Pygmy Possum
Lodge Captain’s Guide

Introduction

Pygmy Possum Lodge does not have a resident manager and we rely on volunteer Lodge
Captains to ensure everything runs smoothly. Lodge Captains oversee lodge operations and help
resolve any problems that may arise during their stay. They are not managers and bear no
additional legal responsibilities or rights as a result of being appointed as a Lodge Captain.

This guide is intended to help you solve common operational or management problems you may
encounter at the lodge. If it doesn’t answer your questions, you can call the Lodge Captain Liaison
Officer. There are lists of phone numbers you can call for assistance in the phone booth and on
each noticeboard, including advice on who to call for which type of issue. These calls are best
made from the phone in the phone box as the Caller-Id will say the call is coming from the lodge.

Thank you for assisting the Club - we hope you have a great (and uneventful) stay.

Opening the Lodge

The front door of the lodge can be opened using the digital code you were sent in your room
allocation email. To open the door Press C (for Clear) and enter the code, then pull the handle
down and push the door open. If the digital door lock isn't working, a physical key can be accessed
using the same code to open the Lock Box to the right of the door. Please return the key to the
Lock Box immediately after use and notify maintenance@eloueraskiclub.asn.au of your problem
with the digital lock.

The lodge turns off power to the hot water and heating circuits when it detects that the lodge has
been unoccupied for several days. This means you may need to turn power back on again
when you open up the lodge. It can take a day for heating and hot water to get back to normal.

You can turn the power back on by pushing the START switches on
each level. You will know when the power has been turned back on
when you hear the loud clunk from the contactors. Power to the drying
rooms and hot water tanks is controlled by the Start switch just
outside the drying room. The Dining/Lounge heating is turned on
using the Start switch adjacent to the electrical distribution boards in
the dining room. The upstairs hall heating is controlled by the Start
switch on the wall opposite the corridor toilet. There is another Start
switch in the Family room, in the middle of the Northern wall for the heating in that room.

Each Wing has its own set of Start switches but you only need to power-up the wing you are
going to occupy.

Keys and the Lodge Captain’s Locker

Most of the secured storage cabinets in the lodge are locked with PP2 padlocks. A PP2 key
can be found in the key safe in the workshop, on the wall next to the light switches. The code to
open this key safe will have been sent to you in your Lodge Captain nomination email. Please
return this key to the key safe immediately after use.

The Lodge Captain’s Locker is the steel cabinet in the Laundry corridor, adjacent to the door
into the West Wing foyer (and opposite the dryers). This cabinet contains spare appliances,
lightbulbs, some medicines and a full set of keys for the entire lodge. The cabinet is locked with a
PP2 padlock.

Spare bedroom keys can be found in the key cabinets on the end walls of the Food Store, one
cabinet for each Wing. These cabinets are locked with PP2 padlocks. These spare keys are
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primarily intended to be used when someone locks their key inside their room. Guests should be
encouraged to NOT take keys out of the lodge and reminded that they will have to pay the
replacement cost of lost keys.

Guest Briefing

We ask you to do a briefing for guests on the first night. Even if guests have stayed at the lodge
previously, things will often have changed from previous years. A short briefing on how things
work now and what’s expected will make everything run more smoothly, and result in fewer
questions and problems for you to resolve. Some notes on what to talk about at your briefing are at
Elouera Ski Club Ltd - Resources for Lodge Captains.

Food Store

The Food Store contains both purchasable items and the community items provided by the Club.
All goods on the wall away from the entrance doors are available for purchase. Forms are provided
for guests to note down purchases as they make them during a visit. Guests are asked to pay for
their purchases using Shopify before leaving the Lodge at the end of their stay AND to show
the Lodge Captain that they’ve done this. This last step discourages well-meaning people who
think they’ll settle their Food Store purchases when they get time at home later — and then forget to
do so.

The Food Store must be locked when no one is in there. Food Store keys can be found in hooks in
the kitchen archway entrances in both wings and must be returned immediately after use.
Unaccompanied children are not allowed in the Food Store.

Community items are no longer tracked through Shopify, and there are no longer blue pages
for recording usage. We now ask Lodge Captains to check on the levels of certain critical items
and let the Lodge Captain Liaison officer know of any pending shortages. There are lists of
what items need to be checked and minimum required levels in the food store and the cleaning
supplies cupboard.

