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Barbecues and Outdoor Associated Areas  D W M Q B A 

Check barbecue area daily, clean barbecue as necessary   X     

Check general area, pick up litter, empty the rubbish bin 
and tidy area 

X      

Check barbecue controls  X      

Clean/replace barbecue drip trays/fat bins  X     

De-web, dust, hose and clean accessible areas of 
barbecue enclosure 

  X    

Sweep/mop and clean barbecue floor areas   X     

Clean tables, benches and associated furniture with 
suitable cleaning products 

X      

Polish all stainless steel with a suitable protective product  X     

 

Management Administrative Services D W M Q B A 

Accompany Body Corporate/Committee Representative on 
regular complex inspections 

  X    

Assist in the preparation of the Administrative and Sinking 
Fund budgets for the next financial year 

     X 

Check the fire alarm system panel and report any faults X      

Attend Committee, extraordinary and annual general 
meetings 

   X   

Be able to liaise with Committee and attend to common 
property issues 

 X     

Carry out regular complex inspections   X    

Maintain a log of any security issues and by-law breaches 
and report to the body corporate 

 X     

Maintain office reception/staffing to handle all body 
corporate issues, including authorizing of accounts on 
behalf of the body corporate  

 X     
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Management Administrative Services D W M Q B A 

Monitor the observance of the by-laws by those using the 
common property (combine with general cleaning duties) 

X      

Advise residents/tenants regarding the use of the building 
or changes in policies implemented by the committee 

  X    

Arrange quotations as requested by the committee   X    

Maintain a repair book noting all items requiring attention 
or reference to the body corporate 

  X    

Check and endorse accounts on behalf of the body 
corporate 

  X    

Order, purchase and collect consumables for common 
property requirements 

  X    

Provide assistance on all insurance matters and claims on 
behalf of the body corporate 

     X 

Submit invoice for reimbursement of out-of-pocket 
expenses 

  X    

Maintain a register of body corporate assets and 
equipment 

    X  

Provide access and accompany all utility requiring access 
to the common property 

 X     

Prepare the quarterly manager's report which will include 
the condition and integrity of the common property 

   X   

Provide assistance to all emergency authorities    X    

Identify building maintenance issues and report to the 
Committee 

  X    

 

Infrastructure Services D W M Q B A 

Arrange the thermoscan of all electrical switchboards 
(AS/NZS 3000) 

     X 

Provide access and ensure the recording of the 
maintenance of air supply and exhaust fans 

  X    

Arrange and supervise the servicing of all car park sliding 
gates and roller doors 

     X 
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Infrastructure Services D W M Q B A 

Provide access and ensure the recording of the testing and 
tagging of common property electrical cords 

     X 

Provide access and ensure the recording of the testing of 
fire hose reels & extinguishers 

    X  

Provide access and ensure the recording of the 
maintenance of the pool heat pump 

    X  

Arrange and supervise a Certificate of Compliance for 
swimming pool 

     X 

Obtain and retain on file all Certificates of Registration for 
registered plant and equipment 

     X 

Provide access and ensure the recording of the inspection 
and maintenance of unit entry doors 

     X 

Maintain a register of the building's plans and 
specifications 

   X   

Provide access and ensure the recording of the 
maintenance and servicing of the car park ventilation 

    X  

Provide access and ensure the recording of the 
maintenance and testing of all fire doors and self-closers 

    X  

Provide access and ensure the recording of the 
maintenance and testing of fire hydrants (landing valves) 

    X  

Provide access and ensure the recording of the 
maintenance and testing of fire indicator panels and fire 
pumps 

  X    

Provide access and ensure the recording of the 
maintenance and testing of the smoke alarms, emergency 
and exit lighting 

    X  

Monitor, arrange and supervise the professional servicing 
of the common property hot water systems 

  X    

Provide access and ensure the recording of the 
maintenance of the high-rise pumps, jacking pumps and 
water tank 

    X  

Obtain a Certificate of Compliance from the fire services 
contractor, make available on demand 

     X 

Provide access and ensure the recording of the operation 
and maintenance of the passenger lifts 

   X   

Provide access and ensure the recording of the testing of 
fire alarm systems – thermal and smoke detectors 

     X 

Provide access and ensure the cleaning of the garbage 
chute 

     X 
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Car Parks, Driveways and Entrances D W M Q B A 

Arrange and supervise the cleaning/pressure cleaning of 
car parks  

    X  

Blower vac/sweep all driveways/roadways  X     

Blower vac/sweep/hose and clean car park entrance   X     

Check the car parks are kept clear of excess items   X    

Check the operation of automatic car park doors/gates, 
organise repairs as necessary 

