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 Opening Villa / During Stay / Closing Villa
(Friends and Family)

THIS IS FOR FRIENDS AND FAMILY ONLY, DO NOT LEAVE IT LYINIG AROUND THE VILLA FOR GUESTS!!!
Note: ‘Caribbean Queen Suite’ is the upstairs master bedroom. Downstairs ‘Beach Boys / Kokomo’ and ‘Billy Ocean’ suites are identified by the records outside their doors. Call Jon on Whatsapp +44 7956 872 253 if there are any issues.
Opening Procedure
Welcome to Hummingbird Villa! There are a few steps required to get the villa ready for your amazing stay. Because you are friends or family, there are certain things that regular guests do not have access to, for example our Ford Explorer vehicle, Curacao mobile phone and the ‘Bird Box’ containing our best booze. Details for these items are shown below, along with some preparatory items. Please follow the steps below with care....
Ahead of arriving you will be given the following pieces of information:
- The outdoor key safe code
- The friends and family (owners) safe code
- The alarm code
Initial Entry
1. The first task is to gain access to the property by obtaining the key from the outside key safe. As you face the exterior of the property there are steps going down to the garden on the left of the property. Go down those rocky steps where you will see an exterior staircase. Under this staircase attached to the ‘ceiling’ is a keysafe. Use the safe code provided to obtain the key to the property.
2. Use this key back up at the front of the house to open the front door (to lock, lift door handle).
3. Replace it back in the keysafe after use, again using the code for access.  Please ensure you do this as you may need to rely on it if you lose your set of keys.
Obtaining other Door Keys, Car Keys and Local Mobile Phone
1. The property has an internal wooden staircase. At the base is a safe for friends and family – use the code you were given to gain access and turn the handle, close and release and wait for the mechanism. Inside you will find a guest set of house keys (front door key on a turquoise fob x2), 1 set of car keys on a green keyring, the owners’ cupboard key on a blue mini torch keyring (not to be removed from the villa please!), a mobile phone/charger, emergency funds and some keys to the ‘Bird Box’ (black square plastic key stem).
2. To close the safe put in the code again and turn the handle.  Release and wait for mechanism.
3. If you need to access the safe in an emergency, i.e. you are locked out – please contact Brigitte our local villa manager who has access to a reset key.  Her number is (+599 9) 5194884.


During Your Stay
- Only park in the parking spaces on the front drive, or in the space next to the trees opposite. Never park on the road or on the pavemet.
- Most keys to external doors (e.g. balcony sliding doors) are located on a hook on the wall next to the doors in question.  Use the front door air vents when you are in the villa (for ventilation) and close them when you leave!
- If you haven’t yet managed to read the digital copy of the riveting ‘Villa Guide’ then you can use the paper one on the coffee table in the lounge. In particular, note how the estate services confiscate the bin if you don’t pull it back onto the designated square tiled area on the property after it’s been emptied by Wednesday midday!
- We put QR codes on all important devices – please use those for info and also give us feedback if they’re non-sensical
- Instructions for driving the Ford Explorer can be found in the glove compartment of the vehicle (and/or or the website). Ensure you read those before attempting to drive!
- We send in cleaners once a week during your stay.  If you break anything let them and us know. Please avoid using crockery and non-plastic glasses around the pool – there are plastic glasses and melamine crockery in the outside kitchen.
- The number for the local gold mobile phone is +5999 527 3661. You may need to activate the service: see the separate guide on the website.
- Each bedroom has a Bluetooth alarm clock so you can play music via your own device, or alternatively ask Alexa to select music for you in the villa.  Please keep volume levels low(ish) – we are considerate to our lovely neighbours. You can also connect to the Sonos systems you download the Sonos S2 app. Use the QR code on the speakers or see this page for further info: https://www.hummingbirdvilla.com/musicsystem 

