
Washroom Areas

ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay

Waste Containers Empty container and remove waste to designated 
area.

Daily Daily Daily Daily Daily

Wash Basins To be thoroughly cleaned using hard surface cleaner 
and brightwork dry polished.

Daily Daily Daily Daily Daily

Splashbacks To be thoroughly cleaned and dry buffed. Daily Daily Daily Daily Daily

Mirrors To be cleaned and dry buffed. Daily Daily Daily Daily Daily

Toilet Bowls To be thoroughly cleaned using a sanitising agent. Daily Daily Daily Daily Daily

Urinals To be thoroughly cleaned using a sanitising agent. Daily Daily Daily Daily Daily

Toilet Seats To be thoroughly cleaned using a sanitising agent 
both sides.

Daily Daily Daily Daily Daily

Doors Finger marks to be spot cleaned and finger marks 
removed.

Daily Daily Daily Daily Daily

Floors To be thoroughly swept and mopped using a 
germicidal agent.

Daily Daily Daily Daily Daily

Requisites Consumable items to be replaced as necessary form 
Purchaser's own stocks.

Daily Daily Daily Daily Daily

Graffiti Remove graffiti from all surfaces as required using 
a graffiti remover.

Daily Daily Daily Daily Daily

Towel Cabinets/ 
Hand Dryers 

To be dusted and damp wiped as necessary. Buff 
dry.

Weekly

Ledges, Pipes & 
Cisterns 

To be thoroughly dusted and damp wiped as 
necessary.

Weekly

Cleaning Schedule



ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay
M

on
th

ly

Q
ua

rt
er

ly

Waste Container Empty container and remove waste to designated 
area. Replace liner as necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Tables & Chairs To be damp wiped as required.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Sinks & 
Worktops

To be thoroughly cleaned using a sanitising 
agent. Care to be taken to remove build-up of 

/ ff

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Floors To be swept and mopped using a germicidal 
cleanser. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpeted Areas To be thoroughly vacuumed paying particular 
attention to edges and corners. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Tiled Areas Wipe clean.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Cupboards All cupboard fronts to be damp wiped to remove 
finger marks.

W
ee

kl
y

Skirtings To be thoroughly damp wiped.

W
ee

kl
y

Tiled Areas To be washed and dry buffed.

W
ee

kl
y

Appliances Kettles, coffee-pots etc. to be wiped clean and dry
buffed.

W
ee

kl
y

Refrigerators To be cleaned inside and out using sanitising 
agent. (Every 1st Monday of the Month)

M
on

th
ly

Hard Floors To be burnished.

M
on

th
l

y

Hard Flooring To be stripped and resealed.

Q
ua

rte
rly

Cupboards Thoroughly clean insides to all cupboard units, 
taking care to replace all items.

Q
ua

rte
rly

Kettles De-scale all kettles and coffee-pots using 
appropriate de-scaling agent. Appliances must be 
clearly taken out of circulation prior to de-scaling.

Q
ua

rte
rly

Cleaning Schedule
Kitchens/Tea Stations



ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

A
nn

ua
lly

Waste 
Containers

To be emptied and waste removed to designated 
area. Bin liner to be replaced as necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring To be swept.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Vision Panels To be spot wiped.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Chairs Reset all chairs, leave office tidy.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Desks To be thoroughly dusted and damp wiped.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpeted Area To be vacuumed as necessary, paying particular 
attention to corners and edges. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring To be damp mopped.
Tw

ic
e 

W
ee

kl
y

Tw
ic

e 
W

ee
kl

y

Recycle Bins Recycle waste to be emptied, green bag replaced 
and removed to designated area.

W
ee

kl
y

Filing Cabinets To be dusted and damp wiped where accessible.

W
ee

kl
y

Telephones To be dusted and all marks removed.

W
ee

kl
y

Window Ledges To be damp wiped and dry buffed.

W
ee

kl
y

Fixtures & 
Fittings

Radiators, light switches, lamps etc. to be dusted 
and finger marks removed.

W
ee

kl
y

Skirting Boards All skirting boards to be damp wiped.

W
ee

kl
y

Upholstered All upholstered furniture to be vacuumed and spot 
cleaned where necessary.( Every 1st Tuesday of 
the Month) M

on
th

ly

Recycle 
bins/Waste bins

To be washed inside and out using appropriate 
disinfectant solution.( Every 1st Wednesday of the 
Month) M

on
th

ly

Carpeted Areas 
(refer to in 
periodic 
schedules)

All offices to be thoroughly shampooed. Offices to 
be scheduled and cleaned during the College 
Closure periods and quieter periods.

An
nu

al
ly

Cleaning Schedule

Office Accommodation



ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

a
y

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

Q
ua

rt
er

ly

Cleaning 
labs

ONLY ENTER IF YELLOW 
SAFE TO CLEAN CARD IS 
PLACE IN FRONT OF LAB 

DOOR Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Sa
fe

 to
 C

le
an

Waste Bagged yellow clinical waste to be removed to 
designated area. Recycling and General waste to be 
removed to designated area D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Floors To be thoroughly swept using a dust control mop and 
mopped 

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Door 
Plates/Handles

To be thoroughly wiped using germicidal cleanser and 
buffed to shine. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hand Wash Areas To be thoroughly cleaned using sanitising agent.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring To be burnished paying particular attention to corners 
and edges.

