
BURLEIGH MANOR MIDDLE SCHOOL 
HOWARD COUNTY PUBLIC SCHOOL SYSTEM 



Built in 1992 
108, 407 Square Feet 

771 Student Population 
91 Staff Population 



 2 Building Supervisors, 3 Custodians 
 102, 663 Square Feet of Vinyl Composition Tile and 

Carpet 
 150 Restrooms 
 22 Fixtures 
 20, 533 Square Feet Per Custodian 



Why Zone Cleaning? 

 Each member of the Custodial Team is assigned a 
cleaning area based on square footage 

 Team members take pride, ownership and 
responsibility of a specific area 

 Flexibility with designing and managing their 
cleaning schedule 



Zone Cleaning Duties: 
• High Dusting 
• Low Dusting 
• Wiping Hard Surfaces 
• Dry Mopping 
• Wet Mopping 
• Disinfecting 
• Vacuuming 
• Floor Scrubbing 
• Floor Buffing 
• Trash Removal 

 



Zone Cleaning Duties: 



Zone Cleaning Areas: 





OFFICE AND PUBLIC AREA CLEANING GUIDE: 

Tools Needed 

Refer to Custodial Cart Inventory Sheet 

Vacuum Cleaner 

Products Needed 

Disinfectant 

All Purpose Cleaner 

Glass Cleaner 

Gum Remover 

Carpet Spot Remover 

FREQUENCY OF CLEANING: Steps should be taken throughout the day as necessary and every evening (except for weekly tasks as noted). 

STEP 1: GETTING READY 

 Put on your gloves. 

STEP 2: BEGINNING THE WORK 

 High dust to low dust using microfiber duster. 

 Check lights, vents, ceiling tiles for stains, tops of chalkboards, bookshelves, Windowsills, file 

cabinets, televisions, AV equipment, behind doors, etc. 

STEP 3: OTHER SURFACE CLEANING 

 Use All Purpose Cleaner in a spray bottle and a cloth (green microfiber) to wipe desks, shelves, 

doors, door handles, telephone, pencil sharpener, Windowsills, HVAC units, counters, sinks, 

walls, and other surfaces. 

 Spray all public access touch points with Disinfectant and allow to sit 10 minutes . 

 With a clean cloth (green microfiber) spray Disinfectant on the cloth and disinfect by wiping on 

door handles, pencil sharpener handle, telephone, and light switch plate and letting the surface 

air dry. This should be done daily. Using this same cloth wipe excess disinfectant off counters then 

let air dry. 

 Clean door glass using Glass Cleaner and cloth (blue microfiber). 

STEP 5: TRASH 

 Remove all trash from the room. If the liner has any spills or food (including gum 

and candy), the liner must be changed. If it contains only paper, you may just 

dump the trash.  

 Wipe out the can using a cloth (green microfiber). 

 Don’t forget the recycled trash. This should be done the night before pickup.  

 Empty any pencil sharpener. 

STEP 6: FLOORS 

 Remove any gum from floor using Gum Remover and a putty knife. 

 Use Carpet Spot Remover to remove all spots in carpet.  

 Start vacuuming at the far corner from exit door and work your way to exit.  

 Make sure to vacuum all edges and corners, doorways, and baseboards, under all 

desks and furniture. 

STEP 7: FINISHING UP 

 Check all windows to make sure they are secure. Lock door if possible. 

WEEKLY: 

 Any tile floors must be mopped and buffed. 

DO A QUICK REVIEW OF THE FOLLOWING BEFORE YOU LEAVE THE AREA: Vents, Sinks, Floors, and baseboards. Look for any repairs that are needed and report them. 



Office / Public Areas Cleaning Guide: 
Frequency 

 

Floor  Covering & Baseboards 

Daily 1. The floor will be free of debris including corners. 
Daily 2. Carpeted floors will be vacuumed. 
Daily 3. Vinyl, ceramic, and rubber floors will be wet/dust mopped. 
Daily 4. Spots and gum on the floor covering will be removed upon discovery. 

