Camp Royaneh— Check-In / Check-Out &
Clean-Up Procedures

Purpose

To ensure all facilities—including cabins, campsites, the dining hall, and the kitchen—are
properly maintained, cleaned, and ready for the next group.

1. CHECK-IN PROCEDURES

1.1 General Check-In

e Group leader does not need to check in with Ranger upon arrival unless specifically told
to.

e Receive keys, radios, maps, and cleaning checklists If necessary.

e Conduct a brief walkthrough of assigned spaces with Ranger (optional but
recommended).

1.2 Facility Condition on Arrival
All facilities should be:

Cleaned, swept, and trash-free.

Bathrooms sanitized and stocked.

Dining hall and kitchen fully cleaned and ready for use.
Equipment and appliances functioning.

Outdoor areas free of hazards.

Group must report any issues within 1 hour of arrival to avoid being held responsible at
checkout.

2. CHECK-OUT PROCEDURES

2.1 General Requirements



MANDATORY REQUIREMENT: ALL AREAS MUST BE CHECKED OUT BY THE
RANGER BEFORE LEAVING CAMP. Departure is not permitted until Ranger approval is
received. Failing to do so may incur payment for cleaning fees.

Before departure, groups must restore facilities to the condition they were in at check-in.

e Complete all items on the Clean-Up Checklist.

e Ranger will conduct a walkthrough with the group leader.
e Return all keys to the office.

e Report any damage or maintenance needs.

Failure to complete required tasks may result in cleaning fees.

3. CLEAN-UP CHECKLISTS
3.1 Cabins & Campsites

Sweep all floors.

Remove all trash and place in designated compactors.
Wipe down bunks, mattresses, and surfaces.

Clean windows and sills if needed.

Ensure fire pits are cold, clean, and free of debris.
Return any moved furniture to original positions.
Check for lost-and-found items.

3.2 Restrooms & Shower Houses

Sweep and hose down floors if necessary.

Clean toilets, sinks, and showers.

Restock toilet paper.

Empty all trash cans and replace liners.

Remove any soap, shampoo bottles, or personal items from showers.

3.3 Dining Hall

e Sweep floors



e Mop only if requested by Ranger

e Wipe down tables, benches, counters, and all surfaces.

e Clean windows if visibly dirty.

e Remove decorations, signs, or supplies brought by the group.

o Take out all trash and replace liners. One bin at each entrance/exit.
o Ensure all lights and fans are turned off.

3.4 Kitchen

Food Service Areas

e Clean and sanitize all countertops, prep tables, and cutting surfaces.
o Sweep and wait for Ranger’s approval to mop floors.
e Remove all food brought by the group.

Appliances

o Empty and clean refrigerators and freezers.

e Wipe down inside and outside of ovens, stoves, and microwaves.
e Clean grill tops, griddles, and vent hoods if used.

o Ensure dishwasher is emptied and filters cleaned.

Dishes & Utensils

e Wash, dry, and return all dishes to proper storage locations.
e Clean sinks and drain traps.

Waste Management

o Take out all trash, recycling, and compost to compactor behind Dining Hall
e Replace liners in all trash cans
« Rinse bins if needed.

4. OUTDOOR AREAS

e Pick up all litter.

e Remove rope, tarps, pioneering materials, or personal gear.
e Clean up fire areas

e Ensure no food waste is left outside (wildlife safety).



S. FINAL WALKTHROUGH CHECKLIST

MANDATORY REQUIREMENT: ALL AREAS MUST BE CHECKED OUT BY THE
RANGER BEFORE LEAVING CAMP. Departure is not permitted until Ranger approval is
received.

Before departing, group leaders should verify:

All buildings are locked.

All keys and radios returned.

All trash disposed properly.

No personal items left behind.

Report submitted for any maintenance issues.
Checked out by the Ranger on each used area

6. CONTACT INFORMATION

e Camp Ranger: Matt Vickers
e Radio Contact: Radios are located in the kitchen and medic’s lodge
e Cell Phone: 925-518-8564

This procedure ensures all campers have a clean, safe, and well-maintained environment. Thank
you for helping preserve our facilities for future Scouts!

IMPORTANT: ALL AREAS MUST BE CHECKED OUT BY THE RANGER BEFORE
LEAVING CAMP.



