Monday staffing from: 8:00 am – 6:00 pm
First shift: 8:00 am – 1:00 pm Staff: _____________________________ Date: ___________________________
· Staff Arrival /Wallet Check  $_______________________
· Morning routine (Breakfast/clean-up/Shower)  
· Aim to leave by 9:30 AM  Chili Public Library (14624) email and printing
· Scottsville Animal Rescue (3750 Scottsville Road 14546)- to volunteer walking dogs
Lunch (12:00 PM) ***to be accompanied by full glass of water***
Recommended ____________________________
Actual____________________________________
· Prep next day breakfast
· Clean up kitchen (after lunch)
· Nature Hike, Bike Ride or Basketball out in the community.

· Shower***both bath and hand towels to be exchanged for clean ones afterwards***
· For Tuesday shopping: Shopping list plan meal for Wednesday cooking 
· Wallet check $______________


Shift Notes:  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Tuesday staffing from 7:30 am – 5:00 pm  
First shift: 7:30 am – 5:00 pm Staff: ____________________________ Date: _________________
· Staff Arrival /Wallet Check  $_______________/Check(s)__________________
· Morning routine (Breakfast/clean-up/Shower)  Aim to leave by 9:30 AM
· Bank 
· Grocery shopping: (Save grocery list and coupons with totals) 
· Home/ Put groceries away/ Organize the pantry fridge and freezer
Lunch (12:00 PM) ***to be accompanied by full glass of water***
       Recommended ____________________________
Actual____________________________________
· Post Shopping: Wallet Check/ Receipt Check  $_______________________

· Prep next day breakfast/ Prepare and pack lunchbox for work
· Total kitchen clean up
·  Shower
· Wallet Check  $_______________________
· Drop  off to work at ……..

Notes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Wednesday staffing from 8:00 am - 8:30 pm
First shift: 8:00 am – 1:00 pm Staff: ___________________________ Date: _________________
· Staff Arrival /Wallet Check  $_______________________
· Morning routine (Breakfast/clean-up/Shower)  Aim to leave between 9:00 AM- 9:30 AM
· YMCA (Fittlinx circuit and cardio)
· Home/ Shower
· Gather and sort clothes for Thursday Laundromat
Lunch (12:00 PM) ***to be accompanied by full glass of water***
Recommended ____________________________
Actual____________________________________
Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Second shift: 1:00 pm – 8:30 pm. Staff:_______________________________________
· Staff Arrival /Wallet Check  $_______________________
· Cook meal planned Monday/ Bake dessert

· Total Bathroom clean-up
· Dust and vacuum bedroom and living room
· Gather and sort clothes for Thursday Laundromat
· Dinner
· Garbage and recyclables out
· After dinner activity 
· Wallet Check  $_______________________
Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Thursday 7:30 am – 6:00 pm
First shift: 7:30 am – 1:00 pm
Staff: ________________ Date: _________________ 
· Staff Arrival /Wallet Check  $_______________________
· Morning routine (Breakfast/clean-up/Shower)  Aim to leave by 9:00 AM- 9:30 AM
· Laundry  (90 Minute time goal)

Washing machine check w/ staff
               Dryer check w/ staff
               Folding w/ staff

· Home/ Put clothes away
· Organize dresser and closet spaces

Lunch (12:00 PM) ***to be accompanied by full glass of water***
Recommended ____________________________
Actual____________________________________
Notes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Second shift: 1:00 pm – 6:00 pm/ Staff: _______________________________ 
· Staff Arrival /Wallet Check  $_______________________
· Prep next day breakfast/ Kitchen Clean up
· Bathroom touch up clean
· Work 
· Home/ Shower***both bath and hand towels to be exchanged for clean ones afterwards***
Wallet Check $_______________________
· Drop off to roast coffee at coffee shop
Notes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Friday 8:00 am – 5:30 pm
First shift: 8:00 am – 1:30 pm Staff: ________________________ Date: _________________
· Staff Arrival /Wallet Check  $_______________________
· Morning routine (Breakfast/clean-up/Shower/ shave)

· Bathroom/Bedroom/Living room clean
· Meals on Wheels by 11:30 (S-Route starts at 12:00 pm)

Notes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Second shift: 1:30pm – 5:30pm/ Staff: ____________________________ 
Light Lunch (1:30 PM) ***to be accompanied by full glass of water***
Recommended ____________________________
Actual____________________________________
· Staff Arrival /Wallet Check  $_______________________
· Post Lunch Clean up

· YMCA (Fittlinx circuit and cardio)


· Home/Shower
· Wallet Check  $_______________________

Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
***Laundry completion target 90 minutes*** Staff: _____________________ Date: ______________________

Check in time______________
Upon entering Laundromat;
· Clothing remains in container/hamper until washing machine selected and door and entry wiped with damp paper towel: Checked by staff______ (staff initials)
· Work table is selected and wiped with damp paper towel: Checked by staff______ (staff initials)
Wash clothes
· Machine check ... no clothes left in washer: Checked by staff______ (staff initials)
Drying clothes
· Machine check...wipes door and entry with damp paper towel: Checked by staff______ (staff initials)
· Machine check … no clothes left in dryer: Checked by staff______ (staff initials)
Folding clothes
· Clothing should not touch any surface not been wiped clean and checked by staff
· "Hands on” side by side
Check out time_________________
Home/Putting clothes away
· Staff support/side by side/ Organize dresser and cabinets
	
	
	
	
	
	
	


Pass Forward: A place to communicate any info from the previous week





Checklist: Check before you leave home - All items Checked by staff______ (staff initials)





 Clothing remains separate from any chemicals, money, paper towels.





Clothing                                                





Supplies belong in a separate container.





Soap tabs                                      


Paper towels                                  


Antibacterial Spray


Hangers


Quarters











