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I. INTRODUCTION
Purpose and Scope 

The City of Delta's General Facilities Management Policy and Procedure (P&P) Manual is a 
comprehensive guide for the effective management and maintenance of public buildings 
and infrastructure in the municipality. This manual outlines the purpose, scope, and core 
principles of the City's facilities management program so that a consistent and standardized 
approach across all departments is followed. 

Additionally, the manual serves as a framework for complying with relevant federal, 
provincial, and municipal regulations. These regulations cover building safety, accessibility, 
and environmental sustainability. The manual is created with the aim of facilitating 
communication and collaboration between staff, department occupants, and external 
service providers. 

Purpose 

The primary purpose of this manual is to establish a strong foundation for the management 
of Delta's facilities. To define expectations for the operation, maintenance, and overall 
condition of City facilities. To outline best practices and procedures, and promote efficiency 
and effectiveness to ensure seamless service delivery across all City departments. 

Scope 

The P&P included in this manual applies to the management of all facilities, amenities, and 
parks owned and leased by the City of Delta, including administrative buildings, community 
and leisure centers, recreation facilities (wellness parks, pools), libraries, halls, arenas, and 
other standalone facilities. General management functions that ensure the proper 
operation and maintenance of facilities, amenities, and parks are: 

● Preventive maintenance and regular inspections, servicing, and upkeep of building
systems (HVAC, electrical, plumbing) crucial for preventing breakdowns and
extending the life of assets

● Corrective maintenance to address identified issues in a timely manner, minimize
disruption, and ensure building functionality

● Services that help maintain clean and sanitary environments within City facilities that
are paramount for promoting occupant health and safety

● Emergency preparedness, ensuring facilities are prepared for emergencies involves
regular safety inspections, emergency equipment is maintained, evacuation plans
are in place, and

● Energy management and strategies to reduce energy consumption and associated
utility costs to contribute to a more sustainable and cost-effective operation.
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By adhering to sound principles and practices, the City of Delta can achieve a high standard 
of facilities management.   
 

Reference to City of Delta Policies and Procedures  
 
The City of Delta's General Facilities Management Program operates within the framework 
established by the City of Delta's overall policies and procedures. This ensures operations 
and practices are consistent with the city's broader goals and commitments.  
 
This manual outlines procedures for preventive maintenance, which extends the lifespan of 
assets and minimizes costly repairs. It prioritizes a safe and healthy work environment by 
outlining procedures for maintaining cleanliness, regular safety inspections, fire and 
emergency equipment, and ensuring proper ventilation and indoor air quality within all 
facilities. 
 
The manual outlines the policies and procedures that ensure city facilities are well-
maintained, clean, and accessible to all members of the community. This includes 
adherence to accessibility standards and maintaining signage that is clear, concise, and easy 
to understand. The lines of communication and reporting procedures hereby allow for 
informed decision-making regarding facilities management practices and resource 
allocation.  
 
The city also remains committed to the principles of environmental sustainability through 
the use of non-toxic cleaning products, promotion of recycling and waste reduction within 
facilities, and optimizing building operations to minimize energy consumption. 
 
By aligning with the City of Delta's overall policies and procedures, our facilities 
management practices contribute to the city's broader goals of employee and public well-
being, overall accountability, fiscal responsibility, and environmental sustainability. 
 

Importance of Facilities Management 
 
An effective facilities management program is essential for a healthy and productive work 
environment for employees and provides a welcoming experience for the public. Following 
correct procedures will ensure that public buildings and infrastructure remain safe, efficient, 
sustainable, and more cost-effective to manage. 
 
By regularly inspecting and servicing building systems (electrical, HVAC, plumbing, roofs, 
etc.) through proactive maintenance, we can identify and address minor issues in a timely 
manner.    
 