As Needed 5. Baseboards will be maintained in dust-free condition. 
Semiannual 6. Carpets will be extracted or encapsulated. 

Annual 
As Needed 

7. Vinyl floors will be scrubbed and refinished. 
8. Ceramic and rubber floors will be scrubbed. 

Ceilings 
As Needed 1. Remove cobwebs. 
As Needed 2. Replace burned-out light bulbs. 
As Needed 3. Replace damaged ceiling tiles. 

Daily 4. Water stained or spotted tiles will be replaced immediately to prevent mold and mildew. 
As Needed 5. Report damaged light covers on ASRIS to Building Services. 

Daily 6. Remove any litter or debris. 
As Needed 7. Return vents and discharge vents will be dust-free. 
As Needed 8. Damaged or missing vents should be reported on ASRIS to Building Services. 

Walls/Wall Coverings/Glass Partitions 
As Needed 1. Dust and remove fingerprints and smudges. 

Daily 2. Partition and glass will be free of smudges, streaks, and dust. 
Daily 3. Graffiti will be removed. Profanity and obscenity-related graffiti shall be removed immediately upon discovery.  

Doors 

Daily 1. Door and door handles will be cleaned and disinfected. 

Daily 2. Both sides of door glass will be free of tape, smudges, and fingerprints. 

Daily 3. Lock and unlock doors at appointed times.  



Office / Public Areas Cleaning Guide: 
Frequency  

 

Drinking Fountains 

Daily 1. Drinking fountains will be free of water deposits, streaks, and dust. 

Daily      A. Use germicidal/ disinfectant cleaner. 

Daily      B. The mouthpiece, basin, and exterior will be sanitized. 

Daily      C. Fountains will be operational, drainage works, and water flow will be adequate. Report defects on ASRIS to 
Building Services.  

Life Safety 

Weekly 1. Exit lights will be dust-free. 

Biweekly 2. Fire extinguishers and sprinkler heads will be dust-free and unobstructed. 

Biweekly 3. Fire Alarm: pull stations, horns, and strobes will be dust-free.  

Daily 4. Report defective or vandalized units on ASRIS immediately. 

Pest Management  

Daily 1. Custodial staff will contact the Office of Integrated Pest Management (IPM).  



Office / Public Areas Cleaning Guide: 

Frequency 

Bulletin/Chalk/Whiteboards 

Daily 1. Bulletin and whiteboards will be dust and graffiti-free. 

Daily 2. Chalkboards and trays will be wiped down to reduce the amount of chalk dust. 

Windows/Windowsills 

As Needed 1. Windows will be free of fingerprints and smudges. 

As Needed 2. Cobwebs removed. 

As Needed 3. Windowsills will be free of dust and debris. 

As Needed 4. Window shades and blinds will be free of dust and smudges. 

Daily 5. All windows are to be closed and locked nightly. 

As Needed 6. Broken and non-functioning hardware shall be reported on ASRIS. 

Waste Cans 

Daily 1. Receptacle will be emptied and the liner replaced as needed. 

Daily 2. Receptacle will be sanitized. 

As Needed 3. Broken receptacles shall be removed from service and replaced immediately. 



Office / Public Areas Cleaning Guide: 
Frequency 

Accessories/ Equipment 

Weekly 1. Clocks will be dust-free and maintained in working order. 

Weekly 2. HVAC units will be free of dust, debris, and all obstructions. 

Weekly 3. Light fixtures will be cleaned and disinfected. 

Daily 4. Telephones, switch plates, and pencil sharpeners will be cleaned and disinfected. 

As Needed 5. Televisions, computers, and AV equipment will be dust-free. 

Furniture 

As Needed 1. All flat surfaces will be dusted. 

 Daily 2. Student desks and chairs will be cleaned. 

Daily 3. All classroom furnishings will be free of graffiti, gum, and dust. 

Daily 4. Teacher desks will be dusted without disturbing administrative materials. 

Casework 

As Needed 1. All shelves and cabinets will be free of dust, debris, and smudges. 

As Needed 2. Showcase glass will be free of fingerprints, streaks, and dust. 

