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Emergence Procedures - 
69148 Westminster Lane 
Meacham, Oregon 
541-983-2299 
 EMERGENCY PLAN 
 
Telephone numbers: 
Emergency calls (fire and medical):     911 

 ..... 541-278-3732 
Meacham Fire Department, Building fire (Wayne McEntire) ............................................................ 541-379-1102 
First Presbyterian Church ................................................................................................................... 541-276-7681 

276-0471; cell phone  ... 541-379-0440 
David Powell  .........................................................................................541-278-6738 656-6041 

 ... 541-567-6414 
 ........ 541-969-7736 

Emigrant State Park ...............................................................................................................983-2277 or 983-2279 
Oregon State Police (including wildlife problems) ............................................................................ 541-276-2121 
Poison Control .................................................................................................................................... 800-222-1222 
St. Anthony Hospital (2801 St. Anthony Way, Pendleton, OR. 97801)............................................. 541-276-5121 
Umatilla County Sheriff ...................................................................................................................... 541-966-3651 

 
What is an emergency? 

Fire; natural disaster; severe illness, injury, or communicable disease; stranger in the camp; and lost 
camper are examples of emergency situations at Westminster Woods. 

 
Leaders: 

Leaders will use continual ringing of the camp bell and/or blowing of whistles to alert campers to any 
emergency at the camp.  In any given emergency, appropriate action will be decided by the leadership 
and explained to the campers after all are gathered.  Telephone calls will also be made but with the 
realization that help may be at least 30 minutes away.  In the case of fire the camp must be vacated 
immediately!   
 
Camp leaders are responsible for vacating their own campers. Westminster Woods Camp and 
Conference Center, or the First Presbyterian Church of Pendleton, will not provide transportation from 
the camp. 

 
 AED  In case of heart problems, there is an automated external defibrillator (AED) unit located in the 
kitchen on the wall just inside the single entrance door.  Continually check it to ensure that the green light 
flashes periodically, indicating that the battery is charged.   



Health Inspections  The Umatilla County Health Department conducts annual checks and this is usually 
during Vacation Bible School (Day Camp).  Be prepared and have someone on site with a valid Food Handlers 
Certificate.  They will check temperatures in refrigerator and freezer, strength of dishwasher rinse sanitizer, 
counter sanitizing equipment and temperature of hot and cold foods being served. Our annual camp license is 
posted on the bulletin board.  Note the test strips for Clorox rinse and Nutra-Quat 64 are in one of the top 
drawers of the portable kitchen equipment storage cart. 

License  The annual camp license is posted on the kitchen bulletin board.  

Forest Management 

The procedures outlined here for the forest management are consistent with the Westminster Woods Forest 
Management Plan developed by John Herbst of Montane Resource Associates in 1996.  For forest work, 
including logging, thinning, slash treatment, burning and herbicide application, a forest operations permit must 
be obtained from the Oregon Department of Forestry (ODF) office located on the road to the Pendleton Airport.  
These permits need to be updated annually.  Hans Rudolph is the local contact person at ODF. 

 Logging  Three types of logging are conducted on the property: 1. Salvage harvesting of dead and 
dying trees that can produce logs with a small-end diameter of 7 inches or more and a length of 17 feet or 
longer.  2.  Live trees that are mature and need to be selectively harvested to reduce fire hazard, competition, or 
are a safety hazard.  3.  Small pole trees that need to be thinned and are sold as chipping logs.  There is no 
timber tax for low timber volumes (under 25,000 board feet), and volunteers can fell, buck, deck and treat the 
slash from these small operations.  A contract needs to be signed with a mill before logs can leave the property, 
and the mill contract specifies log lengths, diameters, and price, by tree species. Arrangements need to be made 
with a self-loader log hauler (Paul Tate has been good to work with; Elgin, OR, 541-437-6193).  For larger 
volumes of logs, a commercial harvest contract needs to be executed. 