A well-maintained facility prioritizes both the safety and comfort of its occupants. Regular 
maintenance ensures critical systems like fire safety equipment, elevators, and ventilation 
function properly. Facilities management is important for effectively addressing accessibility 
concerns and creating an inclusive environment for all.   
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Well-managed buildings significantly contribute to the smooth operation of city services. 
Facilities management ensures that heating, cooling, lighting, and mechanical systems 
operate at optimal levels, reducing downtime and ensuring uninterrupted service delivery. 
Through facilities management, we can spot opportunities for the optimization of 
operations and services and enable departments to function better within their allocated 
areas. 
 
A proactive facilities management program focused on preventive maintenance is more 
cost-effective than doing repairs. Catching problems early minimizes the need for 
emergency services and disruptions in services. Ideally, facilities management can identify 
areas for energy and water conservation, also leading to significant cost savings on utilities. 
 
The municipality's buildings and infrastructure reflect our values and commitment to the 
community. Well-maintained facilities contribute to a positive impression of the 
municipality and its services and contribute to public satisfaction.  
By implementing comprehensive facilities management policies and procedures, the City of 
Delta can ensure its buildings and infrastructure remain safe and reliable, and meet the 
evolving needs of the community. 
 

Maintaining High Cleaning Standards 
 
Maintaining high cleaning standards in public facilities is more than a matter of aesthetics. 
High cleaning standards contribute to a healthier, safer, and more productive environment 
for everyone who uses the facilities. For example, high cleaning standards significantly 
reduce the spread of germs and bacteria, as well as dust, allergens, and other airborne 
contaminants, and help maintain good indoor air quality contributing to a healthier and 
more comfortable environment for all. 
 
High cleaning standards can be achieved through preventative maintenance of all functional 
components of facilities. Regular cleaning helps prevent dirt and grime buildup from 
damaging surfaces, fixtures, and equipment and preserves the aesthetics and functionality 
of city facilities. Spills and messes addressed promptly minimize the risk of permanent stains 
or corrosion, while properly functioning ventilation systems also improve energy efficiency 
by ensuring optimal building temperature control.  
 
Proactive cleaning also goes a long way in preventing unforeseen costs and parts 
replacements or extensive renovations down the line. The proactive approach extends the 
lifespan of city assets, reducing long-term maintenance costs.  
 
Furthermore, the city's buildings reflect its commitment to the community. Clean and well-
maintained facilities are more welcoming, and high cleaning standards demonstrate the 
city's dedication to providing a positive experience for residents, employees, and visitors.   
 
Slippery floors, cluttered walkways, and poorly lit areas can pose safety hazards. 
Maintaining high cleaning standards ensures floors are free of spills and debris, walkways Copyrig
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are clear of obstructions, and proper lighting is maintained. This minimizes the risk of 
accidents and reduces liability. 
 
The city maintains high standards by prioritizing the use of eco-friendly products and 
cleaning techniques. Using biodegradable cleaning solutions and minimizing water waste 
during cleaning contributes to a more sustainable city operation. In turn, employing high 
standards helps promote positive behaviours, so that everyone treats all facilities 
responsibly. 
 
High cleaning standards ensure emergency exits are clear and readily accessible, reducing 
potential hazards in the event of an evacuation and allowing for a more efficient response 
during emergencies. 
 
 

II. RESPONSIBILITIES 
 

A. Facilities Management Department 
 

Overall Management and Supervision 
 
The Facilities Management Department plays a critical role in ensuring city public buildings 
and infrastructure function smoothly and efficiently. The department's responsibilities 
include overall management and supervision, guaranteeing the successful operation of the 
facilities management program across all city departments.  
 