Daily 3. All defective or inoperable casework will be reported on ASRIS. 

Stairwells 

Daily 1. Sweep and or vacuum interior stairways. 

Daily 2. Handrails will be cleaned. 

As Needed 3. Report loose handrails or stair treads on ASRIS. 



Healthy Environment Note: 
Surface areas dusted 

frequently promote good 
health. Dusty environments 
can trigger allergic reactions 

in sensitive individuals. 
  



CARPETED FLOOR CLASSROOM CLEANING GUIDE: 

Tools Needed 

Refer to Custodial Cart Inventory Sheet 

Vacuum Cleaner 

Products Needed 

Disinfectant 

All Purpose Cleaner 

Glass Cleaner 

Gum Remover 

Carpet Spot Remover 

FREQUENCY OF CLEANING: Steps should be taken throughout the day as necessary and every evening (except for weekly tasks as noted). 

STEP 1: GETTING READY 

 Put on your gloves. 

STEP 2: BEGINNING THE WORK 

 High dust to low dust using microfiber duster. 

 Check lights, vents, ceiling tiles for stains, tops of chalkboards, bookshelves, windowsills, file cabinets, 

televisions, AV equipment, behind doors, etc. 

STEP 3: CHALKBOARDS 

 Use vacuum hose to remove all dust from tray. 

 If board has been erased by teacher, you may begin cleaning by using clear water only and a cloth 

(green microfiber). 

 First dip cloth in water and wring out most of the water leaving it a little wet.  

 Fold the cloth so you have many sides to use. Unfold cloth as each side becomes dirty.  

 Wipe the board in a side-to-side motion.  

 Rinse cloth and wring as dry as possible and repeat the previous steps. 

 Use the same cloth to wipe the chalk tray. 

STEP 4: OTHER SURFACE CLEANING 

 Use All Purpose Cleaner in a spray bottle and a cloth (green microfiber) to wipe desks, shelves, doors, 

door handles, telephone, pencil sharpener, window sills, HVAC units, counters, sinks, walls, and other 

surfaces. 

 With a clean cloth (green microfiber), spray Disinfectant on the cloth and disinfect by wiping on door 

handles, pencil sharpener handle, telephone, and light switch plate and letting the surface air dry. 

This should be done daily. 

 Clean door glass using Glass Cleaner and cloth (blue microfiber). 

STEP 5: TRASH 

 Remove all trash from the room. If the liner has any spills or food (including gum and 

candy), the liner must be changed. If it contains only paper, you may just dump the 

trash.  

 Don’t forget the recycled trash. This should be done the night before pickup.  

 Empty the pencil sharpener. 

STEP 6: FLOORS 

 Remove any gum from floor using Gum Remover and a putty knife. 

 Use Carpet Spot Remover to remove all spots in carpet.  

 Start vacuuming at the far corner from exit door and work your way to exit.  

 Make sure to vacuum all edges and corners, doorways, and baseboards. 

STEP 7: FINISHING UP 

 Check all windows to make sure they are secure. Lock door if possible. 

WEEKLY: 

 Use Disinfectant in a spray bottle and a cloth (green microfiber) to disinfect desktops. 

Spray directly on the surface. Let sit 10 minutes to be effective and wipe off excess. 

DO A QUICK REVIEW OF THE FOLLOWING BEFORE YOU LEAVE THE AREA: Vents, Sinks, Floors, and Floorboards. Look for any repairs that are needed and report them. 





Classrooms / Media Center Cleaning Guide: 
Frequency 

Floor  Covering & Baseboards 

Daily 1. The floor will be free of debris including corners. 
Daily 2. Carpeted floors will be vacuumed. 
Daily 3. Vinyl, ceramic, and rubber floors will be wet/dust mopped. 
Daily 4. Spots and gum on the floor covering will be removed upon discovery. 

As Needed 5. Baseboards will be maintained in dust-free condition. 
Semiannual 6. Carpets will be extracted or encapsulated. 