 Invasive Species and Weed Control  There are two invasive plant species that we have targeted to 
applied with a back pack sprayer has 

worked very well to control Canada thistle.  The herbicide mixing and application rates, locations, and dates of 
application are kept in a notebook stored in the green file box in the Maintenance Building
been extremely difficult to control.  Biological control has been tried but there has been little success.  Inch 
worms were released in 2009 in plot #3 on the old Hayes property and again in 2014 in a plot south and west of 
the Chapel at the north end of the south meadow. Some Crystalina beetles have been observed feeding on St. 

 the property.  Each year the plot three on the old 
Hayes property and the plot near the Chapel.   A mixture of 2-4-D and Escort herbicides were applied in 2014 
with a back pack sprayer to St. John ty.  Other invasive species to 
watch for are Meadow Hawk, Leafy Spurge, Dalmatian Toadflax, Scotch Thistle, Myrtle Spurge and Spotted 
Knapweed.  

 Landmaster (2-4-D and Round-Up) herbicide is mixed as per the label and applied with a backpack 
sprayer to control weeds in parking lots and on the roads.  The best time to spray them is in May after the weeds 



 Firewood  Each year there are dead trees that need to be harvested, and those that cannot produce a 
commercial log (see logging section above for commercial-log specifications) can be cut for firewood.  This 
usually amounts to two or three cords of firewood.  The Community Action Program of East Central 
Oregon (CAPECO) will loan us a wood splitter, and in return we deliver pickup loads of firewood (about 1/3 
cord per load) to low-income or disadvantaged clients identified by CAPECO.  Some of the firewood is retained 
on site to be used at the camp  ire circles. 

 Thinning and/or pruning  Trees need to be thinned to reduce fire hazard and eliminate overcrowding 
and poor tree vigor, which results in trees being vulnerable to insect and disease damage.  US Forest Service 
(David Powell author) has tree stocking rates for various environmental conditions and different tree species in 
Eastern Oregon.  Trees can be thinned by commercial crews or church work crews.  Small trees can be thinned 
by hand with bow saws, and this provides an excellent project for youth mission groups.  Trees one-inch or less 
in diameter can be easily thinned with a Fire hazard can be reduced 
by pruning lower limbs and thereby eliminating ladder fuels.  From 40 to 50% of the tree should remain in the 
crown after pruning in order for the tree to remain healthy and grow rapidly. White Pine trees are susceptible to 
blister rust disease.  Although the White Pine trees planted at Westminster Woods have a level of blister rust 
resistance, they should still be pruned to reduce the risk of blister-rust infection. Pruning limbs on the lower 6 to 
8 feet reduces the potential of blister rust infection.  Again, never remove over 60% of the foliage. Slash 
treatment from thinning and pruning can be managed by chipping and the chips distributed on trails.  This is 
another good youth mission work group task. 

Water System 

Problems  If problems occur with the well water pump or pump control system call John Kern, 
Pendleton Electric  541-969-7736 (his cell phone). 

 Sampling  Coliform and Nitrate: Water samples are taken quarterly and delivered to Table Rock Labs 
in Pendleton for analysis.  It is best to sample early in the quarter (January, April, July, and October).  Also once 
a year a nitrate sample is taken and in the past it has been in April.  The procedure is as follows: 

1. Pick up sample bottle or bottles from Table Rock Lab. 
2. Remove the aeration device on the faucet. 
3. Use Rubbing Alcohol  70%, on a cotton swab to sanitize the faucet.  
4. Let the water run for 30 minutes or more. 
5. Collect the sample. 
6. Fill out the sample form and label the bottle. Our Public Water System number is 4106058, the 

system name is Westminster Woods, and the address is 69148 Westminster Lane, Meacham, OR, 
Umatilla County.  Indicate that the results are to be sent to: First Presbyterian Church, 201 SW 
Dorion, Pendleton, OR 97801.  Our Fax # is: 541-276-7682. 

