Facility Weekly Maintenance Checklist

The purpose of this form 15 to determine and track facility maintenance needs.

Form must be completed the every week,
Upon completion, facility needs and malntenance recorded on form should be submitted as a Facllty Maintenance request.

Please circle facility
Denla Rec Center

North Lakes Rec Center
MLK Jr. Rec Center ( American Legion Hall Y
Senior Center

Date of tnspection (mm/dd/yyyy) L{ ! O)! 9?\

Name of staff person conducting inspection

Comments

Criteria

Lights Propar working order ’

Backboards and Rlms Proper working order; free of breaks or cracks

Gym Curtain Operaticnal free of holes or tears

jBleachers Sharp dangerous edges missing/free of loose pleces
Surfaces clean, clear of nalls, splinters, cracks,

Floors stippery/sticky substances. Openings properly o

Rooms and Lobby

Lights Proper working order
Tables iFree of breaks, cracks, loose legs and tops
Chairs Free of loose bolts, broken or loose Jegs and seats
Game Tables {Free of missing pieces, broken or wobbly legs and J
ibroken tops
gSurfaaes clean, ctear of nails, splinters, cracks,
Floors gslippery/stlcky substances. Openings properly
jguarded.
Kitchen Area Appllances in working order l
Cabinets iOrganized, doors cosing properly, locked if needed {
Surfaces clean, clear of splinters, cracks, ]
Counters shnpery/sticky substances.
Offices
Lights Proper working order ]
Chairs Free of loose boits, brokenfloose legs/seats !
Carpet iFree of curled up edges, free of tripping hazards
Floors Clear of extension cords 1
In General Safe condition !




Criteria

Yes

No

N/A

Comments

Restrooms
Lights Proper working condition i
Stalls Free of cracks, breaks, ioose hinges/bofts |
Showers Proper working condition §
Lockers Proper working condition |
Plumbing Fixtures Free of breaks/cracks, proper working order, free of
leaks
Toilats In working order
Toilet Paper
Dispensers/Hand Dryers In working order
Surfaces ciean and clear of nails, splinters, cracks,
floors slippery/sticky substances. Openings properly
ipuarded,
Storage Areas
Lights Proper working condition
Chermicals Storad safely
iSurfaces clean and clear of nails, spiinters, cracks,
Floors slippery/sticky substances. Openings properly
puarded.
General
Ceiling Tllas In place with no breaks
Lights Switches/Covers replaced and/or free of
8 cracks/breaks and in working order,
Electrical Qutlets Safe and in working order. kitthaw CiaHek
PA System In working order, check alt rooms and speakers ;
Walls Clean
. Marked properly and area clear. Lights in working
Exits
order. Evacuation planposted e b i
AfC Working order
Fire Extinguisher Checked, tagged, accessible
Water Fountaln In working order, free of leaks
Signage Uptodate
Handicap Door Working order
AED Waorking order, Expiration date on pads
Door Locks Working order
QOutside
Lights Working order
Windows Free of cracks/breaks
Sldewalks Free of hole, cracks, and all debris
Parking Lot Free of holes, cracks, and all debris
Outdoor Play area Free of broken glass and/or broken/iose equipment

Additional Comments:

Name cof Supervisor:
Supervisor has reviewed form.
Necessary Facility Maintenance requests have been made.



ALSC Daily Checklist
pace 3127

Daily Cleaning Duties 8am 9am | Ham | llam | 12pm | 1pm 2pm 3pm 4pm | CLOSE

Head Count
Flush toilets ) ,47%2-1 N g ,f,?L“Z |

Pick up > trash/ take out trash if needed
Fﬂl toilet ]ﬁpcf djspcnbcr‘;
Fill paper towel dispensers
Sweep floor if needed
Wipe sinks counters

Head Count

Pickwpwsh |7 |70 |2
Sweep floor if needcd

[Mop | flonr xf needed _
pre computers, key boa.rds mouse
Wipe tables and counters

Dlsmfect Chm.ts )
Clean windows and glass doos

Head Count

[Pick up trash . N7 V77 Lz {90 b7 119 172
Wipe tables and chairs

S — -

chep floot if m.edcd

p -
Mop if ‘needed ‘ } 1 ]
Return furniture and chairs [ |

Disinfect furniture | \

Head Count $ 0
Pickuptrash , aun \ 20~V ze | Zu g0 V24 T2 o IR [
bweep floor if needed I i i

