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Afternoon Dining Room Clean (1 hour)

Timeframe: 12pm-6pm
· Fill the napkin dispensers.

· Gather all the dishes from the dining room and place them in the dirty dish tubs.

· Check all the fruit in the fruit area and compost any that are rotten or molding.

· Empty and clean the crumb tray from the bottom of the toaster.

· Clean both the inside and outside of the microwave.

· Wipe off all the counters and tables in the dining room.  Don’t forget to clean under the cereal dispenser, under the fruit containers, and the area around the coffee maker.

· Clean the trays under the milk machine thoroughly.  Don’t leave crusty and dried milk anywhere on them.  Wipe off any splattered milk on the counters and on the milk machine. 

· Throw any old newspapers into the newspaper recycling bins.  Leave the current day’s newspaper in a neat stack on the dining room table.  DO NOT PILE OLD NEWSPAPERS ON THE FLOOR OR IN THE CORNER OF THE ROOM.  If you want, use a crate to store old newspapers, but recycle anything over two days old.
· Put away the clutter in the corners of the room.  Do not let clutter build up in the corners as they make good hiding places for mice.  If this means storing paper towels or moving stuff into the storage room, DO IT.

· Put all the chairs on the tables, and then sweep and mop the dining room using a solution of Score and water (the dispenser is located outside of the kitchen).
· When garbage cans are more than 3/4 full, bring out the trash and replace garbage bags.  Don’t forget to tie the bag tightly.  It might help to tie the bag’s end before putting it on the trash can. Dumpsters are located in the parking lot next to spot number one.
Afternoon Dish Clean (2.5 hours)

Timeframe: 12pm-6pm

· For half an hour, clean ONLY pots, pans, woks, tubs, and other cooking implements stored under the counter by the sinks.  
· Fill a sink 3/4 full with a sanitizer and tepid water solution (dispenser located directly above the sink located closest to the sanitizer).  Completely immerse cooking implements for 90 seconds. Then place them out to air dry and allow them at least 90 seconds to do so before putting them away.

· Check to see if all dishwashing components for the sanitizer are present. If any of the three components is missing, read directions for manual sanitizing below.
· Warm up the sanitizer by draining it first, and then running it empty until the temperature is between 130 and 140 degrees.  Make sure the plunger is hanging down in the drain next to the sanitizer.  Press the fill/start button to fill the sanitizer.  After it reaches the correct temp., the sanitizer is ready.

· In order for objects to be sanitized properly, everything must be placed so that the water (which comes from above and below) can touch every surface and drain off (e.g. three cutting boards stacked on top of each other or bowls left convex up, will not sanitize properly!!).  Don’t overload the sanitizer.  If you do, you’re probably not sanitizing properly and just wasting your time.
· *** For manual sanitation, fill a sink 3/4 full with a sanitizer and water solution (dispenser located directly above the sink located closest to the sanitizer).  Completely immerse dishes for 90 seconds. Then place them out to air dry and allow them at least 90 seconds to do so before putting them away.
· Wash and sanitize all the dishes, cups, and silverware.  DO NOT put wooden spoons or rolling pins in the sanitizer or in the tubs to soak.  If you do, the wood will break up.

· If you are using the machinery for sanitizing, as soon as it stops, pull out the dishes and let them air dry while prepping another set of dishes for sanitizing.  As the new load is being sanitized, put the recently sanitized and dried dishes away.  Knives go on the magnetic strips in the kitchen. Cooking utensils can go in either drawer under the kitchen work table.  Rectangular food servers, their lids, and cookie sheets are stored under the countertop by the sanitizer.  Big pots should be placed under the counter top by the rear sinks. Regular pots, pans, woks and strainers are hung above the work table.
· DO NOT STACK WET DISHES OR UTENSILS ON TOP OF EACH OTHER!!!!
· NOTE: In order to be up to Berkeley health code, all items must be stored at least six inches above the floor. Doing so also prevents rodents from hiding and living in dark and difficult-to-see places.
· Dump out the old water in the soaking bins, and refill them 3/4 to the top with hot, soapy water. 

· Drain the sanitizer by pulling up the plunger.

· At the end of the shift, spray around the sinks and the sanitizer to wash any food debris away.   NOTE: Food debris can only be washed into the first sink where there is a garbage disposal.  Absolutely no food waste should be washed down the other drains.
· Clean out all food traps at the end of the shift.
Afternoon Kitchen Clean (1 hour)

Timeframe: 12pm-4pm

· If food is defrosting in the kitchen, make sure it is defrosting in a bucket with COLD, RUNNING water.  This is required by the city of Berkeley’s Health Code.

· If food is left on the floor in sacks (e.g. flour, potatoes, etc.), put it away.  According to Health Code, no food should be left in sacks on the floor.

