Cleaning Schedule and Records

[This is an example to illustrate the extent of cleaning to specify within a schedule and a table to record completion. Amend as appropriate for your practice.]
Daily Cleaning
Staff and Public Areas (including entrance hall, stairs, waiting room, office/reception, staff room, storage rooms) 
Clean outside sign
Wipe both sides of doors (including front door)
Clean glass in all doors and mirrors
Wipe door handles and switches
Dust: 
Notice board and pictures 
Radiator, Pictures
Chairs, Seating
Children’s corner
Reception area and desks
Empty bins
Clean sinks, worktop and tiles
Wipe table and chairs, heater, skirting above lino, handrails
Vacuum/sweep and mop floors and stairs (as appropriate)

Bathroom
Clean and disinfect toilet and sink
Wipe shelves, toilet roll holder, hand dryer, tiles, both sides of door and handles, skirting above lino
Wipe cupboard front and buff
Clean mirror and polish
Polish taps 
Sweep and mop floor

Surgeries
Wipe both sides of the door and handles
Wipe heater, skirting above lino, trunking
Sweep and mop floor

Local Decontamination Unit
Wipe both sides of both doors, handles and glass
Wipe skirting above lino
Sweep and mop floor


Note
Change water in mop bucket for each room
Dispose of dirty mop water in designated sink


Weekly Cleaning (in addition to daily cleaning)
Staff and Public Areas 
Dust and polish counters and all other wooden areas
Clean all windows and glass
Clean/dust blinds
Clean and polish mirror 
Wipe skirting and sides of stairs
Wipe the front of the fridge
Clean inside bin
Wipe and buff staff locker doors

Bathroom
Scrub floor
Dust coving
Clean extractor fan grill

Surgeries
Clean blind

Local Decontamination Unit 
Wipe air conditioning unit
Clean extractor fans



Monthly Cleaning 
Waiting room 
Sundries cupboard to be moved and surfaces to be cleaned

Staff room and Storage room 
Dust the top of lockers and cupboards

Office
Polish wood units

Windows
Clean all interior windows
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Daily cleaning - signature sheet [Amend as appropriate for your practice]
Add date, tick when completed and sign
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Waiting room

	
	
	
	
	
	
	
	
	
	

	Reception

	
	
	
	
	
	
	
	
	
	

	Staff room

	
	
	
	
	
	
	
	
	
	

	Office 

	
	
	
	
	
	
	
	
	
	

	Stairs and landing 

	
	
	
	
	
	
	
	
	
	

	Bathroom 

	
	
	
	
	
	
	
	
	
	

	Surgery 1 

	
	
	
	
	
	
	
	
	
	

	Surgery 2

	
	
	
	
	
	
	
	
	
	

	Local Decontamination Unit 
	
	
	
	
	
	
	
	
	
	

	Signature

	
	
	
	
	
	
	
	
	
	





Weekly cleaning - signature sheet [Amend as appropriate for your practice]
Add date, tick when completed and sign
	Week 
Beginning
	
	
	
	
	
	
	
	
	
	
	
	

	Waiting room

	
	
	
	
	
	
	
	
	
	
	
	

	Reception

	
	
	
	
	
	
	
	
	
	
	
	

	Staff room

	
	
	
	
	
	
	
	
	
	
	
	

	Office 

	
	
	
	
	
	
	
	
	
	
	
	

	Stairs and landing 

	
	
	
	
	
	
	
	
	
	
	
	

	Bathroom 

	
	
	
	
	
	
	
	
	
	
	
	

	Surgery 1 

	
	
	
	
	
	
	
	
	
	
	
	

	Surgery 2

	
	
	
	
	
	
	
	
	
	
	
	

	Local Decontamination Unit 
	
	
	
	
	
	
	
	
	
	
	
	

	Signature

	
	
	
	
	
	
	
	
	
	
	
	



Monthly cleaning - signature sheet [Amend as appropriate for your practice]
Add date, tick when completed and sign
	Month

	
	
	
	
	
	
	
	
	
	
	
	

	Waiting room

	
	
	
	
	
	
	
	
	
	
	
	

	Staff room 

	
	
	
	
	
	
	
	
	
	
	
	

	Office

	
	
	
	
	
	
	
	
	
	
	
	

	Windows

	
	
	
	
	
	
	
	
	
	
	
	

	Signature
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