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	Cleaning Schedules Daily, Weekly & Monthly Template Offices	



	Sl- Code
	Non-movable Fixtures and Fittings
	Frequency

	WALLS AND SKIRTING

	WS-1
	(i)
	Internal walls and skirting are free from dust, dirt, stains and cobwebs
	Daily

	WS-2
	(ii)
	Light switches are free from fingerprints, stains and any other marks
	Daily

	WS-3
	(iii)
	Wall-mounted alcohol hand rub dispensers should be visibly clean and free from blood or body substances, dust, dirt, debris or spillages
	Daily

	WS-4
	(iv)
	Hand-wash dispensers should be free from product build-up around the nozzle. Splashes on the wall, floor, sink should not be present
	Daily

	CEILINGS, HIGH AREAS, CURTAIN RAILS

	CHC-1
	(i)
	Ceilings are free from dust, dirt, lint, stains, film and cobwebs
	Daily

	CHC-2
	(ii)
	Light covers and diffusers are free from dust, dirt, lint, cobwebs and insects
	Daily

	CHC-3
	(iii)
	High shelves and the tops or cupboards are free from dust, dirt, lint, cobwebs and insects
	Daily

	CHC-4
	(iv)
	Curtain rails and pelmets are free from dust, dirt, lint, cobwebs and insects
	Daily

	WINDOWS

	W-1
	(i)
	Internal surfaces of glass are free from streaks, spots, fingerprints and smudges
	Daily

	W-2
	(ii)
	Window frames, tracks and ledges are clear and free from dust, dirt, marks and spots
	Daily

	DOORS

	D-1
	(i)
	Doors and door frames are free from dust, dirt, lint, fingerprints and cobwebs
	Daily

	D-2
	(ii)
	Door grilles and other ventilation outlets are kept unblocked and free from dust, dirt, lint and cobwebs
	Daily

	D-3
	(iii)
	Door tracks and door jambs are free from dirt, lint and other debris
	Daily

	HARD FLOORS (NON-CARPET)

	HF-1
	(i)
	The floor is free from dust, dirt, litter, stains, film, water or other liquids
	Daily

	HF-2
	(ii)
	Inaccessible areas (edges, corners and around furniture) are free from dust, dirt, lint and cobwebs
	Daily

	HF-3
	(iii)
	Polished or buffed floors are of a uniform luster
	Weekly

	HF-4
	(iv)
	Signage boards and precaution boards
	Daily

	SOFT FLOORS (INCLUDES ALL CARPETS AND CARPET TILES)

	SF-1
	(i)
	The floor is free from dirt, litter, stains, badly worn areas, rips or tears
	Daily

	SF-2
	(ii)
	Inaccessible areas (edges, corners and around furniture) are free from dirt, lint, stains and cobwebs
	Weekly

	DUCTS, GRILLES, AND VENTS

	DGV-1
	(i)
	All ventilation outlets are kept unblocked and free from dust, lint, cobwebs, mold and marks
	Daily

	DGV-2
	(ii)
	All ventilation outlets are kept clear and uncluttered following cleaning
	Weekly

	ELECTRICAL FIXTURES AND APPLIANCES

	EF-1
	(i)
	Electrical fixtures and appliances are free from grease, dirt, dust, deposits, and stains
	Daily

	EF-2SAMPLE

	(ii)
	Motor vents for example are clean and free from dust and lint
	Daily

	EF-3
	(iii)
	Insect killing devices are free from dead insects and are clean and functional
	Daily

	EF-4
	(v)
	Computer screens, keyboards, telephones are free from dust, lint, and fingermarks
	Daily

	FURNISHINGS AND FIXTURES

	FF-1
	(i)
	Hard surface furniture is free from dust, spots, film, fingerprints and spillages
	Daily

	FF-2
	(ii)
	Soft surface furniture is free from stains, lint, rips and worn areas
	Daily

	FF-3
	(iii)
	Furniture legs, wheels and castors are free from mop strings, film, dust and cobwebs
	Daily

	FF-4
	(iv)
	Inaccessible areas (edges, corners, folds and crevices) are free from dust, dirt, lint and stains
	Weekly

	FF-5
	(v)
	Window blinds or curtains are free from spots, stains, cobwebs, lint and obvious signs of wear and tear
	Daily

	FF-6
	(vii)
	Equipment is free from tapes/plastic for example, which may compromise cleaning
	Daily

	
	
	
	

	FF-7
	(viii)
	Shelves, benchtops, cupboards and wardrobes/lockers are clean inside and out and free from dust, litter and stains
	Daily

	FF-8
	(ix)
	Internal plants are free from dust and litter
	Daily

	FF-9
	(x)
	Fire extinguishers and fire alarms are free from dust, dirt and cobwebs
	Weekly

	KITCHENETTE FIXTURES AND APPLIANCES

	KF-1
	(i)
	Fixtures, surfaces and appliances are free from grease, dirt, dust, deposits, stains and cobwebs
	Daily

	KF-2
	(ii)
	Exhaust filters (interior and exterior) are free from grease and dirt on inner and outer surfaces
	Weekly

	KF-3
	(iii)
	Motor vents and grilles for example are clean and free from dust and lint
	Weekly

	KF-4
	(iv)
	Refrigerators/freezers are clean and free from ice build-up
	Daily

	WET AREAS

	TOILET AND BATHROOM FIXTURES

	T-1
	(i)
	Toilet porcelain and plastic surfaces are free from smudges, soap build-up and mineral deposits
	Daily

	T-2
	(ii)
	Sink porcelain and tap fittings are free from smudges, smears, body fluids, soap build-up and mineral deposits
	Daily

	T-3
	(iii)
	Metal surfaces, shower screens and mirrors are free from streaks, smudges, soap build-up and oxide deposits
	Daily

	T-4
	(iv)
	Wall tiles, tile grout and wall fixtures (including dispensers) are free from dust, smudges/streaks, mold, soap build-up and mineral deposits
	Daily

	T-5
	(v)
	Shower curtains and bath mats are free from stains, smears, odors, mold and body fats
	Daily

	T-6
	(vi)
	Plumbing fixtures are free from smears, dust, soap build-up and mineral deposits
	Daily

	T-7
	(vii)
	Sanitary disposal units are functional, not over-full, and external surfaces are clean
	Daily

	ENVIRONMENT

	WASTE RECEPTACLES

	ENV-1
	(i)
	All waste bins, linen bins, sharps containers are no more then 3/4 full
	Daily

	ENV-2
	(ii)
	Waste/rubbish bins, sharps containers and linen skips are clean, and free from stains
	Daily

	GENERAL ISSUES AND TIDINESS

	GT-1
	(i)
	The area appears tidy and uncluttered
	Daily

	GT-2
	(ii)
	Floor space is clear, only occupied by furniture and fittings designed to sit on the floor
	Daily

	GT-3
	(iii)
	Furniture is maintained in a fashion that allows for cleaning
	Daily

	GT-4
	(iv)
	Staff areas
	Daily

	FIRE EXITS AND STAIRWELLS

	FS-1
	(i)
	The area is free from dust, dirt, cobwebs, litter, stains and spills
	Monthly

	ODOR CONTROL

	OC-1
	(i)
	All areas including furniture and fixtures should be odor free
	Daily

	Department Name: ______________________
	Room Reference No: ____________________

	Name of Cleaning Worker: 

_______________________
	Signature: ______________________________

	Date: ____________________
	Time: ____________________
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