Annual 
As Needed 

7. Vinyl floors will be scrubbed and refinished. 
8. Ceramic and rubber floors will be scrubbed. 

Ceilings 
As Needed 1. Remove cobwebs. 
As Needed 2. Replace burned-out light bulbs. 
As Needed 3. Replace damaged ceiling tiles. 

Daily 4. Water stained or spotted tiles will be replaced immediately to prevent mold and mildew. 

As Needed 5. Report damaged light covers on ASRIS to Building Services. 
Daily 6. Remove any litter or debris.  

As Needed 7. Return vents and discharge vents will be dust-free. 
As Needed 8. Damaged or missing vents should be reported on ASRIS to Building Services. 

Walls/Wall Coverings/Glass Partitions 
As Needed 1. Dust and remove fingerprints and smudges. 

Daily 2. Partition and glass will be free of smudges, streaks, and dust. 
Daily 3. Graffiti will be removed. Profanity and obscenity-related graffiti shall be removed immediately upon discovery.  



Classrooms / Media Center Cleaning Guide: 

Drinking Fountains 

Daily 1. Drinking fountains will be free of water deposits, streaks, and dust. 
Daily      A. Use germicidal/ disinfectant cleaner. 
Daily      B. The mouthpiece, basin, and exterior will be sanitized daily. 
Daily      C. Fountains will be operational, no drainage problems, and water flow will be adequate. Report defects on ASRIS to Building 

Services.  

Life Safety 
Weekly 1. Exit lights will be dust-free. 

Biweekly 2. Fire extinguishers and sprinkler heads will be dust-free and unobstructed. 

Biweekly 3. Fire Alarm: pull stations, horns, and strobes will be dust-free.  
Daily 4. Report defective or vandalized units on ASRIS immediately. 

Pest Management  
Daily 1. Custodial staff will contact the Office of Integrated Pest Management (IPM).  

Bulletin/Chalkboards/Whiteboards 
Daily 1. Bulletin and whiteboards will be dust and graffiti free. 
Daily 2. Chalkboards and trays will be wiped down to reduce the amount of chalk dust. 

Frequency 

Doors 
Daily 1. Door and door handles will be cleaned and disinfected. 
Daily 2. Both sides of door glass will be free of tape, smudges, and fingerprints. 
Daily 3. Lock and unlock doors at appointed times.  



Frequency 
 

 
 
Windows/Windowsills 

As Needed 1. Windows will be free of fingerprints and smudges. 

As Needed 2. Cobwebs removed. 

As Needed 3. Windowsills will be free of dust and debris. 

As Needed 4. Window shades and blinds will be free of dust and smudges. 

Daily 5. All windows are to be closed and locked nightly. 

As Needed 6. Broken and non-functioning hardware shall be reported on ASRIS. 

Waste Cans 

Daily 1. Receptacle will be emptied and the liner replaced as needed. 

Daily 2. Receptacle will be sanitized. 

As Needed 3. Broken receptacles shall be removed from service and replaced immediately. 

Classrooms / Media Center Cleaning Guide: 

Accessories/ Equipment 

Weekly 1. Clocks will be dust-free and maintained in working order. 

Weekly 2. HVAC units will be free of dust, debris and any obstructions. 

Weekly 3. Light fixtures will be cleaned and disinfected. 

Daily 4. Telephones, switch plates and pencil sharpeners will be cleaned and disinfected. 

As Needed 5. Televisions, computers, and AV equipment will be dust-free. 



Classrooms / Media Center Cleaning Guide: 

Frequency 

Furniture 

As Needed 1. All flat surfaces will be dusted. 

 Daily 2. Student desks and chairs will be cleaned. 

Daily 3. All classroom furnishings will be free of graffiti, gum, and dust. 

Daily 4. Teacher desks will be dusted daily without disturbing administrative materials. 

Casework 

As Needed 1. All shelves and cabinets will be free of dust, debris, and smudges. 

As Needed 2. Showcase glass will be free of fingerprints, streaks, and dust. 

Daily 3. All defective or inoperable casework will be reported on ASRIS. 

Stairwells 

Daily 1. Sweep and or vacuum interior stairways. 

Daily 2. Handrails will be cleaned. 

