CASA Clean-up Procedures for Team
1st Floor

KITCHEN:
VERY IMPORTANT!
Remove ALL food, drinks and condiments from kitchen – this includes refrigerator, freezer and pantry. This means EVERYTHING except ice!
Recommendation – Have this completed right after lunch.

Send dirty towels home with someone to be washed and returned.
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.

*See attached Trash Procedure for garbage and recycling.

DINING ROOM:
 Close all windows, curtains and drapes.

CHAPEL & SACRISTY:
Liturgy Committee should be in charge here 

Clean and return any items from Sacristy. 

Close windows and turn out lights.

BATHROOMS:
Close all windows

Turn out lights

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

BASEMENT: Outside community palanca angels should leave the entire basement area as it was prior to the start of the weekend. (ie no garbage, no recycling, no boxes, no flower detritus, etc.) Lock door and turn out lights.
2nd Floor

ROLLO ROOM:
Return any furniture you have moved.



Put away all art supplies.


Remove all items you brought in, including magazines.



Lock door to patio.


Turn out lights.

LIBRARY/COMMUNITY ROOM:
Return all furniture to original locations.




Remove all supplies and decorations.





Close windows, curtains and drapes.


Turn out lights.

BATHROOMS:
Close all windows.



Turn out lights.

BEDROOMS: 
Close and lock windows. 

Turn out lights.

HALLWAYS:
Turn lights out. Leave night lights on!

**PLEASE be sure all decorations, signs, charts, music, extra Palanca, baskets of supplies in bathrooms are taken down and REMOVED from building. ** 
3rd Floor
BATHROOMS:
Close all windows.



Turn out lights.

BEDROOMS:
Close and lock windows. 




Turn out lights.

HALLWAYS:
Turn out lights. Leave night lights on!
KITCHENETTE:
Turn off light. 

**PLEASE be sure all decorations, signs, charts, music sheets, extra Palanca, baskets of supplies in bathrooms are taken down and REMOVED from building. **
Any items that have been moved should be returned to their original location.

Make a “Lost & Found” box and give to team’s MOSSAF. Do NOT leave at CASA.
Lock Walkway gate between buildings.

Make sure Gate/Garbage keys are on hook in MOSSAF Area.

Make a note of any problems or concerns and report to team MOSSAF who will report to Secretariat.
Make a last walk through to check that windows are locked and lights are off.
Recycling

Plastic

Glass (Clean)

Aluminum Cans & Foil

Paper w/Ink (Clean)

Newspaper & Cardboard
All Compost

Food, Bones, Scraps

Paper Towels, Kleenex, Napkins, Plates

Flowers & Dirt
Garbage

Styrofoam

Plastic Utensils - Bags  

Ziploc & Storage 
Separate Bag

Light Bulbs & Batteries
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