· Gather all the dirty pots, pans, utensils, and dishes and put them in their proper tubs (big pots and pans go under the counter).  DO NOT soak the big black woks or iron pans.

· Empty the trash cans in the kitchen when they are 3/4 full and replace the bag.  Don’t forget to tie the bag tightly.  It might help to tie the bag’s end before putting it on the trash can.

· Scrape the grill clean of any burnt-on food debris.  Don’t worry about using soap and water. Just use the scraper.

· If there is oil left over from deep-frying and it looks reusable, you should save it.  If it looks old, pour it into the grease recycling bin next to the stove under the sinks.  DO NOT LEAVE POTS/PANS FULL OF OIL ON THE BURNERS!  THIS IS A FIRE HAZARD!
· Wipe off all the counters in the kitchen using a small bucket of hot water with a splash of bleach in it.  This will kill germs.  Just watch out for your clothes!

· Remove the can opener on the island by lifting it up. Scrub the blade with soap and rinse it off.
· Take the non-slip mats outside and sweep.  Replace the mats when finished sweeping.
· Check the soap and paper towel dispensers.  Refill if necessary.  (The city of Berkeley does inspections on this and we always wind up failing in this area!)

· NOTE: Don’t hang the pot holders above the working table. It’s against the health code.

Basement Bathroom Clean (2 hours)

Timeframe: anytime
· Directions are posted in the basement bathroom.

Basement Clean (1.5 hours)

Timeframe: 10am-11pm

· Vacuum the stairway down to the basement.  It might be easier to use a broom for the staircase, but please clean up the mess afterward.

· Wipe down the 2 banisters leading to the basement with hot water.

· Sweep the entire floor including the landing of the stairs, the nook behind the stairs, the laundry room, and the hallway leading to the TV/study room.
· Pick up clothes off the floor of the laundry room and place them on top of the machines or in baskets.

· Take out the trash in the laundry room, and make sure there is no lint behind the washing machines and dryers. This is a fire hazard that we can be cited for.

· Bring any dishes and utensils in the basement proper, study room, and media room up to the kitchen.
· Organize and vacuum the study room and media room.  Throw out any excess trash lying around.
Brunch Cook (3 hours)

Timeframe: 9am-12pm

· WASH YOUR HANDS BEFORE COOKING and every time after you visit the bathroom, touch your hair, mouth, nose, etc.  To wash your hands properly you must scrub under your nails and scrub with soap for 20 seconds before rinsing with hot water.

· If you have a cut on your hands, you are required to wear gloves.  If you are very sick, you should not be preparing food.
· You will be asked by the Kitchen Manager(s) to submit menus for the brunches you are assigned to cook.  Turning these in is MANDATORY!  They ensure that the Kitchen Manager(s) will know what to order before your cooking day.  Make sure they are completed according to the schedule set by the Kitchen Manager(s).
· Post menus in the space designated by the Kitchen Managers.
· Prepare the brunch for Saturday morning.  Minimally, brunch should consist of eggs (scrambled, omelet, etc.), fruit (fruit salad, or prepared any other way), and some kind of grain (pancakes, waffles, or toast).  Plan for about 30-40 people.  More is always better than less.

· You should start cooking around 9:00 or 9:30am and put the food out by 12:00pm.
· Someone should call brunch: yell “BRUNCH!!!” loudly ON ALL FLOORS of the house.

· Put away unused ingredients and put any cooking utensils you used in their proper tubs.  Respect your fellow housemates; try not to leave too big of a mess for the kitchen clean folk.

· Start soaking all of the pots and pans after people are done with them, but do not soak the cast iron pans or woks because they will rust.
· Spend 10 minutes cleaning up after you’ve finished cooking.

Dessert Cook (1 hour)

Timeframe: by 11pm

· Prepare a dessert item for the night you are assigned your shift.  It can be whatever you want.

· When finished, soak all of the bowls, pots, and pans that you used as long as they aren’t the cast iron pans or woks.

· Put away any unused ingredients and put any cooking utensils you used in their proper tubs. 

· Give the Kitchen Manager(s) a list of ingredients that you will need at least a week ahead of time so that s/he can order it in advance.

· Put away any leftovers.

Dinner Cook (3.5 hours)

Timeframe: 4pm-7pm

· WASH YOUR HANDS BEFORE COOKING and every time after you visit the bathroom, touch your hair, mouth, nose, etc.  To wash your hands properly you must scrub under your nails and scrub with soap for 20 seconds before rinsing with hot water.