The Department: 
 

● Takes a proactive approach in developing a comprehensive strategic plan for facility 
management which aligns with the city's overall goals and priorities and the long-
term objectives for facility management practices;  
 

● Follows measurable goals and performance indicators to track progress and ensure 
continuous improvement; 

 
● Is responsible for developing and managing the annual facilities management 

budget, including effectively allocating resources to cover preventive maintenance 
programs, corrective repairs, custodial services, utilities, and potential capital 
improvement projects;  
 

● Monitors budget expenditures, identifying cost-saving opportunities and ensuring 
efficient utilization of resources; 

 
● Plays a crucial role in developing and implementing policies and procedures that 

govern all aspects of facility management;  
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● Ensures  all staff, occupants, and contractors adhere to these policies, maintaining a 
consistent and compliant facilities management program; 

 
● Is responsible for the supervision and development of its staff and training 

opportunities to ensure staff members are proficient in maintenance practices, 
cleaning protocols, and safety procedures;  
 

● Promotes continuous learning opportunities to ensure staff competency and high-
quality service delivery; 

 
● Serves as a central point of communication for all matters related to facilities 

management;  
 

● Establishes clear communication channels with other city departments, ensuring 
their needs are addressed promptly; and 
 

● Collaborates with external service providers, including contractors and consultants 
to ensure successful project delivery and efficient service execution. 

 
Development and Implementation of Programs 

 
The facilities management department plays a vital role in ensuring the smooth operation 
and long-term viability of the city's public facilities and infrastructure. This is achieved 
through the development and implementation of comprehensive programs that address all 
the vital aspects of facility management. 
 
Preventive maintenance is one of the main elements of a successful facility management 
strategy. The department takes a proactive approach by identifying all functioning systems 
(HVAC, electrical, plumbing, roofing, etc.) and recommending appropriate preventive 
maintenance schedules. This includes specifying inspection frequencies, service procedures, 
and replacement timelines for various equipment and components by checking 
manufacturer recommendations, maintenance needs, and facilities’ patterns of use. 
 
The department is responsible for coordinating all preventive maintenance tasks, such as 
assigning jobs to qualified internal or contracted technicians and ensuring the timely 
completion of all activities. The procedures are adaptable and can be adjusted based on 
unforeseen issues identified during preventative inspections. 
 
A methodical facilities management program and strict standards for cleanliness and 
sanitation guide the procedures for daily, weekly, and monthly routine cleaning, regular 
deep cleaning tasks, and disinfecting protocols to prevent any public health concerns from 
arising.  
 
Procedures are developed and implemented by recruiting, training, and supervising 
competent cleaning staff. They are responsible for maintaining a stock of essential cleaning 
supplies and equipment and keeping to the maintenance schedule. Staff conducts regular 
quality checks to monitor cleaning effectiveness and adherence to established protocols. Copyrig
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A comprehensive energy management program is also in place to reduce energy 
consumption in city buildings. Based on the audits, the department is gradually 
implementing strategies, including upgrading lighting systems to energy-efficient models, 
installing occupancy sensors, and promoting energy conservation behaviours among 
occupants. Energy consumption is monitored to track the effectiveness of implemented 
strategies and ongoing maintenance practices for HVAC systems and building controls to 
ensure cost-efficient operations. 
 

Emergency Preparedness 
 
The department plays a crucial role in developing a comprehensive emergency 
preparedness program for city facilities, including conducting risk assessments to identify 
potential hazards and vulnerabilities within buildings. Once the risks are assessed, staff 
develop evacuation plans, ensuring emergency exits are well-maintained and accessible, 
and procedures are established for responding to various emergencies. 
 
Regular safety inspections are coordinated by the department, including fire alarm testing 
and inspection of emergency equipment. Evacuation drills are conducted, along with 
training and resources to ensure familiarity with emergency procedures and preparedness.   
 
The Department plays a critical role in ensuring city buildings remain safe and functional, 
and meet the needs of the community. Their responsibility encompasses activities related to 
building repairs and maintenance, ensuring the longevity and optimal performance of public 
facilities.  
 
 Inspections 
 
The department conducts regular inspections of public buildings to identify potential 
problems, assess maintenance needs, and prioritize repairs, including annual inspections for 
essential systems like roofing, plumbing, and electrical wiring, as well as more frequent 
inspections for areas with frequent use, like restrooms or public lobbies. 
 