Guest Registration and Housekeeping

One of our lease conditions is that we have to maintain a registry of people staying in the lodge.
We meet this obligation by requiring all guests to enter their names and booked dates onto the
registration form for the current week. These forms are kept in the registration folders on shelf
near the stairs on each wing. One of your jobs as lodge captain is to make sure there is a
registration page set up, ready for guests. You will also have been sent a room allocation list and
it is recommended that you bring a printed copy of this list down with you. Questions about room
allocations are common. Room allocations can only be changed by the Booking Officer.

All housekeeping tasks are performed by the people staying at the lodge. Guests are responsible
for cleaning their own rooms. Cleaning of communal areas and kitchens are shared amongst
all guests, and guests are expected to clean up after themselves. The back of the previous week’s
guest registration form has a list of housekeeping tasks that need to be completed by the end of
each week. You need to remind guests that they need to choose a task and note their choice
on the form.

Kitchen and Food Storage

Every room has allocated cupboard, fridge and freezer space, labelled by room number.
There is also some communal space, both for communal items and left-overs from previous
weeks. Cupboards and freezer/fridge space must the emptied and cleaned at the end of each stay.

All food and packaging must only be kept in the allocated spaces, or in bedrooms. Nothing is to
be kept in the communal areas or elsewhere in the lodge. All packaging brought into the lodge
must be either disposed of through garbage/recycling or taken out on departure.

There are 4 bins in each kitchen in Winter and 3 bins in Summer. These are general waste (Red),
paper/cardboard (Blue) and cans/bottles (Yellow). In Winter, there is also a food waste/organics
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bin. More detailed instructions about garbage and recycling can be found in each kitchen.
The recycling bins are lined with reusable mesh bags that are to be emptied and returned.
The Red garbage bin needs to be double-lined with black garbage bags. The organics bin is lined
with special compostable bin liners available from the Food Store. All bins are to be emptied into
their appropriate skips provided by CPSR.

Family/Games Room

The family/games room is meant for quiet play and recreation Children’s books, games and toys
are provided for supervised play and other quiet activities. It also contains a table tennis table
and a pool table for adult use. Children are only allowed to use the pool table under the direct
supervision of a responsible adult. Pool cues are kept in the tall cupboard on the western wall,
and must be returned here after every game to prevent misuse, damage and injury. The pool table
cover should be in place at all times when the table is not being used.

Fire Safety

It is essential that the fire exits, front and both rears, are clear of snow. It is the Lodge
Captain’s responsibility to ensure that this is always the case.

All members and guests must be briefed on the location of the fire exits in each wing as part
of your Guest Briefing on the first night.

In the event of a fire alarm, everyone must proceed to the assembly area across the road in
front of the lodge. All guests must be accounted for. During the snow season, if there is no clear
evidence of an actual fire, the initial assembly point is the lodge entryway.

Once all guests are accounted for, open the fire brigade panel opposite the lodge entry door to
silence the audible alarms. On the fire panel, press ONLY the “SILENCE BUZZER” (black) and
the “SILENCE RESOUND ALARM?” (red) buttons. DO NOT press the “RESET” or “DISABLE”
buttons. These are for Fire Brigade personnel only. Wait until the Fire Brigade arrives and follow
their instructions. No one is to return upstairs until the Fire Brigade gives approval.

End of Week Administration

Remind all guests that they have to pay for their food store purchases before leaving AND that
they have to show you that they have paid. We do not want you to collect these forms or send
them to us.

Remind all guests to make sure their bedrooms are clean, windows are shut and doors are
open when they leave.

Fill in the online Lodge Condition Report at
(https://eloueraskiclub.asn.au/lodges/PygmyPossum/LodgeManagementForms/

Closing the Lodge

If the lodge will be unoccupied once you leave, you need to close it down. You can check with the
Booking Officer if you are unsure about when the next guests will arrive.

Make sure all external doors are locked, all windows are closed and all bedroom doors are
open. You can turn the electrical system to standby by pushing the STOP on each level. This is
not essential as the lodge control system will shut itself down after a couple of days of inactivity.
DO NOT turn off anything else!
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