
Offices 

WEEK COMMENCING:

DAILY TASKS Mon Tue Wed Thu Fri Sat Sun

Wipe desks ( if Clear) x x x x x

Pick up debris and Vacuum Carpets x x x x x

Damp dust units, worktops, x x x x x

check high dusting remove any Cob/Dust webs x x x x x

check low dusting remove any Stains or marks x x x x x

Empty wastebins damp wipe internal and external surfaces x x x x x

Replace wastebin with a Clean Liner dispose of Rubbish x x x x x

WEEKLY TASKS - Tues

Spotwipe doors and clean pushplates x

If Desks are clear dust lifting mouse keyboard and phone x

Damp wipe skirting boards trunking pipe work x

Clean glass in doors x

WEEKLY TASKS - Wed

Damp dust doors including frame & furniture x

Clean door metalwork x

Damp Wipe windowsills x

WEEKLY TASKS - Thurs

Dust  Televisions / Monitors x

WEEKLY TASKS - Fri

Clean internal surfaces of kitchen equipment eg, x

microwave, toaster x

Damp dust  low edges, wall fixtures x

& fittings below 3m

High dust fixtures and fittings above 2m x

Clean and sanitise telephones x x

MONTHLY TASKS - 1st Monday



Scrub interiors of wastebins x

COMMENTS:



WEEK COMMENCING:

Reception 

DAILY TASKS Mon Tue Wed Thu Fri Sat Sun

Empty Waste Bins wipe clean inside and out x x x x x

Replace with Clean Liners x x x x x

Clean tables and chairs x x x x x

check high dusting remove any Dust /Cob webs x x x x x

check low dusting remove any spillages x x x x x

Sweep / imop floor vacuum mats x x x x x

WEEKLY TASKS - Tues

Spotwipe doors and clean pushplates x

Spot wipe clean paintwork, walls, panels, partitions and pillars x

Clean glass in doors x

WEEKLY TASKS - Wed

If Desks are clear dust lifting mouse keyboard and phone x

Spot vacuum upholstered chairs x

WEEKLY TASKS - Thurs

Damp dust all furniture, fixtures, fittings, ledges and surfaces x

Clean metalwork to fittings and furniture x

Dust Televisions / Monitors x

MONTHLY TASKS - 1st Monday

Scrub interiors of wastebins x

COMMENTS:





WEEK COMMENCING:

 Corridors and Stairs WARNING SIGNS MUST BE DISPLAYED 

DAILY TASKS Stairs and Corridors Mon Tue Wed Thu Fri Sat Sun

Sweep Corridors x x x x x

iMop Corriodrs x x x

Sweep Stairs Starting at the top and Working Down x x x x x

Sweep Landings inbetween each Stair well x x x x x

Mop Stairs and Landings x x x

WEEKLY TASKS - Tues

Spotwipe doors and clean pushplates Dust Bannisters x

dust  inbetween Ballustardes x

Clean glass in doors x

WEEKLY TASKS - Wed

Dust/Damp wipe Window Ledges removing any marks and Debris x

High dust  above 2m removing Cob/Dust webs x

WEEKLY TASKS - Thurs

Damp dust pipes, skirtings, low edges, wall fixtures x

& fittings below 3m

WEEKLY TASKS - Fri

Clean Glass in all doors leading onto corridors or stairwells x

Sweep Corridors x

Sweep Stairs and Landings x

Mop Corridors Stairs and Landings x



COMMENTS:



BBG

WEEK COMMENCING:

ALL TOILETS ARE TO BE COMPLETED IN ALL AREAS DAILY

DAILY TASKS Mon Tue Wed Thur Fri Sat Sun

Replenish all consumables as required x x x x x

Remove gum, litter, stains and spillages x x x x x

imop tiles / Vinyl floors x x x x x

Damp dust all fixtures, furniture, fittings & ledges of surfaces x x x x x

Damp dust external surfaces of sanitary disposal units x x x x x

Clean mirrors ensuring dust and smear free x x x x x

Damp dust all tops of cubicles, partitions and doors x x x x x

Damp dust vanity units, worktops and splash backs x x x x x

Clean washbasins, toilets, urinals and splash backs x x x x x

Clean all metalwork to furniture x x x x x

Damp dust pipes, skirting's, low edges, wall fixtures and fittings x x x x x

below 3m

High dust fixtures and fittings above 2m x x x x x

Empty waste bins replace liner & dispose of rubbish x x x x x

Damp wipe external surfaces of waste bins x x x x x

Descale all toilet bowls once per shift x x x x x



WEEK COMMENCING:

Meeting Rooms 

DAILY TASKS Mon Tue Wed Thu Fri Sat Sun

Clean tables x x x x x

imop tiles / vinyl floors x x x x x

Pick up debris and Vacuum Carpets x x x x x

Damp dust units, worktops, x x x x x

check high dusting remove any Cob/Dust webs x x x x x

check low dusting remove any Stains or marks x x x x x

Empty wastebins damp wipe internal and external surfaces x x x x x

Replace wastebin with a Clean Liner dispose of Rubbish x x x x x

WEEKLY TASKS - Tues

Spotwipe doors and clean pushplates x

Damp wipe skirting boards trunking pipe work x

Clean glass in doors x

WEEKLY TASKS - Wed

Damp dust doors including frame & furniture x

Clean door metalwork x

Damp Wipe windowsills x

WEEKLY TASKS - Thurs

Damp dust all furniture x

Clean metalwork to fittings and furniture x

Dust  Televisions / Monitors x

WEEKLY TASKS - Fri

Damp dust  low edges, wall fixtures x

& fittings below 3m x

x

x x



MONTHLY TASKS - 1st Monday

Scrub interiors of wastebins x

COMMENTS:



WEEK COMMENCING:

Lounges 

DAILY TASKS Mon Tue Wed Thur Fri Sat Sun

Vacuum Carpets x x x x x

Empty Bins replace with new liner x x x x x

Clean tables x x x x x

Wipe sides down x x x x x

Mop any hard floors x x

Dust fixtures and fittings x x

Dust Televison/monitors 