Beyond routine inspections, the department coordinates with specialists for specific 
building assessments when needed, such as structural engineers evaluating foundation 
integrity, roofing contractors inspecting for leaks and damage, or fire safety inspectors 
verifying compliance with fire codes. 
 
A comprehensive database of inspection results, repair records, and maintenance history 
for each public building is maintained to ensure trends are tracked, recurring issues are 
identified, and preventative maintenance strategies are in place to address potential 
problems before they escalate. 
 
Based on building assessments and industry best practices, established preventive 
maintenance schedules for all public buildings are followed. These schedules outline specific 
maintenance tasks for various building systems (HVAC, electrical, plumbing, etc.), along with 
recommended frequencies for each task. Proper preventive maintenance minimizes costly Copyrig
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repairs and disruptions in services extends the lifespan of building components and ensures 
efficient system operation. 
 
The department implements the established preventive maintenance schedules of in-house 
technicians, coordinating with skilled contractors, or procuring specific materials required 
for the maintenance tasks. Effective coordination ensures timely completion of preventive 
measures, minimizing disruption to facility operations. 
 
Accurate records and documentation of all preventive maintenance activities performed on 
public buildings are well maintained and standardized, detailing tasks completed, materials 
used, and any identified issues requiring further action. This information is crucial for future 
reference and ensuring a comprehensive maintenance history for each facility. 
 
 Repairs and Renovations 
 
By conducting thorough inspections and building systems failures via occupant requests, the 
department identifies the need for repairs within public facilities. These repairs can range 
from minor fixes like addressing spills and leaks, patching drywall, or replacing light fixtures 
to more extensive work like roof repairs, plumbing system overhauls, or structural 
reinforcements. 
 
Once repair needs are identified, the department develops project plans and budgets by 
estimating the scope of work, material costs, and labour requirements. Repairs are then 
prioritized based on urgency, safety concerns, and potential impact on the operation of the 
facility. The department collaborates with the finance department to secure necessary 
funding for maintenance and repair projects. 
 
Depending on the complexity of the necessary building repairs, the department may use in-
house staff or hire qualified contractors. In the case of contractor involvement, a 
competitive bidding process is conducted to ensure cost-effectiveness and quality service. 
The department oversees project execution, manages budgets, and ensures construction 
activities comply with building codes and safety regulations. 
 
Clear protocols are also followed when responding to building emergencies, including 
procedures for addressing situations like fire damage, severe water leaks, electrical outages, 
or structural concerns. Emergency response plans outline response timelines, 
communication protocols, and the mobilization of resources to address the damages and 
ensure public safety. 
 
Following an emergency event, the damage to the public building is assessed, and a 
restoration plan is developed based on emergency repairs needed to stabilize the facility 
and prevent further damage. A comprehensive plan for restoring affected systems and 
infrastructure to their pre-emergency condition is then put in place. 
 
During emergency repairs, the safety and security of staff, occupants, and the public are 
prioritized by clearly establishing secure zones, enacting temporary closures, and 
implementing appropriate safety measures during construction activities. Copyrig
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Procurement of Supplies and Equipment 
 
To ensure public buildings and infrastructure operate efficiently, it is important for the 
department to procure cost-effective supplies and equipment needed for daily operations 
and maintenance activities.  
 
This requires ongoing communication with department representatives to understand their 
specific requirements for cleaning materials, maintenance tools, replacement parts, and 
operational supplies. In this way, the department can anticipate future needs based on 
preventive maintenance schedules, known usage patterns, and upcoming maintenance or 
repair needs. 
 
Once needs are identified, strategic purchasing plans are developed, such as the optimal 
quantity of supplies and equipment to order, considering factors like usage rates, delivery, 
and total costs. Different procurement methods such as direct purchase, competitive 
bidding, or established contracts with supply providers help ensure the most cost-effective 
options are chosen. 
 
A database of qualified suppliers is maintained for various categories of supplies and 
equipment. This database contains reputable vendors with a proven track record of quality 
products, competitive prices, and reliable delivery schedules determined based on local 
availability, environmentally friendly practices, and responsiveness to customer inquiries. 
 