· If you have a cut on your hands, you are required to wear gloves.  If you are very sick, you should not be preparing food.
· You will be asked by the Kitchen Manager(s) to submit menus for the nights you are assigned to cook.  Turning these in is MANDATORY!  They ensure that the Kitchen Manager(s) will know what to order before your cooking day.  Make sure they are completed according to the schedule set by the Kitchen Manager(s).  
· Post menus in the space designated by the Kitchen Managers.

· Prepare the meal for the night you are assigned to cook.  Each meal must include at least one vegan AND one vegetarian entrée.  Plan for about 40-50 people.  More is always better than less.

· Start cooking at 4:00 pm and put the food out by 7:00 pm.

· Someone should call dinner: yell “DINNER!!!” ON ALL FLOORS of the house.

· Before you put the food out, make Late Plates for those who request them.  Place them on the TOP SHELF of the left refrigerator (the Health Inspector of the city of Berkeley has asked us to do this before).

· Put away unused ingredients and put any cooking utensils you used in their proper tubs. Store unused canned ingredients properly by pouring the food into a plastic container and covering it with a lid and labeling it with the day on which it was opened. 

· Take apart the food processor/blender/mixer if you used it, and soak the removable parts.  Respect your fellow housemates; try not to leave too big of a mess for the kitchen clean folk.  NOTE: If an unmanageable mess is reported by one of the kitchen cleaners, you will be docked 0.5 hours!
· Start soaking all of the pots and pans after people are done with them (do not soak the cast iron pans or woks because they will rust).

· NOTE: If you defrost meat, you must do it according to the city of Berkeley’s Health Code. Under this code, there are only four ways to defrost meat properly:

1. Defrost by soaking frozen meat in a container under COLD, RUNNING water.

2. Defrost by placing the meat on a tray on the BOTTOM SHELF of the refrigerator.

3. Defrost by microwaving and immediately using afterward.

4. Defrost directly on the stove by cooking frozen.

· Defrosting meat in any other way is considered a health hazard, and if we’re caught by the city of Berkeley defrosting any other way we get fined.
· Spend at least 10 minutes cleaning up after you’ve finished cooking.
Dish Collector (0.5 hours)

Timeframe: 10am-6pm
· Roam around the house and collect dishes in common areas.  Put them in the appropriate bins in the kitchen by the dishwashing sink.

· Knock on people’s doors to see if there are any dishes in their rooms. If so, bring them downstairs and place them in the dirty dish bins.
Evening Dining Room Clean (1 hour)

Timeframe: 8pm-11pm
· Fill the napkin dispensers.

· Gather all the dishes from the dining room and place them in the dirty dish tubs.

· Check all the fruit in the fruit area and compost any that are rotten or molding.

· Empty and clean the crumb tray from the bottom of the toaster.

· Clean both the inside and outside of the microwave.

· Wipe off all the counters and tables in the dining room.  Don’t forget to clean under the cereal dispenser, under the fruit containers, and the area around the coffee maker.

· Clean the trays under the milk machine thoroughly.  Don’t leave crusty and dried milk anywhere on them.  Wipe off any splattered milk on the counters and on the milk machine. 

· Throw any old newspapers into the newspaper recycling bins.  Leave the current day’s newspaper in a neat stack on the dining room table.  DO NOT PILE OLD NEWSPAPERS ON THE FLOOR OR IN THE CORNER OF THE ROOM.  If you want, use a crate to store old newspapers, but recycle anything over two days old.
· Put away the clutter in the corners of the room.  Do not let clutter build up in the corners as they make good hiding places for mice.  If this means storing paper towels or moving stuff into the storage room, DO IT.

· Put all the chairs on the tables, and then sweep and mop the dining room using a solution of Score and water (the dispenser is located outside of the kitchen).
· When garbage cans are more than 3/4 full, bring out the trash and replace garbage bags.  Don’t forget to tie the bag tightly.  It might help to tie the bag’s end before putting it on the trash can. Dumpsters are located in the parking lot next to spot number one.
Evening Kitchen Clean (1.5 hours)

Timeframe: 8pm-11pm

· Leave me a note if the cooks leave a huge mess. You’ll get an extra 0.5 hours if you have to clean up after them.
· If, for some strange reason, food is defrosting in the kitchen at this time of the evening, make sure it is defrosting in a bucket with COLD, RUNNING water.  This is required by the city of Berkeley’s Health Code.

· If food is left on the floor in sacks (e.g. flour, potatoes, etc.), put it away.  According to Health Code, no food should be left in sacks on the floor.

· Gather all the dirty pots, pans, utensils, and dishes and put them in their proper tubs (big pots and pans go under the counter).  DO NOT soak the big black woks or iron pans.

· Empty the trash cans in the kitchen when they are 3/4 full and replace the bag.  Don’t forget to tie the bag tightly.  It might help to tie the bag’s end before putting it on the trash can.