7. Place sample in a cooler with a cooling agent such as ice. 
8. Replace aeration device. 



 Well Water Depth  There is an air tube in the well house that extends from the well head in the well 
house down to the pump (273 feet). The depth of the water above the pump in the well can be checked by 
applying air pressure at the access valve (a valve like ones on automotive tires is located on the well head) with 
our portable air compressor and read the pressure gauge on the well head.  Apply about 60 psi and then let it 
stabilize (a few seconds).  Repeat this process three or four times and then read the gauge. Use the chart hanging 
on the wall to convert psi to feet of water above the pump and record the results.  It is important to monitor well 
water depth above the pump during the summer when there is high use by campers and Despain Field irrigation 
because if the well goes dry the camp would need to be closed and the pump could be damaged.  [ 

 Hydrants  There are 8 hydrants at the RV sites, one at Despain Field, one by the Maintenance 
Building, one by the amphitheater, one at Camp Host site and one by the Chapel electrical service transformer.  
These need to be serviced in the fall and spring by loosening the anti-backflow devices in fall and tightening 
them in the spring (see section above on Backflow devices, and later section on Winterization).  They also need 
to be observed periodically to make sure they are not leaking.  A good test is to briefly run water from the 
hydrant in question, turn it off and then hold your hand over the facet. If it is working correctly, there should be 
a slight vacuum.  If there is not a vacuum, sometimes adjusting the throw of the handle will correct it, but 
sometimes the rubber valve plunger needs to be replaced.  We have some spare parts in the Maintenance 
Building, but if you question your plumbing skills, then call a plumber to fix a hydrant.  There are also two hose 
bibs; one on the exterior wall of the Dorm to the right of the main entrance and one on the exterior of the pump 
hose wall facing the kitchen.  These hose bibs have anti-backflow devices and need to be treated the same as the 
hydrant anti-backflow devices.  

 Despain Field Irrigation - There are seven sprinkler riser access valves in Despain field.  See location 
on the attached map for specific dimensions.  Three of the risers need to have the old riser connectors that have 
one prong on the riser insert connection and the new ones have two prongs and will not fit into the old riser 
access valves.  Risers #2, 3 and 7 are of the old type.  The risers are usually stored in the pump house.  It is best 
to irrigate when the facilities are not being used and therefore all of the sprinklers have enough water pressure 
to cover the entire field.  Irrigate at least 4 hours at a setting.  The risers should not be left connected over night 
because deer and elk could break them off during the night.  In the late summer (August and September) be sure 
there is plenty of water above the pump before irrigating.  The procedure of measuring well water depth is 

  of this document on page 6.  

document on page 12. 

Equipment 

 Toolcat  A special training course on safe Toolcat operation must be successfully completed to become 
an authorized Toolcat operator.  Service the Toolcat and its attachments periodically as recommended by the 

 manual located in the green file box in the Maintenance Building.  Servicing includes changing oil, 
oil filter, fuel filter, air filters (engine and cab) and greasing.  We have used Wix oil filters.  The appropriate 
Wix filter numbers have been hand-entered into th



 

 Mower  The John Deere LT-160 garden tractor and mower are serviced annually in the spring.  The 
 ohn Deere dealerships (RDO in Pendleton) have 

maintenance kits that contain oil, oil filter, fuel filter, air filter and spark plug.  During the annual service, 
remove the cutting blades and sharpen them with the electric grinder in the Maintenance Building.  Note when 
you remove the blades there is a right and left side blade (they are also marked right and left on the blades).  
Record the date and the mower engine hours in the notebook located in the green file box.  Occasionally the 
blades will get out of time if a stump or other obstruction is hit by a blade.  The procedure to time the blades is 

Maintenance Building.  Use ethanol free 
gasoline which can be obtained at Arrowhead travel plaza near Wildhorse/Mission. 

 Golf Cart  The Yamaha golf cart was obtained from Goss Motors in La Grande and they are an 
authorized dealer.  Contact them if problems occur.  Change the oil annually and record it in the green notebook 
that is located in green file box. Also Use ethanol free gasoline for the golf cart. 