X      

Clean all basement drains and gutters  X     

Clean all entry/exit gates to complex    X   

Mop/clean the lift foyer area X      

Clean oil and grease stains from all common areas and 
driveways 

 X     

Clear litter from entrances, driveways and car park areas X      

De-web accessible lights, visible pipe work and brackets   X    

Monitor regularly all residents and visitor’s vehicle parking 
and security (combine with rubbish walkthrough) 

X      

Sweep emergency exit stairs from basement car parking 
areas 

 X     

 

Emergency and Evacuation D W M Q B A 

Check building emergency evacuation signage, update as 
required (as per Building Fire Safety Regulations 2008) 

   X   

Complete building evacuation procedures and review 
evacuation plan (as per Building Fire Safety Regulations 
2008) 

     X 
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Entrances, Lifts and Lifts D W M Q B A 

Clean the internals of all lifts and associated external 
areas, polish doors (three times weekly) 

 X     

Vacuum/mop the lift floor areas and spot clean all glass 
areas 

X      

Carry out comprehensive clean of the glass entry doors 
and associated areas 

 X     

Pickup rubbish, sweep/mop the external waiting area, 
check intercom system is operational 

X      

Clean all marks and spots from walls  X     

Spot clean glass entry doors X      

Sweep/mop/vacuum and clean entry foyer X      

 

Common Area Toilets & Shower D W M Q B A 

Spot check toilet, clean and replenish consumables as 
necessary  

X      

Wipe over doors and door handles, partitions and light 
switches 

 X     

Clean hand basins, taps, mirrors and all associated areas X      

Wipe over walls and fittings in the shower and clean the 
floor and door areas 

 X     

Disinfect sinks and toilets X      

De-web, wipe down and clean all wall areas  X     

Mop and disinfect all tiled floors X      
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Fire Escape Doors, Stairs and Landings D W M Q B A 

Check all access doors, arrange specialist repairs when 
necessary 

  X    

Check fire escape stairs and landings, pick up litter, spot 
clean/deweb as necessary 

 X     

Sweep and clean fire escape stairs and landings   X    

Wipe down all handrails and balustrades   X    

 

General Areas D W M Q B A 

Check, sweep and clean the fire and pump equipment 
room 

  X    

Check, sweep and clean the main switchboard room   X    

Check all fences and retaining walls for damage/defects 
and graffiti (combine with security check) 

 X     

Inspect accessible roof top areas and ensure drains are 
clear and rubbish removed, check exhaust fans and body 
corporate infrastructure for correct operation 

  X    
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Lawns, Gardens and Pathways D W M Q B A 

Check all garden, pathway and roadside areas, pick up 
litter & plant debris and dispose 

X      

Check all gardens to remove build-up of leaf litter   X    

Check and maintain the operation of the garden irrigation 
system (When operational) 

 X     

Sweep/hose/mop all pathways   X     

Check and ensure the lawn/garden drains are clear   X    

Hand fertilise all gardens, plants, shrubs and palms    X   

Hand water potted plants and gardens not covered by the 
sprinkler system (30 times per year) 

 X     

Carry out seasonal pruning and thinning of trees and 
shrubs 

   X   

Replace/replant damage plants, shrubs, trees etc.      X 

Replace damaged sections of turf as necessary      X  

Spray all plants, shrubs, trees, lawns for pests, diseases 
and the eradication of bindii and clover 

   X   

Arrange and supervise the mulching of the gardens as 
directed by the committee 

     X 

Spray and control weeds on all common area pathways 
and gardens 

  X    

Fertilise and weed spray all common property lawns     X  

Mow all common property lawns/roadside strips and trim 
edges on a frequency of 42 times per year (weekly in 
summer, fortnightly in winter) 

 X     

Trim and shape all trees and shrubs, clean up and dispose 
of rubbish 

  X    

Weed all common garden areas (all gardens to be 
progressively weeded over the month) 

  X    
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Common Area Lighting D W M Q B A 

Adjust light and power timers when necessary to meet 
required lighting times and following power failures 

   X   

Check, clean and remove insects from common area lights    X   

Inspect all common area lights and replace accessible 
faulty bulbs/tubes as necessary (combine with rubbish 
checks) 

 X     

 

Maintenance and Repairs D W M Q B A 

Arrange and co-ordinate access for the common area pest 
control 

     X 

Arrange and supervise the professional cleaning of the 
common area carpets and tiles 

    X  

Check and monitor security doors, intercoms & keypads, 
arrange repairs when necessary 

 X     

Arrange and co-ordinate any urgent minor repairs not 
covered by a contract 

  X    

Check the correct operation of the electrical and auxiliary 
petrol pumps 

 X     

Check the correct operation of the sump pump switchboard 
(twice weekly) 