· Use either Comet or a mixture of Shacklee’s and water (only a few drops of Shacklee’s is necessary to get the job done) to clean the sink by the back door and the stove, and splash a little bleach on the sewer drain (under the sinks by the stove).  Failure to do the drain part will result in the loss of 0.5 hours. 

· Scrape the grill clean of any burnt-on food debris.  Don’t worry about using soap and water. Just use the scraper.

· If there is oil left over from deep-frying and it looks reusable, you should save it.  If it looks old, pour it into the grease recycling bin next to the stove under the sinks.  DO NOT LEAVE POTS/PANS FULL OF OIL ON THE BURNERS!  THIS IS A FIRE HAZARD!

· Wipe off all the counters in the kitchen using a small bucket of hot water with a splash of bleach in it.  This will kill germs.  Just watch out for your clothes!

· Remove the can opener on the island by lifting it up. Scrub the blade with soap and rinse it off.
· Take the non-slip mats outside and sweep.

· Mop the floor using hot water and bleach (a concentration of approximately 5-10% bleach) or Score.  Don’t forget to mop underneath the stove and counters and in the corners!! 
· After the floor dries, bring the non-slip mats back in.  Placement of mats should be noted: two by the dishwashing sinks, one on each side of the island, one by the stove, and one by the back sink.

· Check the soap and paper towel dispensers.  Refill if necessary.  (The city of Berkeley does inspections on this and we always wind up failing in this area!)
· NOTE: Don’t hang the pot holders above the working table. It’s against the health code.
Exhaust Vent Clean (0.5 hours)

Timeframe: 10am-11pm

· Remove the four panels from the exhaust vent in the kitchen above the stove.  Start with one of the center panels (it’s easier this way).  Lift the panel up by the wire handles. The panel should slide up and come out easily.  Repeat for all four panels. 

· Sanitize each panel individually in the sanitizer.  To use the sanitizer, first make sure the stop plunger is in the drain.  Then fill and run the sanitizer with nothing in it until the temperature reaches 130 to 140 degrees.  To fill/start the sanitizer, close the sanitizer and hold down the fill button until the water level is right. Then press the start button.

· When you are completely done sanitizing all four panels, drain the sanitizer.

· Replace the paneling, starting with the two panels at both side ends.  The panel lines should run vertical, not horizontal.

First Floor/Foyer Clean (1.5 hours)

Timeframe: 10am-11pm

· Clean up the living room: bring dishes and cups to the kitchen, throw away trash, organize things on tables, and arrange the sofa pillows nicely.  Clean under the sofa pillows once in a while, too. You never know what treasures are waiting to be found!
· Vacuum the living room.  Pick one window and wipe it off with Windex.

· Clean up the foyer.  Remove anything that doesn’t belong there (e.g. cups, random clothes, etc).  This area should look neat and be free of clutter.

· Clean the area near the mailboxes by recycling/throwing away anything on the floor, on top of the mailboxes, and on the phone shelf (e.g. old phone books, dropped junk mail, random paper, cups, etc.) This area should be free of clutter.

· Sweep and mop the entire foyer, including the mailbox area.
· Wipe down the outside of the ice machine with warm soapy water to kill germs.  Wash and sanitize the ice scooper as well.

First Floor Bathroom/Oasis Clean (1 hour)

Timeframe: 10am-11pm

· Clean the first floor bathroom:

· Scrub the sink with a 1% bleach solution.

· Scrub the entire toilet with water and bleach or Score, and use a solution of Shacklee’s (only a few drops are necessary) and water to clean the inside of the toilet bowl.

· Scrub down the wall behind the toilet.
· Clean the mirror with Windex.

· Sweep and mop the bathroom.

· If the trash is 3/4 full, take it out and replace the bag.  Compost paper towels in the bin outside.
· Lastly, make sure there are at least three rolls of toilet paper on the toilet, and refill the soap (with the PINK hand lotion soap!) and paper towel dispensers.
· NOTE: If the bathroom is not cleaned up to standards, 0.5 hrs will be deducted.
· Tidy up and vacuum the Oasis.
Fridge/Freezer Cleans (1 hour each)

Timeframe: by 11pm

· Take everything out of the fridges/freezer.

· Wipe off all the shelves with a cleaning solution of water and a little tiny splash of bleach (if you are cleaning the freezer, hot water alone will suffice), making sure that the bottoms are cleaned especially well.  There should be no visible liquid (esp. blood) or dried food on either the shelves or the bottom of the fridge/freezer.
· Wipe off the walls of the refrigerator/freezer, including the inside of the doors and the outside handles.