 Weed Eater  The Stihl weed eater has two head attachments.  One attachment is for trimming weeds 
and grass and the other is a saw blade that works well for thinning small trees. The procedures for installing the 
saw blade 
box. Use ethanol free gasoline plus Stihl 2 cycle fuel mix (the recommendation is to use Stihl HP Ultra engine 
oil, in gray bottles, this product is synthetic oil that is biodegradable and has a fuel stabilizer in it).  Note that 
this is the same fuel mixture as is used for the chainsaws (50:1 mix).  
 
 RV Trailer   Pendleton 
airport.  They have repair parts and are very helpful in solving RV problems.  The winterization procedure for 
the trailer is detailed in the winterization section of this document.  Replace the smoke and oxygen detector 
batteries at least every other year.  To move the trailer in and out of the Maintenance Building, the tires need 
to be deflated.   For details on the use and care of the trailer ocated in one of the 
trailer drawers.  

 Picnic Tables  There are 18 picnic tables including one that has wheelchair access.  The Toolcat with 
the forklift attachment works very well for moving the tables.  The four heavy duty tables are stored in the 
upper green shelter. The rest are stored in the lower kitchen (four), two on the  ide of the bathhouse and 
four o e bathhouse.  
Periodically the tables need to be refinished.  Olympic Maximum clear is the product that has been used for 
refinishing (Bi-Mart sells this product). 

 Shelters  The procedures for installing the picnic table shelters, blue shelters and the large canopy 
shelters are located in an orange folder located in the green file box.  The frames for the large canopies are 
stored in the green and brown framed shelters and the covers for these shelters are stored in the back storage 
room in the Maintenance Building.  The picnic table shelters are stored in the storage room of the Maintenance 



disinfecting the nest boxes.  The humming bird feeders should be filled with a sugar solution (1 cup of cane 
sugar to 4 cups of water) and filled 2 to 3 times per week.   Humming birds usually appear in early April. 

 Yellow Jacket Traps   Yellow jacket traps should be placed near the RV sites and kitchen where people 
gather.  Starting about July 1 the traps should be cleaned and a yellow jacket attractant deposited on a cotton 
swab (ball) and placed in the trap.  The attractant needs to be replenished about monthly. 

 Chainsaws  There are three twenty-inch bar chainsaws.  There is a Stihl model 026, Stihl model 290, 
and a Husqvarna, Rancher 55 model.  For chainsaw repairs, chain sharpening and tune ups, Mentzer and Elliott 
in Pilot Rock is an authorized dealer and very dependable.  They charge more for sharpening chains but they 
file the rakers when needed.  They also are good at truing the guide bars.  If you want to hand sharpen the 
chains there is an illustrated guide sheet in the green file box.  Use ethanol free fuel mixed with Stihl HP Ultra 
2-cycle engine oil.  This 2-cycle engine oil is biodegradable and has a fuel stabilizer in it.  Be sure to check the 
air filter and chain tension before  or the Stihl 026 is in green file box. Do not 
adjust the fuel air ratio unless you know what you are doing.  

 S-10 Pickup  This pickup was given to Westminster Woods by the Hoaglands.  It is well used and 
occasionally has problems.  J and B Automotive on Tutuilla Road in Pendleton is a good source for repair 
needs.  The church secretary processes the registration and insurance renewals for the S-10 pickup, and she also 

Chevron Service Station. 

Fence  

Every spring and periodically during the summer, the fence should be checked and repaired if needed.   Elk, 
deer and heavy snow can cause wires to break.  The repair tools and equipment including wire, staples, fencing 
pliers, fence stretcher and posthole digger are located in the Maintenance Building. 

