CASA Clean-up Procedures Previous Team - START HERE 

 3:00-5:30PM
3rd Floor
BATHROOMS:
Empty waste baskets and wipe out if necessary.




Restock paper supplies.




Close all windows.




Turn out lights.

BEDROOMS:
Clean sinks, wash mirror. 




Empty waste basket and wipe out if necessary.




Close and lock windows. Close curtains and drapes.

Check under beds and in closets for items and dust balls. Clean up dust balls.




Straighten beds.




Sweep floors, especially under the beds. Vacuum any rugs.




Turn out lights.

HALLWAYS:
All hallways are to be swept




Turn out lights. Leave night lights on!

KITCHENETTE:
Wash all items and put away. 




Turn out light.

Make a “Lost & Found” box to collect items found and give to team’s MOSSAF

STEP 2

2nd Floor
LIBRARY/COMMUNITY ROOM: 
Close windows, curtains and drapes.







Sweep, vacuum floor.




Turn out lights.

BATHROOMS:
Empty waste baskets and wipe out if necessary.




Restock paper supplies.




Close all windows.




Turn out lights.

BEDROOMS:
Wash mirror. 




Empty waste basket and wipe out if necessary.




Close and lock windows. Close curtains and drapes.

Check under beds and in closets for items and dust balls. Clean up dust balls.



Straighten beds.




Sweep floors, especially under beds. Vacuum any rugs.



Turn out lights.

HALLWAYS:
All hallways are to be swept/vacuumed.




Turn lights out. Leave night lights on!

STEP 3

1st Floor

KITCHEN: 
Wash, dry and put away all kitchen items 

Check that fans and lights are off on range hoods.

Make sure Bunn Coffee maker heaters are off and the unit is unplugged

Close all windows.

DINING ROOM:
 Wash tables, take down and place along wall.




Stack chairs.

Close all windows, curtains and drapes.

CHAPEL & SACRISTY: Return any chairs to their original location. 

Clean Sacristy counter.



Dispose of flowers and empty waste basket in Sacristy.



Sweep & vacuum floors.



Close all windows and turn out lights.

BATHROOMS:
Empty waste baskets and wipe out if necessary.




Restock paper supplies.

Close all windows

Turn out lights

HALLWAYS:
All hallways are to be swept & vacuumed.

Turn out all lights in building and leave night lights on!

LAST STEP

THE ROLLO ROOM WILL BE FREQUENTLY USED FOR CLAUSURA AND NOT VACATED BEFORE 5:00PM.
ROLLO ROOM:
Fold tables, stack chairs.




Close windows, curtains and drapes.




Lock door to patio.




Empty garbage and recycle bins.




Turn out lights.

All garbage and recycles are to be disposed of in Rectory garbage shed. Recycle bins are located just outside garbage shed.
Check with Team MOSSAF for garbage shed key.
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