· After cleaning, replace the food and organize it according to the labels on the fridge/freezer door.  The reason for the labels is to reduce food contamination.
· For food safety reasons, ready-to-eat foods (late plates, sliced meats and cheese, etc.) should go on top, with containers and veggies under that, and raw meats at the very bottom, which must be stored in baking pans.  The idea is to reduce cross-contamination (meat could drip onto lower shelves, contaminating food that has already been prepared).

· Also, placement of food helps us save money by making sure we use the older stuff first.  By putting food that expires sooner near the front, that gets used first.  Open dairy containers (e.g. yogurt, butter, sour cream, etc.) should be placed in the front so that they are easier to reach.  Place unopened containers and containers with later expiration dates in the back of the fridge. 

· Cover any food that is left uncovered.

· Canned foods cannot be stored in the cans they came in because they become toxic.  If you find any canned foods left open in the refrigerator, put the contents in a plastic container only if you think it has been there for less than a day.  Otherwise, throw it out.

· Throw out/compost anything that is rotten, molding, or smelling funny.  This will decrease clutter of inedible foods in the fridges.  If you’re ever questioning whether or not to throw something out, a good rule of thumb is if you wouldn’t eat it, chances are nobody else will either, so compost it!

· Personal foods can be left for three weeks or more.  If the personal foods section is getting crowded, it’s okay to throw old personal food out, but give people fair warning.  Place a sign on the outside of the fridge so that people can write you a note if they want you to not throw out their food.

Hot Tub Manager (3 hours)

Timeframe: at least once a week; other duties as necessary
· There are many different steps to cleaning the hot tub.  Some are done weekly, others are done monthly.  Please read the “Guide to Spa Care and Water Testing” pamphlet and the “Spa Owner’s Manual” and receive training from an older house member before cleaning the hot tub.
· EVERY WEEK the water in the hot tub needs to be tested with different strip testers to see which chemicals are needed.  Test the water weekly and put the appropriate chemicals into the water as needed.

· It is your responsibility to purchase spa chemicals, which can be purchased at 5327 Jacuzzi, in the city of Richmond.  The house will reimburse you.  If you don’t have a car or can’t get there, ask around.  The Workshift Manager can give hours to those who assist you.

· Once or twice a week, clean the filter and intake jet covers.  If these areas get clogged, it leads to low water pressure in the water jets.

· Drain the hot tub every 1.5 to 2 months or as needed.  Don’t do this more often as heating such a large amount of cold water puts stress on the hot tub’s heating unit.

· It is your responsibility to contact the repair people (1-800-600-5547) should any repairs need to be done on the hot tub.

· Also, if you happen to see the hot tub cover off with nobody using it, the hot tub needs to be covered.

Intensive Stove/Oven Clean (2 hours)

Timeframe: 8pm-11pm

· Take off the burners.  Soak them in soapy water for no longer than half an hour.  Wash off the soap and scrub the burners by using a steel wool/metal sponge.  This will scrape off any remaining food debris.  Replace the burners.

· Clean the griddle by first spreading oil all over it.  Heat the oil by turning on all the burners.  After the griddle gets sufficiently hot, turn off the burners and let it cool.  Then use the screen and scrubber (that greasy thing with the handle) to clean the surface of the griddle.  There should be a griddle pad between the screen and handle.

· Be patient!  Cleaning a griddle takes a lot of downward force and muscle.  Ideally, nothing should be left black except for the one inch border along the back (it’s hard to clean back there).

· If the griddle is especially burned or if you’re having a problem spot, use the black brick to scrub the surface.  This will introduce little brick bits that increase friction and aid in cleaning.  Do not use steel wool, oven cleaning chemicals, or any other cleaning aids on the griddle.  This will damage the griddle.

· When you have made as much of the griddle as possible shiny and clean, scrape the black oily residue into the drain, and, using a finger or a spoon, push as much of the grease/food debris into the hole as possible, making it fall into the oil pan below.

· Empty the oil pan under the griddle into the grease bucket.  Replace the foil on the tray.  Wash the oil pan with a little soap and water and put it back on top of the tray.  On the burner side, pull out the tray that catches food and replace the foil.  Make sure that the fresh foil is flat on the tray. Otherwise, it will catch on something and crumple up.

· Clean out the oven by wiping off grease and burnt-on food from the metal shelves, walls, floor, and door.  Reline the bottom of the oven with foil.