When a specific procurement need arises, the potential suppliers are evaluated based on 
pre-established criteria, such as product quality, pricing, delivery terms, warranty options, 
and customer service reputation. Competitive bidding processes are then used for larger 
purchases to ensure transparency and obtain the best value for the municipality's needs. 
 
Following supplier selection, the department then issues official purchase orders outlining 
the specific items, quantities, prices, and delivery timelines. For larger procurements or 
ongoing requirements, formal contracts are developed with chosen vendors, outlining clear 
terms and conditions. 
 
A centralized system for tracking purchase orders and deliveries is maintained to ensure 
timely receipt of supplies and equipment and allows for proactive follow-up with suppliers 
in case of delays. This helps verify deliveries against purchase orders and maintain accurate 
records to monitor spending and ensure proper inventory management. 
 
The department keeps optimal stock levels for regularly used supplies and frequently 
needed replacement parts to minimize storage costs while ensuring sufficient stock to avoid 
disruptions in cleaning and maintenance activities. An inventory management software is 
used to track inventory levels and signal the need for re-orders when stocks are low. 
 
Effective inventory control measures are also applied to prevent theft, loss, or damage to 
supplies and equipment, such as secure storage facilities, controlled access procedures, and 
regular inventory audits. This is done in partnership with other city departments like finance 
or security to ensure proper accountabilities for all assets. Copyrig
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The procurement of environmentally friendly supplies and equipment is prioritized, when 
possible, namely seeking out products made from recycled materials, utilizing 
biodegradable cleaning solutions, and searching for energy-efficient equipment options. The 
entire lifecycle of a product is considered, from its production to disposal, minimizing 
environmental impact and unforeseen costs. Beyond the initial purchase price, the 
department factors in the lifecycle cost when evaluating equipment options, considering 
disposal and replacement costs, maintenance requirements, and energy consumption. 
 
With the focus on strategic purchasing, responsible vendor selection, and proper inventory 
management leading to cost-efficiencies within the facilities management program, the 
department ensures the city receives high-quality supplies and equipment at competitive 
prices. 
 

Quality Control and Performance Monitoring 
 
The facilities management department proactively identifies and mitigates risks and liability 
associated with facility operations and maintenance. This includes conducting regular safety 
inspections, ensuring compliance with relevant building codes and safety regulations, and 
developing protocols for emergency preparedness. Preventative measures are implemented 
to minimize potential accidents, injuries, and property damage within city facilities. 
 
Ensuring city public buildings and infrastructure are safe, efficient, and meet the needs of 
the community, continuously monitoring performance across all facilities management 
operations is key.  
 
Clear and measurable quality standards are established for all aspects of facilities 
management. This includes detailed procedures for cleaning, maintenance practices, and 
response times to service requests. The department has benchmarked these standards 
against industry best practices and has documented them in this manual, as well as training 
materials. To ensure everyone understands the expected level of service and to emphasize 
the importance of adhering to these established standards, these procedures and the 
training manual are made available to facilities management staff, department occupants, 
and external service providers. 
 
The department conducts regular inspections to assess compliance with established quality 
standards. This includes inspecting and verifying the completion of preventive maintenance 
tasks and repairs to ensure systems are functioning properly. Periodic audits of facilities 
management processes are also conducted to identify potential areas for improvement or 
gaps in quality control measures. 
 
Regular reports are prepared to summarize quality control findings and performance 
metrics and to identify areas for improvement, which are then shared with city 
management, department representatives, and other stakeholders. Based on quality control 
findings and performance data analysis, action plans are developed to address identified 
issues, with continuous improvement initiatives implemented to enhance training programs Copyrig
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for staff, consider innovative maintenance technologies, and to refine cleaning protocols for 
optimal results. 

By implementing effective quality control and performance monitoring practices, the 
department can ensure uninterrupted service delivery and quality control measures that 
guarantee consistently high standards for cleaning, maintenance, and occupant services 
across all city facilities. Performance monitoring helps identify areas where resources can be 
better allocated, or processes streamlined to ensure cost savings, and to identify potential 
problems before they escalate. 

