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Daily Checklist
The following actions should be carried out before and after each session:

Before Session
· Visual check of site

· Check host unit site log / recent daily logs / office desk for notices, outstanding issues, etc and complete as necessary 
· Check & count all PPE & kit
· Open & pre-use check the course
· Complete RAF MOT Site Activity Log ( all pre-activity sections )
· Set up activities as required
· Participants
· Check all personal/ medical/authority forms
· Site Brief

· Ice-breakers / warm ups
End Of Session
· Collect kit from all participants ( count kit before they leave if possible )
· Bring in all activity equipment
· Check & count all PPE & kit 
· Check & secure course ( return all keys)
· Check & clean facility
· Close RAF MOT Site Activity Log
· Switch off any wall heaters / water boilers in kitchen & toilet / kettle / lights etc. 
· Inform host unit of any site / kit problems or deficiencies
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