· Wipe down the back of the stove, grill, and the front of the oven to remove old grease.
· Clean the inside of the oven. This entails scrubbing off the various oven racks and disposing of any chunks of burnt food, crusty foil, or other random “stuff” you may find.
· If the foil lining the bottom of the oven is covered with grease and gross-looking, replace it.
Intensive Kitchen Clean (2 hours)

Timeframe: anytime

· NOTE: This shift involves more detailed and thorough cleaning of the kitchen than the regular Kitchen Clean.  There isn’t a set schedule, but the gist of it is that you will clean some part of the kitchen intensely (hence the name).
· A day or two before starting this shift, speak with the Kitchen Manager(s) and Workshift Manager about what specific jobs need to be done.  The required tasks will most likely vary on a weekly basis.
· The Kitchen and Workshift Managers will work with you to make sure you’ve done a good job, and also to make sure you don’t have too much to do in any given week.  You will sign out of the shift with one of them.

· If tasks other than those given by Kitchen or Workshift Manager need to be done, finish as much as possible in the remaining time for the workshift.
· This workshift is very important because every part of the kitchen needs to stay sanitary in order to ensure safe cooking conditions, as well as passing kitchen inspections from the City of Berkeley.
Kitchen Clutter Clean Up (0.5 hours)

Timeframe: 8pm-11pm

· Organize the pots and pan and storage areas throughout the kitchen.

· Straighten up the food processors, blenders, and other cooking utensils located near the back sinks.

· Clean up and organize the shelf with oils and sauces on it.  If there is excess oil spilled on the shelf, wipe it up with a sponge and some warm water.
· Organize the cleaning supplies located under the back sinks.

· Berkeley Health Code states that nothing is to be stored less than SIX INCHES above the floor. If things are stored on the floor, place them on shelves or in other storage areas. Speak to the Kitchen and Maintenance Managers if more shelving or storage space needs to be installed.
Mail Sort (1.5 hours)

Timeframe: Mon-Sat afternoons by 6pm
· Sort the mail into the appropriate mailboxes.

· Forward misdirected mail (if a forwarding address is left) by crossing out the recipient address and writing “FORWARD TO [the new address]” on the front in red.  You can place this mail in a stack (with a rubber band to tie it together) in our mailbox or dump it in the mailbox across the street.

· Don’t bother forwarding junk mail. Just recycle it.  If a person frequently gets mail and comes to pick it up, make a special box for them.

· If the old resident is still living in a co-op, the mail can be sent to C.O., and they will redistribute it.

· Check the foyer to see if there are notes regarding who to give old members’ mail to.  If so, distribute it into the appropriate boxes.

· Throw away any old mail that has not been claimed.

· Keep a list of forwarding addresses.  Ask the House Manager to help you out with this.

Massage Stud/Mistress (1 hour)

Timeframe: any time; by appointment
· Massage members of the house BY APPOINTMENT ONLY.

· Keep and maintain a sign-up sheet for massages.  This sheet should record day the massage was given, the length of the massage, and the signature of the person massaged.

· Turn this sheet into the Workshift Manager once a week.

· You are only required to do 1 hour of massage per week, but you can do more with prior approval from the Workshift Manager.
Non-Perishables Put-Away (0.5 hours)

Timeframe: T/Th 2pm-5pm, ASAP

· Toilet paper, napkins, and paper towels should be stored in the cabinet underneath the milk machine or underneath one of the serving tables in the dining room. 

· Kitchen/bathroom cleaning products (liquid detergent, Shacklee’s, ammonia, Score, bleach, etc.) should go on the top shelf near the dishwashing area or under the sink by the door leading to the balcony.  Laundry detergent goes downstairs in the laundry room, and sanitizer materials can be stored under the sink by the sanitizer.

· Make sure to put each item in its designated storage space.  Ask the Kitchen Manager(s) if you are unclear as to where something is supposed to go.

· Break down boxes brought in by the delivery and take them to the recycling area in the lobby.
Outside Clean (2 hours)

Timeframe: by sunset

· Start by sweeping off the front porch, stairs, walkway, the sidewalk in front of the house, and the ramp leading to the porch.  Don’t forget to clean out the stuff underneath and behind the sofa.  Also check under the sofa pillows.  
· Don’t just sweep the dirt into the street; use a dustpan and garbage bag and dispose of it in a garbage can.  If I find you sweeping dirt into our garden, I will fine you 0.5 hrs.  For that matter, DO NOT TOUCH THE GARDEN AT ALL!!!
· Bring any cups, plates, or utensils left outside back into the kitchen.
· Pick up stray trash around the front of the house by the curb, on the sidewalk, on our porch, etc.  Also, pick up any trash by the dumpsters, in our parking lot, and most importantly, by the hot tub.
· Sweep debris out of the covered parking spaces, and throw away any trash blown into those spaces.  Don’t forget the covered hallway leading into the basement.

· Rake up leaves in the parking lot.  Make sure there are no leaves covering the metal grid located at the far end of the parking lot, near the driveway.  Sweep the leaves into piles and save them for Xylar’s compost.  Ask him where he would like the leaves stored.
· Neatly arrange the furniture on the balcony. If there are extra chairs or pieces of furniture that don’t belong there or are obstructing pathways, bring them inside or store them in an appropriate location.