As Needed 3. Report loose handrails or stair treads on ASRIS. 

As Needed 4. Wet mop steps. 



Healthy Environment Note: 
Clean ceiling vents of all 

obstructions to maintain proper 
ventilation.  

  



 

HALLWAYS, LOCKERS  AND STAIRS CLEANING GUIDE: 

Tools Needed 

Refer to Custodial Cart Inventory Sheet 

Vacuum Cleaner 

Products Needed 

Disinfectant 

All Purpose Cleaner 

Glass Cleaner 

Gum Remover 

Carpet Spot Remover 

FREQUENCY OF CLEANING: Steps should be taken throughout the day as necessary and every evening (except for weekly tasks as noted). 

STEP 1: GETTING READY 

 Put on your gloves. 

 Place a wet floor sign at the entrances. 

STEP 2: BEGINNING THE WORK 

 High dust to low dust using microfiber duster. 

 Check lights, vents, ceiling tiles for stains, tops of chalkboards, behind doors, locker tops etc. 

 Wipe all window sills,  televisions, and AV equipment using a cloth (blue microfiber) and All 

Purpose Cleaner 

STEP 3: OTHER SURFACE CLEANING 

 Use All Purpose Cleaner in a spray bottle and a cloth (green microfiber) to do doors, door 

handles, telephone, window sills, HVAC units, walls, handrails, display cabinets, lockers, bulletin 

and blackboards and all other surfaces. 

 With a clean cloth (green microfiber)  spray Disinfectant on the cloth and sanitize by wiping on 

door handles, telephone, light switch plate, benches and letting the surface air dry. Make sure 

you keep the cloth wet with the disinfectant.  

 Clean door glass using Glass Cleaner and cloth (blue microfiber). 

STEP4: STAIRS 

 High dust to low dust using microfiber duster. 

 Check lights, vents, ceiling tiles for stains, behind doors, stair frames etc. 

 Wipe all Windowsills, using a cloth (blue microfiber) and All Purpose Cleaner. 

 Wipe handrails with Disinfectant and a cloth (green microfiber). 

STEP 5: TRASH 

 Remove all trash from the room. If the liner has any spills or food (including gum 

and candy), the liner must be changed. If it contains only paper, you may just dump 

the trash.  Wipe trash can using disinfectant and cloth (green microfiber). 

 Don’t forget the recycled trash. This should be done the night before pickup.  

STEP 6: FLOORS 

 Remove any gum from floor using Gum Remover and a putty knife. 

 Dust mop and remove dirt from the floor making sure to get all edges, corners, 

baseboards and doorways.  Remove black marks. 

WEEKLY: All tile areas should be scrubbed and buffed. 

ANNUALLY: Combinations are changed and the inside of lockers are cleaned. 

DO A QUICK REVIEW OF THE FOLLOWING BEFORE YOU LEAVE THE AREA: Vents, Floors, and Floorboards. Look for any repairs that are needed and report them. 



Hallways/ Stairs / Hall Lockers Cleaning Guide: 
Frequency 

Floor  Covering & Baseboards 

Daily 1. The floor will be free of debris including corners. 
Daily 2. Carpeted floors will be vacuumed. 
Daily 3. Vinyl, ceramic, and rubber floors will be wet/dust mopped. 
Daily 4. Spots and gum on the floor covering will be removed upon discovery. 

Weekly 5. Floors will be scrubbed. 
As Needed 6. Baseboards will be maintained in dust-free condition. 
Semiannual 7. Carpets will be extracted or encapsulated. 

Annual 
As Needed 

8. Vinyl floors will be scrubbed and refinished. 
9. Ceramic and rubber floors will be scrubbed. 

Annually 10.Floors buffed and re-coated. 

Ceilings 
As Needed 1. Remove cobwebs. 
As Needed 2. Replace burned-out light bulbs. 
As Needed 3. Replace damaged ceiling tiles. 

Daily 4. Water stained or spotted tiles will be replaced immediately to prevent mold and mildew. 

