
Updated 7/29/17 
 

WOODINVILLE TODDLER GROUP  
FRIDAY PUT AWAY 
OUTDOOR SHED 

 
 
Please alert your team members if you are unable to attend class so they may plan accordingly. 
 
OUTDOOR SHED: 
✓ Large Motor: All large motor and extra play equipment (basketball hoop, riding toys, basket of 

balls, balance beam, pool, etc.) go into the shed. Match all items to the labels in the shed.  If you 
have assistance to carry out items from class members, please be sure to check that all items are 
in their correct places. 

✓ Put Away Themed Curriculum Items:  Put away any themed curriculum items in the labeled bin 
(located under the Welcome Table) and return to the outdoor shed. 

✓ Return Items from White Laundry Basket: When requested, put away items from the white 
laundry basket (located by the Welcome Table) in the correct tubs in the outdoor shed.  A list of 
tubs and their contents is posted in the shed. 

✓ Outdoor Lock-Up: Check to assure the outdoor toys are put away and the toy shed is locked.  
Assure the outdoor storage shed is locked. 

 
FINALLY: 

✓ Help your team: Check with your teammates to see if they need assistance with their jobs. 
✓ Before Leaving: Complete any miscellaneous tasks and check with the Instructor for any 

remaining items needing attention prior to leaving. 
 
When in doubt where items go for put-away, please clarify with the instructor. Always ask for assistance 
when needed.  Assure all zip lock bags are left open, to allow extra moisture from cleaning to escape. 
 

Thank you very much for your work! 
The Friday Put Away job is designated as a Support Team position. 
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WOODINVILLE TODDLER GROUP  
FRIDAY PUT AWAY 
WELCOME TABLE AND HALLWAY 

 
 
Please alert your team members if you are unable to attend class so they may plan accordingly. 
 
WELCOME TABLE AND HALLWAY: 
✓ Attendance, Nametags, and Prep Cards: Put all attendance items in class pouch, and leave on 

the table until all nametags have been returned from parents.  Assure all prep cards are returned to 
the class pouch. Then, put the class pouch in the labeled “Attendance” crate. 

✓ Welcome Table: Put away items from the top of the Welcome Table into the crate labeled 
“Welcome Table”. 

✓ Crates and Misc. Items:  Place all crates and items from the Welcome Table area in the corner of 
the blue room, under the round table. 

✓ Gate: Remove the gate from the wall (be sure to replace the spring and small cover after 
removing) and place under the window in the blue room. 

✓ Parenting Education Library: Place the book cart in front of the round table in the blue room. 
✓ Wall Activities:  Remove any items taped to the walls or floor as requested. 

 
FINALLY: 

✓ Help your team: Check with your teammates to see if they need assistance with their jobs. 
✓ Before Leaving: Complete any miscellaneous tasks and check with the Instructor for any 

remaining items needing attention prior to leaving. 
 
When in doubt where items go for put-away, please clarify with the instructor. Always ask for assistance 
when needed.  Assure all zip lock bags are left open, to allow extra moisture from cleaning to escape. 
 

Thank you very much for your work! 
The Friday Put Away job is designated as a Support Team position. 
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WOODINVILLE TODDLER GROUP  
FRIDAY PUT AWAY 
CLASSROOMS 

 
 
Please alert your team members if you are unable to attend class so they may plan accordingly. 
 
BLUE ROOM: 
✓ Dress-up: Assure dress-up is organized, covered, and placed between the toy cabinet and the 

round table.  When requested, put away any dress-up items in outdoor storage bins.  Please take 
note of where items belong, written on the outside of each storage bin. 

✓ Toy Shelf:  Check the toy shelf to assure all toys are in their proper locations. Put together puzzles 
if needed and put away any toys that may have been left on top of the toy shelf. 

✓ Sand Table: Check inside sand table to make sure there are no “extra” toys. Sand is emptied at 
least quarterly; instructor will alert you when necessary. 

 
GREEN ROOM: 
✓ Kitchen Set: Assure that play-food and dishes are on the shelves as marked. Keep appliances 

turned to the wall. 
✓ Toy Shelf: Check the white toy cabinet to assure all toys are in their proper locations.  Add tools 

from the workbench to the cabinet for weekend storage. 
✓ Washed Items: Dry and return all washed art and toy items from the dish-drying rack to their 

proper locations. 
✓ Cleaning Products: Place soap dispensers and empty spray bottles in dish rack and place under 

the sink.  (Soap dispensers and spray bottles should have been gathered from each restroom). 
Clean counter area.  

✓ Vacuum Storage: Assure the vacuum cleaner is in the right-hand closet. Do not lock the closet 
that stores the vacuum cleaner.  

 
FINALLY: 

✓ Classroom Lock Up: Lock the toy cabinets and tall cupboards in both rooms.  The key is on a 
hook to the inside left of the art closet in the blue room. Make sure to return the keys to the hook.   

✓ Help your team: Check with your teammates to see if they need assistance with their jobs. 
✓ Before Leaving: Complete any miscellaneous tasks and check with the Instructor for any 

remaining items needing attention prior to leaving. 
 
When in doubt where items go for put-away, please clarify with the instructor. Always ask for assistance 
when needed.  Assure all zip lock bags are left open, to allow extra moisture from cleaning to escape. 
 

Thank you very much for your work! 
The Friday Put Away job is designated as a Support Team position. 

 
 


