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Housekeeping procedures
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Staff at Sycamore Adventure have a duty to keep the adventure playground clean, tidy, secure and safe for all who use it. Individual staff and volunteers also need to keep all staff aware of their coming and goings to aid health and safety. This procedure should be followed by all staff and volunteers at Sycamore Adventure. 

[image: image5.png]=

opendoor  blinds




Staff arrival at Sycamore Adventure: 
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On arrival at Sycamore Adventure, the following procedure should be adopted: 
· Staff to arrive as per rota. 

· All staff to make their presence aware to senior staff upon arrival. 
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Open all of the necessary doors, windows, blinds and turn on lights (where required).
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Keep all doors that are not in use locked. Ensure key coded doors remain locked. 
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Ensure that the kitchen has been cleaned and that all items have been put away so that it is left neat and tidy. Keep kitchen on key code lock. Turn on any necessary equipment and get the kitchen ready for service. Check all food is within sell by date / has not perished. Throw away any food which can no longer be served. 
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Ensure that all fire escapes are unlocked and clear of hazards. This includes the fire escape on the mezzanine.  
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The designated lead worker should complete the daily internal checklist and record appropriately
· The designated worker should complete the daily external checklist and record appropriately.
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Check the diary and website for the day’s bookings and prepare all rooms for use. Prior to play sessions, the centre should be set up with age appropriate toys and equipment. 
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Play service manager, senior Playworkers or administrator should retrieve answer phone messages and return calls / leave messages for the relevant staff member.

· Ensure that all bookings are recorded on the website, on the centre diary and on the wall planner where necessary. 
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Ensure that any necessary recording of sessions from previous day have been completed and updated. 

· Where required, load up the online register and set up the sign in ports for use. 
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Staff procedure following session at Sycamore Adventure: 
Following all sessions at Sycamore Adventure, the following procedure should be adopted:
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Discuss with senior staff whether a complete closedown is required (necessary where cleaners are in the following morning) or a reset is required, (where a booking is taking place later that day / on the next day).
· [image: image18.png]+ ‘_%

gates  locked



All staff to complete clean down procedure. Equipment should be cleaned, put away into necessary storage compartment and returned to its designated storage area or set out for the following day. Litter picking to take place. Rooms to be swept, mopped where necessary and surfaces cleaned down using correct cleaning materials and utensils.
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Ensure that the kitchen has been cleaned and that all items have been put away so that it is left neat and tidy. It should be sprayed and wiped down with anti-bacterial spray after every session. Turn off all sockets. Throw away any out of date food. 
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Close and lock all of the necessary doors, windows, blinds and turn all lights off.
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Ensure that all recording of the session has been completed.
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Ensure that any incidents, accidents have been recorded and any broken or dangerous items have been reported and secured / cordoned off. If reporting is required, ensure that it is done before leaving the building. 
· Ensure that senior staff has put any cash in the safe. 
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Senior staff to implement a final check of the area before workers and volunteers are free to leave.
· Close the session on the online registration system and return laptop to the office. 
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We operate a one out all out rule on close downs. As such, when staff have completed their area, they should support others to close down enabling everyone to leave promptly.  
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Staff departure from centre:
On departure from Sycamore Adventure, the following procedure should be adopted:
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All rooms checked to ensure that they are left neat and tidy.
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All electrical equipment switched off, (except refrigerator, vendors and alarm system).
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Ensure all access points surrounding the playground have been locked (EG gates / outdoor lockups / undercroft).
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Make sure all blinds are shut and doors have been locked. 

· Ensure all lights are switched off. 
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Ensure that the car-park has been locked up and cones brought in. 
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All staff to inform senior staff that they are leaving.
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Play service manager, senior Playworker or party lead to ensure that the alarm system is activated – one member of staff to support them. 
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Visitors to Sycamore Adventure:
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All visitors arriving at Sycamore Adventure should be greeted in a courteous and polite manner and be made to feel welcome. 
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All children and young people should sign in at reception for fire safety & monitoring purposes. 

· All visiting groups should bring their own register. The group booking is recorded in our diary. 
· Visitors should be booked in with the senior staff so that there is a list of all who are coming and going. Visitors will be the responsibility of senior staff and will stay with them at all times during their visit. 
· On leaving Sycamore Adventure, senior staff should be made aware that they have left the building. 
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