W
ee

kl
y

Hard Flooring All hard flooring to be stripped and resealed

Q
ua

rte
rly

Consumables Paper towels and soap to be replenished in dispensers 
provided in laboratory areas. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

Q
ua

rt
er

ly

Control 
panels/walls

Thoroughly damp wipe internal walls and control 
panels. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Mirrors Clean mirrors with appropriate glass cleaner, leave 
smear free. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Floors Mop lift car floors using appropriate detergent.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpeted areas Thoroughly vacuum carpet areas paying particular 
attention to corner and edges. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Lift runners Clean lift runners using appropriate solution and ensure 
area is clean and free from debris. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring Strip and reseal.

Q
ua

rte
rly

Carpeted areas Shampoo carpet.

Q
ua

rte
rly

Walls All wall areas to be thoroughly washed and dry wiped.

Q
ua

rte
rl

y

Picture 
Rails/skirting

To be thoroughly damp dusted

Q
ua

rte
rly

Lifts

Cleaning Schedule

Cleaning Schedule
Laboratories



ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

a
y

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

Q
ua

rt
er

ly

Waste Containers Empty container and remove waste to designated 
area. Bin liner to be replaced as necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Bench Tops Ensure bench tops are free from waste and dust.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring To be thoroughly swept and spot mopped where 
necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpeted Areas To be thoroughly vacuumed.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hand Wash Areas To be scrubbed using hard surface cleaner.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Stairs Treads and risers to be thoroughly damp wiped and 
marks removed.

W
ee

kl
y

Fixtures & Fittings Radiators, light switches, lamps etc. to be thoroughly 
dusted.

W
ee

kl
y

Hard Floors To be burnished.

W
ee

kl
y

Upholstered 
Chairs

To be thoroughly vacuumed.

M
on

th
ly

Hard Flooring Scheduled programme of works to strip and reseal all 
hard flooring during College closure periods and 
quieter periods. Q

ua
rte

r
ly

Carpeted Areas Scheduled programme of works to shampoo all 
carpeted areas during College closure periods and 
quieter periods. Q

ua
rte

r
ly

ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

Q
ua

rt
er

ly

Waste containers Empty containers and remove waste to designated 
area. Replace liner as necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Wooden/Metal 
Furniture

Remove dust build-up from all areas. Remove waste 
to designated area. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring To be swept and mopped.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpeted Areas Thoroughly vacuum carpeted areas paying particular 
attention to corners and edges. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Flooring Burnish floor area.

W
ee

kl
y

Fixtures & Fittings Radiators, light switches, lamps etc. to be thoroughly 
dusted.

W
ee

kl
y

Hard Flooring Strip and reseal.

Q
ua

rt
er

ly

Carpeted Areas To be shampooed.

Q
ua

r
te

rly

Window Blinds Flick dust window blinds and all delicate equipment 
i.e. computers, printers, copiers etc. Q

ua
rt

er
ly

Library Areas

Cleaning Schedule
Lecture Theatres/Seminar Rooms/Work Shops/Studios



ACTIVITY TASK

M
on

da
y

T
ue

sd
ay

W
ed

ne
sd

ay

T
hu

rs
da

y

Fr
id

ay

M
on

th
ly

Q
ua

rt
er

ly

External Areas To be thoroughly swept and kept free from litter.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Entrance Doors To be thoroughly wiped and brass polished. Remove 
all marks from vision panels. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Entrance Matting To be thoroughly vacuumed.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Reception Tables Thoroughly damp wipe and polish all tables.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Waste Bins Bins to be emptied and waste disposed of as 
directed, bin liner to be replaced as necessary. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Carpets To be thoroughly vacuumed paying particular 
attention to edges and corners. D

ai
ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Hard Floors To be thoroughly swept and damp mopped.

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

D
ai

ly

Staircases To be thoroughly swept and damp mopped.
Tw

ic
e 

w
ee

kl
y

Tw
ic

e 
w

ee
kl

y

Floors (landings) To be burnished using a high-speed polishing 
machine.

W
ee

kl
y

Treads and 
Risers

To be thoroughly cleaned.

W
ee

kl
y

Fixtures & 
Fittings

Radiators, light switches, lamps etc. to be dusted and 
finger marks removed.

W
ee

kl
y

Shelving Exposed surfaces to be thoroughly dusted

W
ee

kl
y

Skirting Boards To be damp dusted

W
ee

kl
y

Window Ledges To be damp wiped

W
ee

kl
y

Door Tops To be thoroughly damp dusted

M
on

th
ly

Hard Flooring To be stripped and re-sealed

Q
ua

rte
rly

Carpets To be thoroughly shampooed

Q
ua

rte
rly

Cleaning Schedule
Communal Areas including Entrances, Corridors, Staircases 
and Landings
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