_ I | - - A
Mop floor if needed ) i }Hm 1{‘ 1 f 7 l, 1 |11 | ol 1]
|

Turn off closet hghts -
Behtq_ck chairs

Lock doors fain, sicir;, and back)

Head Count
Pick up trash

\Vipe down all | equipment

Sweep ﬂoor__lf needed

Check fitness wipe dmpcﬁm.rs and refill

Clean hallway windows

LD
D

et —

Return weights and equipment

Head Count |
Pick up trash g | S | At Aual £ Pk
Orgnm?e/ recycle outdated fliers and magnzmes J/; i /[ - ’/MI A e T
Straighten front desk . .
Straighten furmture
prr. counters and card readers _ I I _ j - ) ‘
Sweep floor if needed

Clean cabinets/drawer faces I

Clean out lost and found i B L !
\V1n_d-L;(-a_li_gTa;;-c_ﬂ_o_6rs windows and plexlglass ; T 11T 17T | T 7 1%

Wlpc front desk (phunc kcybmrd, etc.) -l | - | ' : B
H 1 T T g

*Initial when complete

Closing Shift: Please turn out the lights, lock all doors and set the alarm.,



o4 /25

ALSC Daily Checklist

Daily Cleaning Duties

Head Count

4pm |CLOSE

Flush toilets

Pld[ up Lrash] take out trash if needed

I~11] toilet paper dﬁpenhcrq_

Fill Il paper towel dispensers

chcp floor if needed

| 119)

Wipe smks counters

Head Count

Pick up trash

Swecp floor if nceded

[Mop floor if needed

Wipe computers, key boards, mouse

Wipe tables and counters

Disinfect Chairs B
Clean windows and glass doors

Head Count

Pick up trash

Wipe tables and chairs
Sweep floor if needed
Mop ifpeeded
Return fusniture and chairs

Disinfect furniturce

Head Count

_— 1

Pick up trash

‘%weep floor if ne_t:ded
Mop floor if needed

Turn off closet lights
Restack chaus ] )
Lock doors hm, b:dc, and back)

Head Count

Pick up trash

pre down all cqmpment _

Sweep b fioor if needed

Check fitness wipe dispensers and refill

Clean hallway windows

Return wei hts and equi ment

Head Count

Pick up trash
Orgamu/ rccyclc_ outdated fliers aud fmg‘ume-,
Straighten front desk

Clean out lost and found
Windex all glass doors, windows and ple:uglass

= 4+ -

Straighten Furr_lm.lx_‘l. - ik
Wipe counters and card readers -

|Sweep floor if needed I B ‘\7
Clean cabmets/dmwer faces - 2 N

Wipe . front desk (phone, kcyboa:d, etc.)

*Initial when complete

Closing Shift; Please turn out the lights, lock all doors and set the alarm.
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ALSC Daily Checklist

Daily Cleaning Duties

Head Count

2pm 3pm

4pm | CLOSE

Flush 1:_01}et§ ]
Pick up tmsh/take out tmsh 1f needed
Fill oilet paper dispensers

Fill paper towel dispensers

Sweep floor if needed
Wipe sinks counters

Head Count

a

T

Pick up trash
|Sweep floor if needed

[Mop floor if needed

‘Wipe computers, key boards, mouse
Wipe tables and counters

Dlsmfect Chairs
Clean windows and glass doors

Head Count

i S e = —e

Pick up trash

Wipe tables and chairs

Sweep floor if needed

Mop if needed
Return furniture and chairs
Disinfect furniture

Head Count

77
24

Pick up trash

\
AN

Sweep floor if needed N

Mop floor if needed

Tum off closet lights

Rtht‘ac]{ chairs

Lock doors (Main, qlde “and back)

Head Count

Pick up- trash

Sweep f[oor if needed

Ll 7y Y
| Wipe down all cqu.lpment - 3 /://l_

Clean hﬂw_mdom

Check fitness wipe d{speuqcrs and refill 1
s

Return weights and equipment

Head Count

Pick up trash

Straighten front desk

Straighten fumirur(.

Wipe counters and card readEts -
Sweep floor if needed

Orgam/e/ rccycle outdated fliers and magazmes

Clean cabmets/ drawer faces
Clean out lost and found
Windex all glass doots{ windows and p}r.mglnqs.

W1pc front desk (phone, kf.ybmrd,ietc)

*Initial when complete

Closing Shift: Please turn out the lights, lock all doors and set the alarm.