Buildings 

 Dorm  Once a year the carpets should be cleaned.  The church has a carpet cleaner that has worked 
well for cleaning the carpet.  Check in the custodial closet in the bathhouse for the cleaning detergent (note the 
key to the custodial closet is hanging above the clothes drier).  When the dorm is not in use be sure the windows 
are closed and locked.  They can be a challenge to lock. After each use the mattresses need to be sprayed with a 
disinfectant solution which is a mixture of Nutra Quat 64 and water (2 oz. of Nutra Quat 64 per gallon of water; 
Nutra Quat 64 is stored in the Bathhouse custodial closet).  The mattress covers need to be laundered after each 
use.  In the winter the heaters should be on and set to 40 degrees F.  Check the heaters periodically because the 
thermostats tend to fail  he heaters are easy to remove 
and taken to Pendleton to be repaired.  Be sure to turn the heater unit electrical breaker off in the service 
entrance panel before working on the heaters. 

Kitchen  Instructions for the proper operation of the dishwasher are posted on the bulletin board.  Be 
sure that the Clorox strength, in the container under the sink, is sufficient to provide rinse water with 100 to 200 
ppm of chlorine. Test strips for checking the chlorine concentration are located in the top right hand drawer of 



foundation wall.  This heat tape needs to be connected to a 110 volt AC circuit with an extension cord each fall 
and disconnected in the spring.  

Chapel  Winterization procedures for the chapel 
Roof leakage has been a chronic winter challenge and hopefully it is finally fully repaired.  If problems arise, 
call Ty Bennett Roofing in Baker City and ask for Scott Ashby (his cell phone is 541-403-0301).   

The folding doors leading to the patio should only be opened and closed by authorized persons.  
Incorrect opening and closing procedures can result in serious personal injury and/or damage to the doors. 

Three of the large double pane window have failed and allowed moisture to be trapped between 
the panes.  Milgard windows were initially installed when the chapel was built, and the purchase order was 
dated 12/5/07  he windows have a 10-year warranty.  The contact number for Milgard windows in Portland is: 
503-682-5224. 

It is important to seal the ends of the exterior glue-lam beams to reduce the potential of lamination 
separation, especially for the south exposure.  The product we have used is Sherwin Williams Woodscapes 
Polyurethane number PCM-509-09.  The siding was finished with Olympic Maximum 716 Cedar Naturaltone 
stain. 

The coffee maker should be unplugged when not in use. 

Change the air filter in the furnace system at least once a year, and drain the combustion water by-
product at least twice during the winter by removing the small brown rubber cap on the left side of the furnace 
about hip high. 

 Maintenance  - Leave the heaters on during the winter and set them to about 45 degrees F so that the 
paint and cleaning agents will not freeze. This temperature also ensures that the Toolcat will start because its 
diesel fuel would gel at a lower temperature. 

Bathhouse  Winterization procedures for the bathhouse are 
document. 

Sometimes the urinals continue to run after flushing.  Removing the small cap and adjusting the flow 
rate with a screwdriver often will correct this problem. 

Recreation equipment is stored in the center section of the bathhouse including baseball equipment, 
soccer balls, ping pong balls and table, badminton equipment, and outdoor chess pieces. 

The switch for the night lights for both restrooms and side entrances is located above the clothes washer. 

The keys for the cleaning materials closet and paper towel dispensers are hanging over the clothes 
washing machine. 

 Lower Restrooms  These restrooms are only open and utilized during Vacation Bible School (Day 



 Pump House  The heater should be set to keep the temperature at 50 degrees F during the winter.  One 
light has a heat lamp and the lights are left on in the winter as a backup heating source. 

Roads  There is a stockpile of gravel next to the upper parking lot that can be used to fill in holes in the roads.  
The Toolcat with bucket attachment can be used to level the roads where holes have been filled and remove the 
center berm.  Once a year, usually in May after weeds emerge spray them with Landmaster BW as per the label 
using the backpack sprayer and record spray information in notebook in green file box located in Maintenance 
Building. 

Power  If the power fails, disconnect the power to the well water pump (the switch is on the back wall in the 
pump house) and call Umatilla Electric Cooperative 888-465-5701.  An initial power surge when the power 
comes on or only one leg of the power is lost could damage the pump if the pump breaker is in the on position. 

