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[bookmark: _Hlk95747902][image: ] WEEKLY HOUSEKEEPING AUDIT HM06
By HSM / Head Housekeeper
Each week the HSM / Head Housekeeper must complete the below weekly audit and identify any areas of concern. All actions must be documented with a date recorded once complete. All actions must be discussed with the General Manager.

	Home Name
	

	Completed by
	
	Position
	

	Week ending
	
	Date completed
	



	Item
	Description
	Yes
	No
	NA
	If no what actions are in place to address?
	Date completed

	Section 1: Documentation

	1.01
	In the last week have all the records been completed in full for each day?
	
	
	
	
	

	1.02
	In the last week has the laundry cleaning record been completed in full for each day?
	
	
	
	
	

	1.03
	Has the curtain changing schedule been reviewed this week and is up to date?
	
	
	
	
	

	1.04
	Have all supplies been ordered and stock levels checked?
	
	
	
	
	

	Section 2: Residents bedrooms (check minimum 1/5 of occupied rooms)

	Rooms checked (enter room numbers):

	[bookmark: _Hlk141691586]2.01
	Is the bedroom and Ensuite free from cobwebs / dust including ledges?
	
	
	
	
	

	2.02
	Is the room free from odours?
	
	
	
	
	

	2.03
	Are all windows clean and free from smears and marks?
	
	
	
	
	

	
	Are all curtains / blinds clean, free from marks and stains and hung correctly
	
	
	
	
	

	2.04
	Is the bed clean, free from dust and tidy?
	
	
	
	
	

	2.05
	Are all surfaces clean and free from buildup of residue?
	
	
	
	
	

	2.06
	Are mirrors and wall hangings clean and free from dust, smears and hanging straight including Ensuite?
	
	
	
	
	

	2.07
	Are all the lights and fittings clean in working order and good repair?
	
	
	
	
	

	2.08
	Is the décor free from marks and tears?
	
	
	
	
	

	2.09
	Is the resident’s furniture in good repair?
	
	
	
	
	

	2.10
	Are chairs clean, free from debris and marks?
	
	
	
	
	

	[bookmark: _Hlk141692981]2.11
	Are all radiators, pipework, skirting boards, door / kick boards, door frames, handles and brass work clean and free from marks?
	
	
	
	
	

	
	Is all entertainment equipment working and free from marks?
	
	
	
	
	

	2.12
	Are the light and bell pull in good repair?
	
	
	
	
	

	2.13
	Are the sink, toilet and shower clean and free from marks, stains and scale?
	
	
	
	
	

	2.14
	Is the Ensuite free from clutter and stored items?
	
	
	
	
	

	2.15
	Is the carpet and Ensuite floor clean and free from marks and stains?
	
	
	
	
	

	2.16
	Are towels and flannels clean and in good repair?
	
	
	
	
	

	2.17
	Are stock of hand towels, toilet rolls and hand soap adequate?
	
	
	
	
	

	2.18
	Are the waste bins emptied and rubbish removed
	
	
	
	
	

	2.19
	Are all flowers and plants in good condition?
	
	
	
	
	

	Item
	Description
	Yes
	No
	NA
	If no what actions are in place to address?
	Date completed

	Section 3: Bathrooms, toilets, shower rooms, staff changing, hair salon and sluice rooms (check all)

	3.01
	Are all areas free from cobwebs / dust including ledges?
	
	
	
	
	

	3.02
	Is the room free from odours?
	
	
	
	
	

	3.03
	Are all windows clean and free from smears and marks?
	
	
	
	
	

	3.04
	Are all surfaces clean and free from buildup of residue?
	
	
	
	
	

	3.05
	Are mirrors and wall hangings clean and free from dust, smears and hanging straight?
	
	
	
	
	

	3.06
	Are all the lights and fittings clean in working order and good repair?
	
	
	
	
	

	3.07
	Is the décor free from marks and tears?
	
	
	
	
	

	3.08
	Are all fixtures and fittings clean and free from marks?
	
	
	
	
	

	3.09
	Are the light and bell pull in good repair?
	
	
	
	
	

	3.10
	Are the sink, toilet and shower clean and free from marks, stains and scale?
	
	
	
	
	

	3.11
	Is the area free from clutter and stored items?
	
	
	
	
	

	3.12
	Is the floor clean and free from marks and stains?
	
	
	
	
	

	3.13
	Are all radiators, pipework, skirting boards, door / kick boards, door frames, handles and brass work clean and free from marks?
	
