
HOW TO PACK A
TOILETRY REFERRAL

Referrals ready to be packed will be
on the back of reception door in
picking area

Note: all referrals are picked in advanced prior to their pickup date
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Once all the items have been packed,
write the referral number on the box
and then put onto the relevant shelf
for when it is due to be picked up e.g
Wednesday. 

On the referral form, tick the picked
column and specify what the toiletries
were picked in. e.g 1 box or 1 box & 1
bag. Also write your initials in the
initials column

Form called “picking form, toiletries”
can also be found on the back of the
door in picking area

Next to the nappies is a wooden crate
filled with boxes that can be used to
pack toiletries in. If there is an
overflow, you can also use the red
warehouse bags

On the toiletries picking form, ensure
you write the date and referral
number. The household size on the
referral form is the number to be
circled under “number of people” on
the toiletry form and then use that
column for what quantities to pack
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