Solid Waste  The church secretary arranges with La Grande City Garbage Service 541-963-5459 to pick up 
the garbage weekly starting in May and discontinuing in October.  

Septic Tanks  There are two septic tanks.  The large one is just east of the parking lot between the kitchen and 
dorm.  This unit serves the RV sites, Chapel, bathhouse, dorm and the camp host RV site. There is a screen in 
this tank that needs to be cleaned every year or two and the tank serviced as needed. 

The other septic tank is located about 50 feet east and slightly south of the kitchen.  This tank was 
installed in 2005 by Mike Tresham and it services only the kitchen building.  The strainer on this tank (small 
blue access port) needs to be cleaned 3 or 4 times a year. 

Sand Volleyball Court  The net, support posts and ball are stored in the storage room in the Maintenance 
Building The net needs to be taken down every night because bull elk can get their horns tangled in it. 

Periodically deer and elk droppings need to be removed from the sand.  The animals tend to use the sand 
volleyball court as a litter box.  There is a porous pet shovel and pail in the Maintenance Building that works 
very well for this task. 

Outdoor Chess  Large plastic chess pieces are stored in two wooden carts that are kept in the center section of 
the Bathhouse. 

Disc Golf  There is a nine-hole disc golf course that winds its way through the forest.  Course scorecards 
providing a map and hole-distance values are located in a box on the trail next to RV site number 3.  The church 
secretary has a computer document for generating additional scorecards. 

Supplies  Paper products, garbage bags, soap, light bulbs, etc. are stored in the back room of the Maintenance 
Building.  These products are replenished by providing the church secretary with the appropriate size, product 
number and quantity needed.   

Hand Tools  Hand tools including rakes, shovels, axes, pruning saws and shears, saws, backpack sprayer, 
paint brushes, wrenches, battery charger with cables etc. are located in the Maintenance Building.  



Fuel 

 Propane  Portable containers for the RV trailer or BBQ can be filled at PGG or Arrowhead Plaza.  The 
large Chapel propane tank is serviced by PGG.  I usually contact PGG and have it filled in August when the 
price is generally lower.  Filling the tank once a year is sufficient. 

 Diesel  Off-road diesel fuel for the Toolcat can be obtained from the Pacific Pride pump number 6 at 
o.  You can borrow a card from the church 

secretary.  The PIN number code is 7106.  

 Ethanol Free  Ethanol free gasoline can be purchased at the Arrowhead Travel Plaza. This fuel is used 
for the golf cart, John Deer mower, and to mix with 2-cycle engine oil for the chainsaws and weed-eater. 

Winter Operations  During the winter it is necessary to check the facilities periodically to see that everything 
is operating as designed.  Especially following wind, ice and snow storms, the buildings should be checked to 
make sure the power is still on, heaters are working, roofs not leaking and there are no trees down causing 
problems.  The electric heaters in the dorm, kitchen and pump house have had problems during the winter and 
have had to be repaired .  Make sure the heaters have not had a 
limit switch fail causing the unit to continually heat, or the fan to continually run. 

The entrance road needs to be cleared of snow.  Snow depth can be monitored with the internet.  Go to the 
NRCS Emigrant Springs Snotel  site.  The conditions at that site correlate really well with conditions at 
Westminster Woods (according to a GPS reading it is about one mile from the camp).  Road conditions on I-84 
can be observed from the ODOT web cameras .  There are three cameras on I-84 close to the 
Woods, two near Meacham and one near Deadman Pass rest stop.  Check both the ODOT and NRCS web sites 
before venturing up I-84. 

