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Introduction

Welcome to the cleaning staff team! As a cleaning staff member, your role is crucial in maintaining a clean and safe environment for our customers and employees. This training manual will provide you with the necessary information and guidelines to perform your duties effectively and efficiently.

Roles and Responsibilities


●  Perform cleaning tasks as assigned by the supervisor.

●  Follow the cleaning schedule and complete tasks within the designated timeframes.

●  Maintain a high standard of cleanliness in all areas.

●  Report any maintenance issues or safety concerns to the supervisor.

●  Adhere to company policies and guidelines.

●  Respect the privacy and confidentiality of customers and employees.



Safety Guidelines


●  Wear appropriate personal protective equipment (PPE) such as gloves and non-slip shoes.

●  Follow proper lifting techniques to avoid injury.

●  Use caution signs or barriers when cleaning wet floors.

●  Handle cleaning chemicals with care and follow instructions on their labels.

●  Keep cleaning equipment in good working condition.

●  Report any accidents or injuries to the supervisor immediately.



Cleaning Procedures

4.1. General Cleaning


●  Dust all surfaces, including furniture, shelves, and windowsills.

●  Empty and clean trash bins.

●  Vacuum carpets and rugs.

●  Sweep and mop hard floors.

●  Wipe down door handles, light switches, and other high-touch areas.

●  Ensure cleanliness in hallways, staircases, and elevators.



4.2. Floor Cleaning


●  Sweep the floor to remove loose dirt and debris.

●  Use appropriate floor cleaning solutions and equipment according to the floor type.

●  Mop the floor using proper techniques, paying attention to corners and edges.

●  Allow the floor to dry completely before allowing foot traffic.



4.3. Surface Cleaning
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