Group Name:	

Departure Checklist – Please complete and leave on the table with the induction booklet. 
Users of Kihilla are requested to leave the site in a tidy manner after use. Please complete the following tasks before departure:
· Check all rooms to ensure that personal items have been removed 
· Kitchen and Dining room
· Wash and put away all utensils, crockery, pots and pans, and empty dishwasher.
· Make sure dishwasher is turned off
· Place chairs on their seats on the table
· Remove any leftover food from the fridge/freezer
· Bedrooms
· Check under beds for personal property and rubbish
· Fold blankets and leave on end of bed
· Make sure heaters are turned off at the power point
· Meeting Rooms (if used)
· Stack all chairs and tables
· Bathrooms
· Remove all personal toiletries
· Verandah/Grounds
· Wipe down tables
· Leave chairs in the cupboard or neatly around the table (solid chairs only)
· Remove all rubbish (please pay careful attention to small items such as lolly wrappers)
· Leaving
· Close and lock external doors and windows 
· Ensure all lights are turned off
· Return keys to key box you got them from on arrival/leave on kitchen bench
· Leave induction book, visitor register and this completed departure checklist on kitchen bench
· Lock door on departure
· Let the manager know that you have left - Text 0429 125 425
If you are paying for cleaning, please tick here O.  Otherwise, please continue to complete the following:
· All rooms
· Vacuum carpeted areas
· Sweep/vacuum hard floors
· Empty bagless vacuum cleaners
· Kitchen
· Wipe all surfaces with provided wipes
· Place all rubbish and recycling from bin into the appropriate bins in the rubbish bay (NO Plastic bags and only recyclable materials to be placed in yellow bins)
· Bathrooms
· Empty rubbish bins (not sanitary bins) and dispose of empty toilet rolls. Paper towel rubbish must be placed in the red lid bins.
Final numbers
· Final number as per details provided prior to the camp
· Final numbers differ from details provided prior to the camp – changes are noted below:
(Please ensure that the attendance details of any additional guests are recorded on the visitor register.)





Linen (Please leave all used linen in piles near the bathrooms)
· We used _____ sets of linen (single)
· We used _____ sets of linen (double)

Other (provide details of any breakages, use of first aid kit – ensure an incident report has been completed and left with this form, error codes, fire alarms - please indicate which sensor where possible, or other information where necessary)




Group Leader Name:						Group Leader Signature:

______________________________				______________________________


PTO