The best time to clear the entrance road is in the morning when the temperature is below freezing and in the 
teens or low twenties because the Toolcat snow blower does not work well when the snow is wet.  Put chains on 
the Toolcat, and put fuel additive in the diesel to prevent gelling.  The snow blower works best with the lift arm 
in the float position (hydraulic control joy stick briefly all the way down) and the tilt control all the way back 
and up so that the hydraulic cylinder is retracted against the stops.  This lets the blower unit follow the ground 
contour with about a 2-inch ground clearance.  If the ground is not frozen, this procedure may not keep the 
blower unit from picking up gravel, in which case manual control of the blower unit height is necessary.  The 
gate padlock freezes and a cigarette lighter is needed to thaw it out. I have also used a product called Lock De-
Icer, which is isopropyl alcohol and mineral oil. When the canister tip is pressed against the lock, it squirts a 
small amount of the mixture into the lock. I assume that using this product would not adversely affect the lock 
in an adverse way. 

 

  



Winterization - Draining the water system at Westminster Woods and winterizing 

Despain Field (complete by October 1) 

1. Turn the main valve off in the plastic valve box next to manifold on east side of the field using the large blue 
handle wrench stored in the pump house.  Open drain valve next to shut-off valve in the plastic valve box.  
Open valves with screwdriver on anti-backflow device. 

2. Remove plug from pipe on northeast corner of Despain Field about 50 feet from manifold. 
3. Open drain valve in drain box (under tree south of manifold about 50 ft.). 
4.  Open two ball valves (1/4 turn each) one on each side of the anti-backflow valve.  Leave these valves open 

all winter. 
5. Run the air compressor to fill the supply tank and then use the air in the supply tank to blow out anti-

backflow valve.  
6. Loosen anti-backflow device on frost free hydrant. 

 

Bathhouse (complete by October 25)  

furthest from the building off. 

I also turn off the heater breakers (all are 220 volt breakers). 

3.  Turn the second valve in the green valve box on.  This will drain water out of system once a faucet or shower 
valve is turned on. 

4. Connect hoses to water heater drains at the bottom of water heaters. 

5. Prop open or over-center pressure relief valves on top or side of water heaters. 

6. Open all low point drains in bath 
in center area single toilet room. C. Two below laundry tub. D. Two back of automatic washing machine. 

7. Open all shower valves in the neutral position (halfway between cold and hot?) and leave them open. 
8. Open all wash basin faucets. 

9. Empty all toilet tanks by flushing toilets, and then use a wet-dry vacuum to remove any remaining water in 
the bottom of the tank. 

10. Suck water out of toilet bowls with wet and dry vacuum.  

11. Remove flush valve cap (3 inch diameter) on urinals. 

12. Use vacuum to suck out excess water under the cap after removing the diaphragm. 



17. After water heaters have drained, remove hoses and shut pressure relief valves.  

Maytag Clothes Washer 

1. Turn water off 
2. Disconnect hoses 
3. Lower drain hose 
4. Turn machine on for a minute or two 
5. Turn machine off 
6. Disconnect power cord 
 

see that all windows are locked shut, open doors under sinks, prop bathroom door open, open dishwasher 
door, connect extension cord to heat tape located under kitchen floor outside on southeast corner). 

1. Turn off hot water heater electrical breaker located in kitchen. 

2.  Turn water off to kitchen (located in box outside at southwest corner of concrete patio). 

3. Connect hose to water heater drain, turn on drain valve and open pressure relief valve. 

4. Open all faucets and shower valve (open shower valve in neutral position) in kitchen (sink, laundry and 
bathroom). 

5. Drain toilet same as in bathhouse and pour anti-freeze in tank and mixture of 50% water and 50% anti-freeze 
in toilet. 

