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South Tampa End of Day Checklist
 

OTs (Rooms 1-2)

- Turn off all waiting room lights

- Put away dishes

- Tidy gym spaces
 
Client Services/Marketing

- Put chairs back in order in waiting room

- Wipe down coffee maker/fridge/counters
- Clear out fridge (end of week)

- Check paper towel holders 
 

STs (Rooms 3-5)

- Turn off both kitchen lights, printer light, and back door light 

- Remove excess papers from copy machine 

- Make sure back door is locked
- Tidy up shared toy cabinets and making sure toys are returned to respective places (end of week, but should be doing each time you put items away)


Everyone
- Check in-office bathroom and make sure presentable for next business day even though cleaning service comes 

- Move your trash bin to hallway to ensure it gets taken away by cleaning service 

- At lunch: check/empty drain catcher

- Please clean up after yourself/wash any kitchen items utilized 

- Do not leave open containers in the fridge or out on the counters/table 

- Please do not dump food in the sinks as there are no disposals at this office. As food collects in the sink when washing dishes, please empty the drain catcher directly into the garbage, and do your best to wipe food out of your containers with a paper towel before washing them.

Thanks for working as a team to make the office as presentable and comfortable for team members and clients as possible :) 

 