ALSC Daily Checklist e s
o 4]/ 23 AR RN

Daily Cleaning Duties 8am | %9am | 10am | 1lam | 12pm | 1pm 2pm | 3pm 4pm | CLOSE S

Head Count
Flush toilets 4"{’/ | 7o 7 J,/f | 5 4 th 4\

i - VAN 1 I B/
chk up r.msh/t.xke out !rasb 1fneeded . 4 | ({_" 1 fk 1 ‘ /
Pﬂl to;.lct paper dlqpctucrq 1 N 1 11 ) 1 1
|

— —_— 5

l‘l!l paper tOWEl_dlSPener‘: - e i 7 .
Sweep floor if needed \
Wipe sinks counters

Head Count

Pick up trash 7,7 " 77\ Frz Ve Z s e A, ¥/ )
SOV —V A *,,,,,7{4‘1 | B/ VT ]
Sweep floor if needed 77 77 * y , I ] V]

[ e — - - — 7 T

Mopﬂoorxfneeded N 7 1 1 ) _ ____{

mputers, kcir boards, mouse ___ | { | | 7 ) T

D_:bmfecttbaus B . _' _ B B . 1
Clean windows and glass doors ' |

Head Count i
Pickuptrash V7 | 77 _-z}’ﬂ':#“/fz,l lZz g 1lR | R ]

W1pc tables and chairs

|=4
Sweep flooe if nceded | b vr bl
Mop if needed 1 | 1 ‘ _f - _

Return furniture and chairs |
Disinfect furniture { |

Head Count 5 BN A
Pick up trash W2z TP V/28 A B2 W2V 7 BN N BN
7 : F s I = ; - 1

e

I~
S
L

§‘.lr§§:p ﬂoorifneedcd ] I ; T A R | N 5”1 -
[Mop floorif needed I W _7; || ] _i__l |

Turn off closet lights

Restack cha:lrs

Lock doors (Main, side, and back) R 1 - N 1 1 ] - "

J

Head Count | o~

Pick h 2 L7 27 |7 e | o2 P - “) e
ick up trash _ o ,},liy, 7/,, 4 { T2} Jiv ey LN 3 _ )

Wspcdownalleqmpment N R VAN S A AR NN S B I I B S
Sweep ﬂoorifﬂeeded ’T ‘ R ' | ) i i l—

Check fitness wipe dibpensers and refi
Clean hallway windows

Return weights and equipment

T I e e 3 31— - e . - ]

Head Count

= P ’ 7, J
Pick up trash ) A1 1 ’/__ |/ / 7 | ‘/; 7| 27
Orgamn/ recycle outdm d ﬂu.n 1nd muymu, Lot ¥

Steaighten front desk 7 |
Straighten furniture

pr£ counters and card rmde:s ]
bweep- }i(_);;f_t;c-Lded . _. ‘[ 1

Clean cabinets/drawer faces
Fleanoutlmtandfound 1Tt v

Windex all glass doors, windows and plcmblﬂss ' \ 7 | l
Wipe front desk (phcmc, keyboard, etc.)

*Initial when complete

Closing Shift: Please tutn out the lights, lock all doors and set the alarm.




ALSC Daily Checklist

Date: “/'/7/‘7”’“
7

|Flush toilets

I’u:ic up uash/ take out trash if needed
Fill toilet paper d:apcmers
Fill paper towel axqipeinger’s”
éwzg floor if needed

Wipe sinks counters

Head Count

Pick up trash 7
.‘qup ﬂnm‘ if m:chd _

Mop floor if needed
W:pe computers, key boards, mouse

Wipe tables and counters

Dxmfect Chaiss -
Clean windows and lass doors

Head Count

Plck up trash

Wlpc tables and chairs

Sl - 4

bwu:p E_OE}Eeeded
Mop if needed
Return furniture and chairs

Disinfect furniture

Head Count

Pick up trash

Sweep | floor i needed

[Mop floor if needed

Turn off closet lights

Restack chairs
Lock doors (Main, side, and back)

Head Count

"L"”{\

Pick up trash

the down all eqmpment
Sweep fle floor if needed B
Check fitness ‘wipe dispeusers and refill

| Clean hallway windows
Return weights and equi ment

Head Count

Pick up trash

Orp;l.m?( / recycle outdated fliers and magazmu.
Straighten front desk

Straighten furniture

Wipe cour;ters and card readers

Sweep ﬂoor - if needed

Clean cabmets/ drawer faces

Clean out lost and found

Windex all glass doors, windows and pluugln-.s 1

WipL front desk (phone, keyboard, ctc)

»

b,

*Initial when complete

Closing Shift: Please turn out the lights, lock afl doors and set the alasm.



