	ACTION PLAN Staffroom 20XX

	Goal: Staffroom usable for staff



	Outcomes: All staff know the purpose of the staffroom. All keep it tidy.



	
	How/What
	When
	Who
	Outcome 
	Review

	
	Tidy staffroom

Paper/catalogues etc

Dishes

Fridge, food stored 

Microwave Waiting to use at lunch time, Investigate another microwave

Coffee machine

Children - Usage as part of their programme

Ice packs – kept in the sick bay fridge
	Daily

Put away in appropriate places

Each time used put in dishwasher

Items in more than a week storage, initial

Clean after usage

Check possibilities

Coffee machine users to clean

Daily/weekly
	All staff members

All staff members

All staff members

Person who owns food

Person who used it

LR

Machine users

TA, is there another place this could happen

Jenny & Children
	Staffroom tidy

Not papers etc

Scattered round the staffroom

No dishes on bench

No food that needs to be thrown out at the end of term

Clean microwave

Another microwave purchesed

Clean machine

Staffroom is only used by staff members

Staffroom fridge not used
	


