities?







If YES has the area been left clean and tidy?

Is the room/facility clean and tidy ready for the next period of use?















Please note any comments, concerns, issues or compliments that arise after your session _______________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
Please return this form (1) either by leaving it in the building or (2) to Signposts Main Office, 58 Regent Road, Morecambe, LA3 1TE
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