· Empty the bucket of cigarette butts into one of the garbage cans in the house.
· Sweep all parts of the balcony, including the mop and broom storage area, behind the couches, and the stairs by the kitchen door. Don’t just sweep the dirt into the parking lot; use a dustpan and garbage bag and dispose of it in a garbage can.
· Inform the Workshift Manager with a note if there is clutter like boxes, furniture, or garbage (fire hazards) that needs to be moved.
· If you want to make the outside of our house sparkle, you can mop our porch, hose down our walkway/sidewalks, or wash the welcome mat by hanging it over the railing and spraying water on it and leaving it there to dry.
Pantry and Metro-Shelf Clean (0.5 hours)

Timeframe: by 11pm
· Remove all items from the bread and tea cabinets and wire metro-shelves, and wipe everything off. 

· Check for molding bread/bagels and rotting fruit. Throw them into the compost bin if you find anything.

· Compost any little pieces of bread left in empty bags. Recycle the bags.

· Replace and reorganize everything.  Restock the breads as necessary. 

· Request bread/fruit (on the food request board) if the house is low on either of these.

Perishables Put-Away (0.5 hours)

Timeframe: M/W/F 2pm-5pm, ASAP

· It is imperative that perishable foods be put away as soon as possible.
· This is an “on the spot” shift, meaning it is done as soon as you notice that food has arrived.
· Put dates on sliced meat and cheese and place them in their respective bins in the refrigerator.

· Other meats should be placed on a sheet or in a pan at the bottom of the freezer (city of Berkeley Health code).

· Put potatoes, onions, and garlic in the kitchen under the island.  Put away other veggies in the fridge on the right next to like veggies (e.g. bell peppers next to bell peppers).  Put new ones in the BACK so the older ones are in front and get used first.

· Take fruit out of their bags and put them in the fruit bins.  When you do this, check for rotten/molding fruits and compost them!

· Check the metro-shelf for bread.  If it’s almost empty, bread should be stored there; if it’s full, extra bread gets stored in the freezer.

· If any order lists are left from delivery, please tack them to the space designated by the Kitchen Managers.
· Break down boxes brought in by the delivery and take them to the recycling area in the lobby.

Pre-Dinner Dish Clean (0.5 hours)

Timeframe: 6pm-7pm

· This workshift was created to help ensure that there are enough clean dishes for dinner.  The idea is to clean only plates, bowls, cups, and silverware.  See the description for Afternoon Dish Clean for details on using the sanitizer.

Second Floor Clean (1 hour)

Timeframe: 10am-11pm

· Bring any dishes or cups back to the kitchen.

· Vacuum both the front and back stairways up to the landing of the third floor and down to the first floor.  It might be easier to use a broom for the stairs, but remember to sweep up the mess afterward.  Don’t forget to do the landing at the bottom of the back staircase!  
· Wipe down all 6 banisters between the 1st floor and the 2nd floor (front and back staircases).
· Dust and wipe down all window sills for the aforementioned staircases.
· Vacuum the second floor.
· Using Windex, wash the windows on the second floor, including the stairwell windows.

· Inform the Workshift Manager with a note if there is hallway clutter like boxes, furniture or garbage (fire hazards) that needs to be moved.
· Make sure to use attachments to get rid of dust and dirt in hard to reach places and corners.
Security (1.5 hours)

Timeframe: after 1am

· Make sure ALL the doors leading into the house are locked.  This includes doors in the basement, first floor, and roof.  Don’t forget to check the kitchen’s back doors, the balcony doors in the living room, and the door at the bottom of the back staircase.

· Make sure ALL the windows on the first floor and staircases are closed.  If there are sticks available, use them to “lock” the windows shut.

· Sign out nightly by crossing off the appropriate date on the calendar located next to the Workshift Manager’s door.
Tag Team Dinner Dish Clean (2 hours)

Timeframe: 8pm-11pm, Dinner Put-Away by 9:30pm

· Put away dinner leftovers by 9:30pm at the latest.  The clear plastic tubs are great because they have lids.  If there’s only a small amount of food left, you can put it all on a plate and use plastic wrap to keep it fresh. Label all food with the date it was cooked and whether dishes are vegan, vegetarian, or meat. If any food is left out after 9:30pm, you will be docked 0.5 hrs.  Any food left out past 9:30 MUST be thrown away!
· For half an hour, clean ONLY pots, pans, woks, tubs, and other cooking implements stored under the counter by the sinks.  
· Fill a sink 3/4 full with a sanitizer and tepid water solution (dispenser located directly above the sink located closest to the sanitizer).  Completely immerse cooking implements for 90 seconds. Then place them out to air dry and allow them at least 90 seconds to do so before putting them away.