	
	
	
	

	3.14
	Are there no resident personal belongs evident in any communal bathrooms, toilets or shower rooms?
	
	
	
	
	

	3.15
	Are stock of hand towels, toilet rolls and hand soap adequate?
	
	
	
	
	

	3.16
	Are the waste bins emptied and rubbish removed
	
	
	
	
	

	Section 4: All communal areas / offices / meeting rooms / care stations

	4.01
	Are all areas free from cobwebs / dust including ledges?
	
	
	
	
	

	4.02
	Are all areas the room free from odours?
	
	
	
	
	

	4.03
	Are all windows clean and free from smears and marks?
	
	
	
	
	

	4.04
	Are all soft furnishing clean and free from stains and marks?
	
	
	
	
	

	4.05
	Are all curtains / blinds clean, free from marks and stains and hung correctly
	
	
	
	
	

	4.06
	Are all surfaces clean and free from buildup of residue?
	
	
	
	
	

	4.07
	Are mirrors and wall hangings clean and free from dust, smears and hanging straight?
	
	
	
	
	

	4.08
	Are all the lights and fittings clean in working order and good repair?
	
	
	
	
	

	4.09
	Is the décor free from marks and tears?
	
	
	
	
	

	4.10
	Are all radiators, pipework, skirting boards, door / kick boards, door frames, handles and brass work clean and free from marks?
	
	
	
	
	

	4.11
	Is all entertainment equipment working and free from marks?
	
	
	
	
	

	4.12
	Are chairs / sofas clean, free from debris and marks?
	
	
	
	
	

	4.13
	Are all tables (including dining tables) clean, free from marks / crumb?
	
	
	
	
	

	4.14
	Are all table cloths and other linen fully ironed with no creases?
	
	
	
	
	

	4.15
	Are all chairs, tables set correctly, tidy and accessible?
	
	
	
	
	

	4.16
	Are all area free from clutter and stored items?
	
	
	
	
	

	4.17
	Are all carpet / flooring clean and free from marks and stains?

	
	
	
	
	

	Item
	Description
	Yes
	No
	NA
	If no what actions are in place to address?
	Date completed

	Section 4: All communal areas / offices / meeting rooms / care stations continued

	4.18
	Are the light and bell pull in good repair?
	
	
	
	
	

	4.19
	Are all hand gel dispensers adequately stocked?
	
	
	
	
	

	4.20
	Are the waste bins emptied and rubbish removed
	
	
	
	
	

	4.21
	Are all flowers and plants in good condition?
	
	
	
	
	

	4.22
	Are all magazines / newspapers / menus current and tidy?
	
	
	
	
	

	4.23
	Is the beverage area in reception clean, tidy and stocked correctly?
	
	
	
	
	

	4.24
	For offices and care stations are all computers / keyboards / screens / telephones / clean and free from dust?
	
	
	
	
	

	Section 5: Laundry

	5.01
	Is there a good flow of dirty to clean to prevent cross contamination?
	
	
	
	
	

	5.02
	Are all washing machines, tumble dryers, irons, drying cupboards clean and free from fluff, marks and scale?
	
	
	
	
	

	5.03
	Are soiled items received in red bags?
	
	
	
	
	

	5.04
	Are all items washed according to the care labels / guidance?
	
	
	
	
	

	5.05
	Are all doing systems working correctly?
	
	
	
	
	

	5.06
	Are all items marked with residents’ names and any un-named items are recorded correctly?
	
	
	
	
	

	5.07
	Are personal items returned to residents within 24hrs of going to the laundry? 
	
	
	
	
	

	5.08
	Are towels washed separately, folded when dry and put away?
	
	
	
	
	

	5.09
	Are the laundry trollies, baskets, bags and shelves clean?
	
	
	
	
	

	5.10
	Are the sinks clean and free from marks, stains and scale?
	
	
	
	
	

	5.11
	Is the area free from clutter and stored items?
	
	
	
	
	

	5.12
	Is the floor clean, free from marks and stains and in good repair?
	
	
	
	
	

	5.13
	Are all radiators, pipework, skirting boards, door / kick boards, door frames, handles and brass work clean and free from marks?
	
	
	
	
	

	5.14
	Are stock of hand towels and hand soap adequate?
	
	
	
	
	

	5.15
	Are the waste bins emptied and rubbish removed
	
	
	
	
	

	Section 6: Staffing

	6.01
	If you have had any temporary staff has a Temporary staff induction record been completed and a copy held on file?
	
	
	
	
	

	6.02
	If you have had any new staff members have they received full induction training
	
	
	
	
	

	6.03
	Is all mandatory training, supervisions and appraisals up to date?
	
	
	
	
	

	Item
	Additional Comments

	
	

	
	

	
	



	HSM / Head Housekeeper name and signature
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