As Needed 5. Report damaged light covers on ASRIS to Building Services. 
Daily 6. Remove any litter or debris daily.  

As Needed 7. Return vents and discharge vents will be dust-free. 
As Needed 8. Damaged or missing vents should be reported on ASRIS to Building Services. 

Walls/Wall Coverings/Glass Partitions 
As Needed 1. Dust and remove fingerprints and smudges. 

Daily 2. Partition and glass will be free of smudges, streaks, and dust. 
Daily 3. Graffiti will be removed. Profanity and obscenity-related graffiti shall be removed immediately upon discovery.  



Hallways/ Stairs / Hall Lockers Cleaning Guide: 

Drinking Fountains 

Daily 1. Drinking fountains will be free of water deposits, streaks, and dust. 
Daily      A. Use disinfectant. 
Daily      B. The mouthpiece, basin, and exterior will be sanitized daily. 
Daily      C. Fountains will be operational, drainage works, and water flow will be adequate. Report defects on ASRIS to 

Building Services.  

Life Safety 
Weekly 1. Exit lights will be dust-free. 

As Needed 2. Fire extinguishers and sprinkler heads will be dust-free and unobstructed. 

As Needed 3. Fire Alarm: pull stations, horns, and strobes will be dust-free.  
Daily 4. Report defective or vandalized units on ASRIS immediately. 

Pest Management  
Daily 1. Custodial staff will contact the Office of Integrated Pest Management (IPM).  

Bulletin/Chalk/Whiteboards 
Daily 1. Bulletin and whiteboards will be dust and graffiti-free. 
Daily 2. Chalkboards and trays will be wiped down to reduce the amount of chalk dust. 

Frequency 

Doors 
Daily 1. Door and door handles will be cleaned and disinfected. 
Daily 2. Both sides of door glass will be free of tape, smudges, and fingerprints. 
Daily 3. Lock and unlock doors at appointed times.  



Hallways/ Stairs / Hall Lockers Cleaning Guide: 

Accessories/ Equipment 

Weekly 1. Clocks will be dust-free and maintained in working order. 
Weekly 2. HVAC units will be free of dust, debris, and all obstructions. 
Weekly 3. Light fixtures will be cleaned and disinfected. 

Daily 4. Telephones, switch plates and pencil sharpeners will be cleaned and disinfected. 

As Needed 5. Televisions, computers, and AV equipment will be dust-free. 

Frequency 
 

Windows/Windowsills 
Weekly 1. Windows will be free of fingerprints and smudges. 

As needed 2. Cobwebs removed. 
As Needed 3. Windowsills will be free of dust and debris. 
As Needed 4. Window shades and blinds will be free of dust and smudges. 

Daily 5. All windows are to be closed and locked nightly. 
As Needed 6. Broken and non-functioning hardware shall be reported on ASRIS. 

Waste Cans 
Daily 1. Receptacle will be emptied and the liner replaced as needed. 
Daily 2. Receptacle will be sanitized. 

As Needed 3. Broken receptacles shall be removed from service and replaced immediately. 



Hallways/ Stairs / Hall Lockers Cleaning Guide: 

Frequency 
 

 
 
 

Furniture 

As Needed 1. All flat surfaces will be dusted. 

 Daily 2. Student desks and chairs will be cleaned. 

Daily 3. All classroom furnishings will be free of graffiti, gum, and dust. 

Daily 4. Teacher desks will be dusted daily without disturbing administrative materials. 

Casework 

As Needed 1. All shelves and cabinets will be free of dust, debris, and smudges. 

As Needed 2. Showcase glass will be free of fingerprints, streaks, and dust. 

Daily 3. All defective or inoperable casework will be reported on ASRIS. 

Stairwells 

Daily 1. Sweep and or vacuum interior stairways. 

Daily 2. Handrails will be cleaned. 

As Needed 3. Report loose handrails or stair treads on ASRIS. 



 

KITCHEN CLEANING AND CARE GUIDE: 

Tools Needed 

Refer to Custodial Cart Inventory Sheet 

Products Needed 

Disinfectant 

All Purpose Cleaner 

Glass Cleaner 

FREQUENCY OF CLEANING: Steps should be taken throughout the day as necessary and every evening (except for weekly tasks as noted). 