· Check to see if all dishwashing components for the sanitizer are present. If any of the three components is missing, read the directions for manual sanitizing below.
· Warm up the sanitizer by draining it first, and then running it empty until the temperature is between 130 and 140 degrees.  Make sure the plunger is hanging down in the drain next to the sanitizer.  Press the fill/start button to fill the sanitizer.  After it reaches the correct temp., the sanitizer is ready.

· In order for objects to be sanitized properly, everything must be placed so that the water (which comes from above and below) can touch every surface and drain off (e.g. three cutting boards stacked on top of each other or bowls left convex up, will not sanitize properly!!).  Don’t overload the sanitizer.  If you do, you’re probably not sanitizing properly and just wasting your time.
· *** For manual sanitation, fill a sink 3/4 full with a sanitizer and water solution (dispenser located directly above the sink located closest to the sanitizer).  Completely immerse dishes for 90 seconds. Then place them out to air dry and allow them at least 90 seconds to do so before putting them away.
· Wash and sanitize all the dishes, cups, and silverware.  DO NOT put wooden spoons or rolling pins in the sanitizer or in the tubs to soak.  If you do, the wood will break up.

· If you are using the machinery for sanitizing, as soon as it stops, pull out the dishes and let them air dry while prepping another set of dishes for sanitizing.  As the new load is being sanitized, put the recently sanitized and dried dishes away.  Knives go on the magnetic strips in the kitchen. Cooking utensils can go in either drawer under the kitchen work table.  Rectangular food servers, their lids, and cookie sheets are stored under the countertop by the sanitizer.  Big pots should be placed under the counter top by the rear sinks. Regular pots, pans, woks and strainers are hung above the work table.

· DO NOT STACK WET DISHES OR UTENSILS ON TOP OF EACH OTHER!!!!
· NOTE: In order to be up to Berkeley health code, all items must be stored at least six inches above the floor. Doing so also prevents rodents from hiding and living in dark and difficult-to-see places.
· Dump out the old water in the soaking bins, and refill them 3/4 to the top with hot, soapy water. 

· Drain the sanitizer by pulling up the plunger.

· At the end of the shift, spray around the sinks and the sanitizer to wash any food debris away.   NOTE: Food debris can only be washed into the first sink where there is a garbage disposal.  Absolutely no food waste should be washed down the other drains.
· Clean out all food traps at the end of the shift.
Third Floor/Roof Clean (1 hour)

Timeframe: 10am-11pm

· Pick up the trash on the roof, including stray bottle caps, cigarette butts, etc.

· Remove any chairs or tables left on the roof.  If they are left there, they will eventually sink into the roof and destroy it!

· Vacuum both stairways up to the roof, and don’t forget the landings at the top of the staircases.  It might be easier to use a broom, but please clean up the mess afterward.

· Wipe down all 6 banisters between the 2nd and 3rd floors (front and back staircases).
· Dust and wipe down all window sills for the aforementioned staircases.
· Vacuum the third floor.

· Using Windex, wash the windows on the third floor, including the stairwell windows.

· Inform the Workshift Manager with a note if there is hallway clutter like boxes, furniture or garbage (fire hazards) that needs to be moved.
· Make sure to use attachments to get rid of dust and dirt in hard to reach places and corners.

Waste Reduction Manager (5 hours)

Timeframe: after 8pm

· Monday night: newspapers and cans/bottles/plastic
· Wednesday night: mixed paper and Berkeley Worms compost
· Take out all the recycling in the house. This includes all blue bins in the lobby, dining room, and at the end of the halls on the 2nd and 3rd floors.
· Empty the small round bins into the large square bins outside and roll the large bins to the curb. NOTE: The recycling folks take out cardboard bins on their own on Wednesday mornings.  Place all cardboard in it by Tuesday night.
· After the large bins are emptied, return them to the north side of the house (the side next to the dining room and kitchen).
· Put the small round bins back on the 2nd and 3rd floors!
· Flatten all cardboard in the lobby and take it to the blue dumpster in the parking lot.
· Once a month, wash out all recycling bins. Hose them down, and add a splash of bleach inside. Make sure they don’t smell and are relatively clean.
· Empty out ALL compost bins on a nightly basis.
· Berkeley Worms picks up compost on Thursdays, so on Wednesday night roll the large bin out to the curb. On Thursday, return it to the side of the house.
· Every other day wash out and scrub the inside of the small compost bins. They get nasty really quickly and need to stay clean. This is very important so that food doesn’t build up and attract fruit flies.
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