Regulatory Compliance 

To ensure all public buildings comply with relevant building codes and accessibility 
standards, maintaining awareness of updated regulations and implementing modifications 
required ensures facilities are accessible to persons  with a disability. Regular code 
inspections by qualified professionals can verify continued compliance and identify areas 
requiring adjustments. 

The department plays a key role in facilitating public building renovations that enhance 
accessibility for all, including the  installation of ramps, modifying restrooms for wheelchair 
accessibility, and implementing visual and auditory aids for individuals with sensory 
impairments. This is done in collaboration with industry experts to ensure renovation 
projects meet the evolving needs of the community. 

Detailed documentation of all renovations undertaken to improve building accessibility are 
maintained and serve as a record to ensure future maintenance and repair activities 
consider accessibility features. 

Communication and Reporting 

Effective communication and reporting are crucial aspects of the success of operations, 
promoting transparency, collaboration, and informed decision-making across the 
municipality. Clear and consistent communication channels are established for all 
stakeholders involved in maintaining the city's facilities: department representatives, 
building occupants, elected officials, external service providers, and the public. Proactive 
communication is a priority for keeping stakeholders informed about upcoming 
maintenance activities, planned disruptions, or potential service changes within city 
facilities. The department is transparent about potential delays or unforeseen issues, 
providing timely updates to minimize inconvenience and manage expectations. 

The department ensures accessibility through open communication channels, encouraging 
feedback and inquiries from staff, occupants, and the public. Collaborating with other city 
departments that utilize public facilities means taking into consideration their specific needs 
and space requirements, coordinating maintenance schedules to minimize disruptions, and 
providing training or resources related to proper facility use and resource conservation. 
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Open communication channels are maintained with all facilities management staff, ensuring 
they are well-informed about established procedures, safety protocols, and upcoming 
projects. Regular training opportunities are provided to keep staff skills and knowledge up-
to-date and allow them to deliver high-quality services. 

Clear guidelines for internal reporting are established for all aspects of facilities 
management, including standardized reporting formats for preventive maintenance 
completion, service requests, and routine inspections.  

The department reports on key performance indicators related to facilities management 
and presents data on maintenance costs, occupant satisfaction ratings, and response times 
to service requests, highlighting areas where improvement is needed, or positive outcomes 
have been achieved. The collected information is analyzed to identify trends, potential 
issues, and areas for improvement within the facilities management program, with insights 
that can be used to optimize resource allocation, refine maintenance strategies, and 
prioritize future projects as needed.  

Aligned with the city's commitment to transparency, the department also engages in public 
reporting initiatives by publishing reports summarizing activities, sustainability efforts, and 
key performance metrics on the delta.ca website. 

C. Recreation Facilities Staff

Recreation staff are on the front lines of daily operations and are well-positioned to identify 
potential maintenance issues, such as spotting leaky faucets, spills, stains, damaged 
flooring, etc. All staff familiarize themselves with established procedures for reporting 
maintenance issues during training, including using a dedicated reporting system, notifying 
a maintenance supervisor directly, or submitting a work order form. 

Staff also play a role in ensuring the safety of facility users by checking for safety hazards 
like broken glass or improperly placed equipment. They are responsible for reporting unsafe 
or unsanitary issues to supervisors or security personnel.  

A clean and inviting facility also enhances the overall user experience. Visitors are more 
likely to return and participate in activities if the facility is well-maintained and aesthetically 
pleasing. 

Daily Cleaning and Maintenance Duties 

Recreation facilities are important spaces for communities to exercise, socialize, and 
participate in leisure activities. However, maintaining these facilities in a clean, safe, and 
functional condition requires dedicated staff committed to daily cleaning and maintenance 
duties. 
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Facility staff perform routine cleaning tasks throughout the facility daily. This includes 
cleaning restrooms, locker rooms, hallways, and common areas. They ensure proper 
sanitation by disinfecting frequently touched surfaces like doorknobs, handrails, equipment 
handles, and seating areas. 
 