6. Pour anti-freeze in all drains, sinks, and shower. 

7. Open faucets on southeast corner of kitchen (lower corner next to path leading to lower area). 

8. Remove hose, shut off water heater drain and close pressure relief valve. 

 

Hobart Dishwasher 

 

Sub Zero Refrigerator 

1. Drain icemaker water line. 

2. Turn power off. 

3. Leave doors partially open.     



Lower area (complete by October 1) 

1. Turn off water valve to lower area (located outside the upper kitchen on the southwest corner.  It takes 6 ½ 
turns.   

2. Turn on two standpipes on the way down to the lower kitchen area.  
3.  Remove 1 1/2-inch plug from main line across the road from the lower kitchen.  This is located in a plastic 

valve box. 
4.  Remove cap on ½ inch drain pipe in plastic valve box next to drinking fountain. 
5. Remove drinking fountain head and put on cap. 
6. Bail out grease trap on south side of lower kitchen. 
7. Turn faucets on in lower kitchen sink 
8. Pour anti-freeze in sink. 
9. In restrooms open wash basin faucets and drain under sink on each side of rest rooms. 
10. Prepare toilets same as other areas. 
11. Pour anti-freeze in floor drains. 
12. Replace plug across the road from lowest standpipe but do not tighten it. 
 
Dorm (I have not done this but this is my best guess on how it should be done) If the water is not drained 
turn heaters on and set them to 40 degrees F, open interior doors and be sure all windows are locked. 

1. Turn water heater power off. 
2. Turn valve off in valve box next to pump house or turn valve off in access box located outside in the 

back center of the dorm 
3. Open all hot and cold faucets 
4. Connect hose to water heater and drain it (water heater is accessible from crawlway).  
5. Open drain valve in crawlway 
6. Flush toilets and suck water out of toilet stools and tanks using wet and dry vacuum. 
7. Put ½ cup of anti-freeze in sinks, and ¼ cup in toilet tanks. 
8. Put enough mixture of 50% water and 50% antifreeze in each toilet to provide a block to sewer gas back 

flow. 
 

RV Sites, Water Hydrants, and Hose Bibs 

1. Store picnic tables 
2. Remove all hoses and either remove or loosen all anti-backflow devices.  There are thirteen hydrants: 8 

at RV sites, one at the chapel, one at Despain Field, one at the maintenance building, one at the 
 wo hose bibs; one at the pump 

house and one at the dorm. 
3. Drain and store hoses. 

 

Picnic Tables (complete by October 25) 



Chapel  If water is not drained, set thermostat to 40 degrees F. 

1.  Turn ball valve off (1/4 turn) located in access box located next to the frost-free hydrant near the chapel 
electrical transformer (north of the patio). 

2.  Unplug the water heater. 
3.  Disconnect electrical and water line connections to the coffee maker. 
4.  Drain coffee maker and shut off valve to coffee maker. 
5.  Connect air compressor to frost-free water hydrant (located outside by shutoff valve). 
6.  Open hot and cold water faucets and flush toilets until air flows freely from faucets, and then flush coffee 

maker line.  
7.  Turn valves off to supply lines for all toilets and close all faucets. Then with air compressor on turn 

break room faucet on and off several times.  This should empty water from the drain trap primers and 
lines to the drains (I have never gotten any guides on how to winterize these units.  Hopefully this will 
work).   

8.  Use small diameter hose located under sink in break room to drain water heater (access by removing 
supply line connection to water heater). 

9.  Open all hot and cold water faucets. 
10.  Use wet and dry vacuum to suck water out of toilet water tanks and stools. 
11.  Drain black box on furnace. 
12.  Put ½ cup of antifreeze in all three floor drains, and sinks. 
13.  Put ¼ cup of antifreeze in toilet water tanks. 
14.  Put mixture of half water and half antifreeze in toilet stools.  Put enough of this mixture in the toilets so 

that there will be a block to sewer gas in each toilet. 
15.  Turn furnace off or set at 40 degrees F. 

 
  



Winterization Check List 

Item       Date   Initial______               

 Despain Field  --------------------------------     _____________        _________                           

 Lower area ------------------------------------     _____________        _________  

 Hydrants (12)  oosen  --------------------      _____________        _________ 

 Bathhouse  ------------------------------------     _____________        _________   

 Chapel  ---------------------------------------      _____________        __________ 

 Dorm  -----------------------------------------      _____________        __________ 

 Kitchen  --------------------------------------      _____________         __________ 

 Maintenance Building ---------------------      _____________         __________ 

 
 

 

 