STEP 1: GETTING READY 

 Put on your gloves. 

STEP 2: BEGINNING THE WORK 

 High dust to low dust using microfiber duster. 

 Check lights, vents, and ceiling tiles for stains. 

STEP 3: TRASH 

 Remove all trash daily. 

 All boxes should be broken down and removed (place 

in recycle dumpster). 

 All cans should be cleaned  daily. 

STEP 4: FLOOR CARE 

 Make sure that all kitchen staff have gone for the 

day. 

 Place a wet floor sign at all entrances. 

 Fill a bucket with All Purpose Cleaner mixed at four 

(4)  ounces per gallon water. 

 Use an orange mop head. 

 Mop kitchen daily. 

STEP 5: MONITORING REFRIGERATORS 

 On a daily basis at 7:30 am and 7:30 pm, the 

temperature should be recorded on the sheets 

provided by kitchen manager (June-July once a day). 

 

STEP 6: FLOOR DRAINS 

 Drains should be cleaned on an as needed basis. Some drains will need more attention than others. Pay attention to the dishwasher and 

the prep sink drains  since there can be a great deal of food in these areas. 

 A gallon of disinfectant should be poured down all drains weekly. 

STEP 7: BATHROOMS 

 Follow the restroom guide for daily cleaning. 

STEP 8: PEST MANAGEMENT 

 All signs of pests should be recorded in log book. 

 All traps should be inspected daily. 

 All pest in traps should be disposed of immediately. 

 

QUARTERLY : All hood vents should be removed and soaked using All Purpose Cleaner mixed at four (4) ounces per gallon water. Then either 

run through dishwasher or hose off  and let dry. Place vent back in hood. 

DO A QUICK REVIEW OF THE FOLLOWING BEFORE YOU LEAVE THE AREA: Vents, Sinks, Floors, and Floorboards. Look for any repairs that are needed and report them. 



Healthy Environment Note: 
Barrier or walk-off mats are your first 
line of defense in keeping the school 

free of contaminants and dirt that can 
be tracked into the school. These mats 

should be vacuumed every day. 
Vacuuming should be done thoroughly 

in both directions.  



CAFETERIA CLEANING GUIDE: 

Tools Needed 

Refer to Custodial Cart Inventory Sheet 

Vacuum Cleaner 

Products Needed 

Disinfectant 

All Purpose Cleaner 

Glass Cleaner 

Gum Remover 

Carpet Spot Remover 

FREQUENCY OF CLEANING: Steps should be taken throughout the day as necessary and every evening (except for weekly tasks as noted). 

STEP 1: GETTING READY 

 Put on your gloves. 

 Place a wet floor sign at the entrances. 

STEP 2: BEGINNING THE WORK 

 High dust to low dust using microfiber duster. 

 Check lights, vents, ceiling tiles for stains, tops of chalkboards, behind doors, etc. 

 Wipe all bookshelves, Windowsills, , televisions, AV equipment using a cloth (blue microfiber) and All 

Purpose Cleaner. 

STEP 3: OTHER SURFACE CLEANING 

 Use All Purpose Cleaner in a spray bottle and a cloth (green microfiber) to wipe doors, door handles, 

telephone, pencil sharpener, window sills, HVAC units, walls, handrails, bulletin and blackboards and 

all other surfaces. 

 Between shifts wipe tables using a cloth (green microfiber)  and disinfectant to sanitize. 

 With a clean cloth (green microfiber) spray Disinfectant on the cloth and sanitize by wiping on door 

handles, telephone, light switch plate, and letting the surface air dry. Make sure you keep the cloth 

wet with the disinfectant.  

 Clean door glass using Glass Cleaner and cloth (blue microfiber). 

STEP4: TABLES 

 When lunches are complete spray all table tops with disinfectant and allow to sit for 10 

minutes to disinfect, then wipe with a cloth (green microfiber). 

STEP 4: TRASH 

 Remove all trash from the room. Make sure to use can liners. Use can wash daily to 

clean inside of cans.  

