GROUP MEETING/EVENT CHECKLIST

Upon Arrival

· Unlock building/s to be used
· Open restrooms

After Meeting

· If you have lit a chalice please be sure the flame is out when you leave

· Lock any open buildings, including doors and windows
· Check both bathrooms before locking (check stalls, turn off water, flush any unflushed toilets, etc.).
· Empty ANY food trash that you generated to the bin in the upper parking lot
· Remove recyclables to upper parking lot

If Meeting is in the Palmer Library
· Return tables and chairs to the four corners
· Make sure all trash is picked up and floor is swept

If you find any non-urgent issues, please leave a message with the office. If you find any urgent matters, immediately call the 1st Contact below. If you don’t reach them, leave a message and continue down the list:  See the Emergency Response page attached.
Contact Numbers:
0.  Fellowship Administrator – 858-755-9225

1.  Ken Schultz – 760-753-3502 or 442-222-9811 (mobile)

2.  Jim Hagan – 858-977-5825 (mobile)

3.  Michael Scott – 858-792-1885 or 858 357-7307 (mobile)

Thank you.  We hope you will not need to use this Emergency Notification Procedure, but please remember, you have the responsibility to do so if necessary.
Member Name

_________________________________________

Member Signature
_________________________________________

Date signed

_________________________________________