 X     

Regularly inspect the firefighting equipment including 
hoses installed on the common property 

 X     

Carry out minor repairs to common property that do not 
require the services of a skilled tradesperson 

 X     

Clean and maintain all the complex signage   X    

Arrange and supervise the external building wash and 
window clean 

     X 

Instruct and liaise with contractors/tradesmen when on-site 
for repair work on behalf of Body Corporate 

 X     

Arrange and supervise the cleaning/pressure cleaning of 
downstairs paths (combine with car park) 

    X  
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Outdoor Swimming Pool and Associated Areas D W M Q B A 

Clean/reposition and maintain all poolside furniture X      

Brush sides of pool to remove marks or stains  X     

Check the area, pick up and dispose of rubbish as 
necessary 

X      

Check filter pressure, backwash pool filter and top up water 
as necessary 

 X     

Check operation and clean automatic chlorinator   X    

Check and clean skimmer baskets X      

Check pool/spa gate, test and check mechanisms    X    

Check, clean and update pool/spa safety signage   X    

Maintain the equipment room and chemical storage facility 
in a clean and tidy condition 

 X     

Remove floating matter from pool/spa using scoop net X      

Drain spa, scrub, clean and disinfect, refill and re-dose with 
chemicals 

  X    

Vacuum and clean the spa (weekly in winter, three times 
weekly in summer) [104 times per year] 

 X     

Manually vacuum the pool (weekly in winter, three times 
weekly in summer) [104 times per year] 

 X     

Check the correct operation of all pool equipment including 
the pool heater, flow switches and relief valves on the spa 
blower 

X      

Scrub swimming pool waterline to remove build-up as 
necessary 

  X    

Scrub spa waterline to remove build-up as necessary  X     

Clean pump filter baskets as necessary  X     

Sweep, hose and clean pool/spa surrounds  X     
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Outdoor Swimming Pool and Associated Areas D W M Q B A 

Test, record and adjust swimming pool/spa chemical 
balance (chlorine & pH only) [fill out logbook when 
completed] 

X      

Co-ordinate with the swimming pool contractor engaged in 
the servicing and maintenance of pool filtration system 

  X    

Clean stainless-steel hand railings   X    

 

Rubbish Collection D W M Q B A 

Check refuse receptacles daily, empty and replace bin 
liners 

X      

Check recycling bins and break down any cardboard  X      

Arrange and supervise extra bins and collections during 
high occupancy periods 

   X   

Clean/sanitise the garbage bins (increase frequency during 
summer) 

  X    

Arrange and supervise the professional cleaning of the 
garbage bins 

     X 

Place out general/recycling bins to the roadway area and 
return (twice weekly) 

 X     

Check/remove recycling rubbish from the residential foyers  X      

Clean and sanitise basement refuse area floor/chute and 
associated areas 

 X     
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Security and Emergency D W M Q B A 

Respond to all or after-hours emergencies and callouts   X    

Complete an annual audit of master keys and security keys      X 

Complete a morning and evening security check of the 
common property (combine with rubbish check, and lock all 
required security doors) 

X      

Re-code fobs/swipe keys and maintain a record of all 
security keys 

 X     

Order keys for residents as requested   X    

Liaise with the external security company on any issues 
and ensure residents have contact details for security 

 X     

Maintain a register of master keys and keys under 
management 

  X    

Supervise building security and attend any disturbances   X     

Monitor and ensure the ongoing operation of the CCTV 
security system and cameras 

X      

Review CCTV security system to identify incidents, 
download images as necessary 

 X     

 

Upper Residential Foyers and Associated 
Areas 

D W M Q B A 

Check floor level foyers and pick-up litter, spot clean lift 
facings and garbage room areas, check lift call buttons 

X      

Clean all common property doors   X    

Clean the lift door entrance plate grooves    X    

Clean/tidy all common property cupboards   X    

De-web cornices and spot clean walls and clean air 
conditioning vents (combine with floor vacuuming) 

 X     

Vacuum/mop all floor areas of upper floor level foyers   X     
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Workplace Health and Safety D W M Q B A 

Record a log of any accidents or incidents   X    

Complete a site induction for all Body Corporate 
Contractors 

  X    

Complete a site induction for all new Body Corporate 
Committee Members 

     X 

Ensure all Contractors that undertake services to the Body 
Corporate to sign "in" and "out" when entering the site (five 
days per week) 

 X     

Engage a suitable contractor to perform a common 
property workplace health and safety audit 

     X 

Ensure the First Aid materials for emergencies are in stock   X    

Complete a register of all chemicals used and stored on-
site 

   X   

Report all identified hazards to the Committee for further 
instructions, take remedial action where necessary 

  X    

 