Closing Procedure – READ AT LEAST A DAY BEFORE YOU LEAVE!
Before Closing Villa:
· PLEASE CHARGE MOBILE PHONE & SWITCH OFF JUST BEFORE YOU LEAVE!
· Wash any clothing you want to pack for home to dry a day before you leave – it takes longer than you think to dry clothes in this climate!
· Fridge/Freezer items can be left if not perishable for in the outdoor kitchen freezer ‘Owners’ special section. Any non-freezable stuff can be left in the fridge for guests and cleaners. Please use zip bags or the vacuum jars if you do leave anything opened!  Put in the fridge if you are unsure.
· Please replace any items you have used up so other guests can also enjoy them.
· Please ensure car is clean using dust pan and brush under villa upstairs kitchen sink. Or Dyson vacuum in utility cupboard (see instructions in car glove compartment).
· Please sign visitor book on the tall table in the lounge.
Actual Closing Procedure (rather than a pretend one!?):
1. Car: 
· Park in non-postbox side of the two parking bays outside villa, never on road / pavement. Ensure rear of vehicle does not protrude onto pavement. 
· Don’t forget to put the cover on the car once you have washed and dried it. Please also ensure there is a half decent amount of fuel in the car (e.g. what was in there when you arrived).
· Put car keys and mobile phone and charger in friends and family safe.
1. Outside, Front:
· Check postbox empty, please open, photo & email envelopes / contents in there.  
· NB: you can leave the plastic bags in the bedrooms / bathrooms in the bins themselves for re-use. Place all bin contents by tipping out rubbish into main kitchen black bag from all bathrooms, bedrooms.  Place the tied black binbag into the green bin outside when you leave.  The cleaner will move it to the pavement for collection day (Tuesday) – if you move bin to street earlier it will be confiscated and incur a fine.  
1. Veranda, Upstairs:
· Check no laundry left outside.
1. Patio, Veranda & Outdoor Kitchen Downstairs:
· Make sure all exterior lights are off (switch at bottom of outside stairwell on lower veranda).
· Ensure all outside kitchen surfaces are clear and clean, appliances are off and everything put away. 
· Load dishwasher, add any cloths or washing up brushes and set to auto – ensure it is running!
· Turn off the small soft drinks fridge. Any soft drinks can stay in there with the fridge off. The box of soda crystals can stay in there to keep it fresh.
· Check outside kitchen fridge and freezer is completely cleared and clean (apart from owners freezer box). The box of soda crystals can stay in there to keep it fresh.
· Empty bin, tie up and put bin bag in green bin at front of property.
1. Bedrooms & Bathrooms:
· Strip beds except for protectors: there is one protector per pillow and one mattress protector per bed. Place all dirty linen (folded for easy counting) in a black bin bags, but please leave wide open so as not to mistake for rubbish!) and leave on sofa upstairs. Place dirty face cloths, towels (in villa white and pool towels coloured), brown bathmats – all folded again please - in similar.  Add any dirty napkins and tea towels – folded.
· Snorkels, wet shoes, pool toys: please rinse in the shower carefully and dry thoroughly or they will perish and other guests will not be able to enjoy them. Then place neatly into the labelled boxes and leave in walk-in wardrobe in Billy Ocean Suite.   
· Check patio doors closed, place keys on hooks behind curtain edge.
· Draw voiles and curtains to keep rooms cool and for enhanced security.
· Place clothes washing liquid into Villa Supplies box for Friends & Family in owners’ cupboard.
1. Villa Kitchen: upstairs
· Please empty the fridge of all perishable food and drink items (we keep opened sauces/unopened drinks in the fridge for a next guest).  The box of soda crystals can stay in there to keep it fresh.
· Herbs pasta etc can be kept in zipped bags/vacuum jars in cupboards for the next guest.
· Wash up to prevent ant /vermin moving in!
· Load dishwasher, add any cloths or washing up brushes and set to auto – ensure it is running!
1. Lock up:
· Ensure fan in living room is off. All lights off.
· Check all windows & doors are closed & curtains closed whenever leaving villa.
· TVs off whenever leaving villa, but do not unplug or switch off any sockets to avoid disrupting certain services in the villa.
· Lock patio doors x4 and remove all keys and place on hooks behind curtains. 
· Lock down the vents in the front door and side panel by pressing and twisting the handles & lift front door handle to lock when leaving villa.  
· Locate key safe in back garden on underside of exterior staircase and secure by entering key code.  There is only 1 key to be placed inside for the front door. DO NOT FORGET TO LEAVE THE KEY! (it should already be in there from when you arrived if you followed the instructions above!!!)
· Lock owners cupboard and return key to owners safe

Safe Travels!
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