LINTON LANE CENTRE – Facility Assistant Daily Work Schedule
	Week
Beginning
	Task 
	M
	T
	W
	T
	F
	Facility

Assistant

Initials
	Communication Comments

	
	Safety Checks
	
	
	
	
	
	
	

	
	Unlock shutters at fire exits
	
	
	
	
	
	
	

	
	Unlock internal doors inspect for any maintenance or vandalism issues.  Report to Centre Manager
	
	
	
	
	
	
	

	
	Open blinds/open toilet windows
	
	
	
	
	
	
	

	
	Clean toilets and wash toilet floors.
	
	
	
	
	
	
	

	
	Empty and clean all bins, replace bin liners.
	
	
	
	
	
	
	

	
	Clean Seating area, Dust Computer & TV area

Sweep and wash floor
	
	
	
	
	
	
	

	
	Sweep and Buff floors. 


	
	
	
	
	
	
	

	
	Clean kitchen, worktops & doors.  Sweep & Wash Floor

Check fridge temperatures (2) and record
	
	
	
	
	
	
	

	
	Sweep and Wash Office Floors
	
	
	
	
	
	
	

	
	Small Hall Floor washed/buffed


	
	
	
	
	
	
	

	
	Café Area Floor washed/buffed


	
	
	
	
	
	
	

	
	Foyer Area Floor washed/buffed
	
	
	
	
	
	
	

	
	Main Hall Floor washed/buffed


	
	
	
	
	
	
	

	
	Stage Area Floor washed/buffed


	
	
	
	
	
	
	

	
	Meeting Room floor washed/buffed


	
	
	
	
	
	
	

	
	Window at Front Door cleaned daily
	
	
	
	
	
	
	

	
	Window at café door and kitchen door cleaned daily
	
	
	
	
	
	
	

	
	Clean up after hire usage ie. sweep/hoover, flush toilets, empty bins.


	
	
	
	
	
	
	

	
	Front entrance carpet hoovered daily


	
	
	
	
	
	
	

	
	Lock all internals doors not in use


	
	
	
	
	
	
	

	
	DAILY – Check garden, play area, car park, flower boxes – maintenance reported ASAP.
	
	
	
	
	
	
	

	
	DAILY – Check external building – maintenance reported ASAP
	
	
	
	
	
	
	

	
	Secure all doors and windows
	
	
	
	
	
	
	

	
	Lock up and activate intruder alarm.


	
	
	
	
	
	
	

	
	ONGOING
	
	
	
	
	
	
	

	
	WEEKLY – Wash Bins
	
	
	
	
	
	
	

	
	MONTHLY (or as required) - Wash skirtings, doors and window ledges.


	
	
	
	
	
	
	

	
	MONTHLY (or as required) - Clean external windows
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