 Don’t forget the recycled trash. This should be placed in the proper dumpster. 

STEP 5: FLOORS 

 Remove any gum from floor using a putty knife. 

 Dust mop and remove dirt from the floor 

 Scrub and buff daily with All Purpose Cleaner. 

STEP 6: FINISHING UP 

 Check all windows to make sure they are secure.  

 Fill dispensers and disinfectant  bottles. 

QUARTERLY: Tables should be cleaned underneath and gum removed. 

ANNUALLY: Floor should be top scrubbed and recoated. 

DO A QUICK REVIEW OF THE FOLLOWING BEFORE YOU LEAVE THE AREA: Vents, Floors, and Floorboards. Look for any repairs that are needed and report them. 



Cafeteria Cleaning Guide: 
Frequency 

Floor  Covering & Baseboards 

Daily 1. The floor will be free of debris including corners. 
Daily 2. Carpeted floors will be vacuumed. 
Daily 3. Vinyl, ceramic, and rubber floors will be wet/dust mopped. 
Daily 4. Spots and gum on the floor covering will be removed upon discovery. 

As Needed 5. Baseboards will be maintained in dust-free condition. 
Semiannual 6. Carpets will be extracted or encapsulated. 

Annual 
As Needed 

7. Vinyl floors will be scrubbed and refinished. 
8. Ceramic and rubber floors will be scrubbed. 

Ceilings 
As Needed 1. Remove cobwebs. 
As Needed 2. Replace burned-out light bulbs. 
As Needed 3. Replace damaged ceiling tiles. 

Daily 4. Water stained or spotted tiles will be replaced immediately to prevent mold and mildew. 

As Needed 5. Report damaged light covers on ASRIS to Building Services. 
Daily 6. Remove any litter or debris daily.  

As Needed 7. Return vents and discharge vents will be dust-free. 
As Needed 8. Damaged or missing vents should be reported on ASRIS to Building Services. 

Walls/Wall Coverings/Glass Partitions 
As Needed 1. Dust and remove fingerprints and smudges. 

Daily 2. Partition and glass will be free of smudges, streaks, and dust. 
Daily 3. Graffiti will be removed. Profanity and obscenity-related graffiti shall be removed immediately upon discovery.  



Cafeteria Cleaning Guide: 
Frequency 

Doors 

Daily 1. Door and door handles will be cleaned and disinfected. 

Daily 2. Both sides of door glass will be free of tape, smudges, and fingerprints. 

Daily 3. Lock and unlock doors at appointed times.  

Drinking Fountains 

Daily 1. Drinking fountains will be free of water deposits, streaks, and dust. 

Daily      A. Use disinfectant. 

Daily      B. The mouthpiece, basin, and exterior will be sanitized daily. 

Daily      C. Fountains will be operational, no drainage problem, and water flow will be adequate. Report defects on ASRIS to 
Building Services.  

Life Safety 

Weekly 1. Exit lights will be dust-free. 

Biweekly 2. Fire extinguishers and sprinkler heads will be dust-free and unobstructed. 

Biweekly 3. Fire Alarm: pull stations, horns, and strobes will be dust-free.  

Daily 4. Report defective or vandalized units on ASRIS immediately. 



Cafeteria Cleaning Guide: 

Frequency 

Pest Management  

Daily 1. Custodial staff will contact the Office of Integrated Pest Management (IPM).  

Windows/Windowsills 

As Needed 1. Windows will be free of fingerprints and smudges. 

As Needed 2. Cobwebs removed. 

As Needed 3. Windowsills will be free of dust and debris. 

Weekly 4. Window shades and blinds will be free of dust and smudges. 

Daily 5. All windows are to be closed and locked nightly. 

As Needed 6. Broken and non-functioning hardware shall be reported on ASRIS. 

Waste Cans 

Daily 1. Receptacle will be emptied and the liner replaced as needed. 

Daily 2. Receptacle will be sanitized. 

As Needed 3. Broken receptacles shall be removed from service and replaced immediately. 






