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1%L OFFICE CLEANING -
HappyHomes STANDARDS (i) RESPECT

EESATIS SEMRANY A clean office is a productive office. /,j,:l DELIVER QUALITY
L &

cleaner home, y
A Gl @PWF“ High standards protect health, improve wellbeing and
create the right impression for staff, visitors and clients.
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WE WORK IN MANY DIFFERENT ENVIRONMENTS
Different places, same high standards.

REMEMBER ik

+ Plan your work and follow the cleaning schedule. Great standards . VRICES . L 0. __MEETIN? RDD“S‘ ’

+ Use the right preducts, equipment and PPE. reflect our values " g 7 a 1
+ Work from clean to dirty and high to low. and build trust

* Check your work and report any issues. with every clean. =

» A small effort makes a big difference.

KEY AREAS & STANDARDS
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DESKS & CHAIRS & DOORS & BINS & WASTE FLOORS GLASS & 3
WORKSTATIONS FURNITURE HANDLES WINDOWS CLEANING SCHEDULE GUIDE
* Remove dust and * Wipe arms, backs + Clean handles, * Empty all bins * Vacuum carpets + Clean internal
debris and seats frames and + Replace liners thoroughly glass and Following a schedule ensures nothing is missed.
+ Wipeall surfaces,  + Remove marks Pushpisteg * Wipe bins * Spot clean stains b s High touch points, bins, kitchens,
screens and and spills » High touch inside and out + Mop hard flaors » Remove smears DAILY il froar‘sl, das;ns 1o homuirad]!
peripherals + Check for damage points - clean if needed using correct and fingerprints
= Tidy cables whera and report ragularty methad * Use streak-free = Deep clean desks, screens, phones,
possible technique WEEKLY chairs, meeting rooms, skirting boards,

inside windows.

» Empty bins

ﬁ!ﬂ MONTHLY High level dusting, behind equipment,

o TOP TIPS FOR GREAT RESULTS RE gt vents, light fittings (where safe).
& Always use a clean cloth and the correct product. Right equipment. £ B Spillaes, stains, additional deaning
@ Fold cloths regularly - 8 clean sides! Right method. H a tasks, restocking.

& Change water frequently. Every time.

W Mever put dirty cloths back in clean solution,

HIGH TOUCH POINTS - DON'T MISS!

These areas spread germs quickly.
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OFFICE CLEANING - STEP BY STEP PROCESS
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PREPARE TIDY & CLEAR DUST HIGH CLEAN SURFACES  VACUUM & MOP EMPTY BINS FINAL CHECK REPORT & RECORD 4 3 E F,
TOLOW Hand rails Taps & Printer Fridge Bins
Woarcomat PPE,  Rimasst chiiter s Wigh all purfacesing  Vadinim capats Ergty all bins, Cheack your work, Ripart Aty msus, sinks buttens hanles
Check youhavethe  ems that could Dunt ol surfaces thecomect product thomaghly, Mophard  replace Brers and Make sure all areas damage or kow
wight eguipmantand  Stop you cleaning Triairs high aneas ard mrithod. Paysrs floors ising comact i B if neschec] are cloan, tidy and suppilas. Sign off
prochcts. Readany  effectively. downtolowareas.  attentknto hightouch  dliution and method. presentable. i roquired. o Clean often. Protect people.
site notes. pots.
WHAT GOOD LOOKS LIKE
o DO'S 0 DON'TS EQUIPMENT CHECK You have done a great job when..
Befor start, check harve:
o Use the right product for the task a Dort mix chemicals b =] L] 0 All areas are chean, fresh and presentable
o Work methodically and don't rush € Don'tuse dirty o womn cloths : ETMIP:"W @ High touch paints are clean and sanitised :[ i
ean cloths I "
& Koop your squipmant chean and in good condition ) Don'tblock fire exits or access routes 7 o @ Floors are clean and dry with no hazards !
W Respect the client’s property ) Don'tleave areas untidy  Vacuum @ Bins are empty and areas are tidy
o Reportany problems immediately a Don'tignore damage or faults o Bins & linars 0 Clients and staff are happy with the standard
« PPE
KNOWLEDGE CHECK 0 TIP OF THE MODULE TRAINING RECORD
Circle the commect answer or write your response, 1 confirm that | hove received, read and understood
the content of Module 8 = OHice Cleaning Standosds,
) What is the comect cleaning arder? ,4 c&.m. ‘%i{m .ﬁéaws
) Whyis it important to clean high touch points? LT N
s m I clean nEs -
et - s we care aboul detail Employee Signature; Date:
ED Fow often should bins be emptied? 5 Trainer Name: Date:
E) What should you do if you find damage? peaple and the places Teainer Signanre: Dute
B mame two high touch points in an office. we Work: . This training dees not replace site specific instrustions or
risk assesamaents. Always follow the rules and use your
Judgerment,

BE SAFE WORK SMART RESPECT DELIVER QUALITY

CLEAMING COMPANY