The staff are trained and prepared to address accidents promptly. This includes having 
readily available cleaning supplies and knowing proper procedures for handling different 
types of spills (e.g., bodily fluids, food spills, chemical spills). Ensuring the safe and sanitary 
disposal of contaminated materials is also crucial. 
 
Staff conduct visual inspections of equipment to identify any damage or malfunction and 
report any identified issues to maintenance personnel for prompt repair or replacement. 
 
Routine cleaning and upkeep of equipment involves wiping down exercise machines, 
cleaning pool noodles and floats, sanitizing other sports equipment, and ensuring proper 
storage of equipment after use. Staff is   responsible for maintaining a sufficient stock of 
essential cleaning supplies, equipment sanitizers, and essential products (toilet paper, paper 
towels, etc.) by monitoring inventory levels and submitting restocking requests as needed. 
 
Staff sweeps and mop floors throughout the facility regularly, removing dust, dirt, and 
debris from furniture, windowsills, blinds, light fixtures, ceilings, and other surfaces. This 
ensures a clean and pleasant environment where furniture is arranged appropriately, 
equipment is functional, and walkways are clear of obstructions. 
 
Regular cleaning and maintenance extend the lifespan of equipment and infrastructure 
within the recreation facility. By addressing minor issues promptly, staff can prevent more 
significant and costly repairs in the future. Daily commitment to cleaning, maintenance, and 
safety procedures contributes significantly to the success of recreation programs and the 
overall well-being of facility users. 
 

Reporting Maintenance Issues 
 
Maintaining public facilities in top condition requires constant vigilance identifying and 
reporting maintenance issues promptly and effectively. Onsite routines involve observing 
the environment and identifying potential problems that may require maintenance or 
repairs. This includes noticing broken exercise machines, damaged basketball hoops, 
malfunctioning pool equipment, or issues with playground structures that pose safety 
hazards.  
 
Additionally, staff keep vigilant for signs of deterioration such as leaky faucets, peeling 
paint, clogged drains, or malfunctioning vending machines. Unsanitary conditions like 
overflowing trash cans, malfunctioning toilets, or areas requiring additional cleaning due to 
spills or accidents are addressed promptly. 
 
Facility staff should also maintain awareness of common maintenance issues specific to 
their facility type. For example, pool staff are trained to be attentive to water chemistry 
imbalances, while gymnasium staff are trained to focus on floor surface integrity and proper Copyrig
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equipment function. By understanding these potential issues, staff can be more proactive in 
identifying problems before they escalate. 
 
Effective reporting relies on staff understanding established procedures for notifying 
maintenance personnel by using dedicated reporting systems, direct communication with a 
designated maintenance supervisor, or paper-based work order forms.   
 
When reporting issues, staff are trained to provide accurate and detailed information 
regarding the identified problem, including clearly specifying the location of the problem, 
providing a clear description of the issue, and noting the urgency of the problem. Critical 
issues like safety hazards or potential damage to equipment warrant immediate attention, 
while other facility maintenance tasks are prioritized accordingly.  
 
All the necessary information is communicated without unnecessary details that may delay 
action. Delaying communication can exacerbate problems and potentially lead to more 
extensive repairs or safety concerns. Depending on the severity of the issue, management 
routinely follows up with maintenance personnel to confirm that the reported issue is 
addressed and resolved in a timely manner or that alternative solutions are needed to 
address the reported issue. 
 
Facility staff play a key role in ensuring a safe environment for all facility users. Identifying 
and promptly reporting potential safety hazards like damaged equipment, electrical 
malfunctions, or structural concerns are a core responsibility. In some cases, staff might be 
required to take temporary safety measures while awaiting maintenance interventions, 
such as cordoning off a malfunctioning area, placing warning signs, or temporarily removing 
equipment from use until repairs are completed. 
 

Ensuring a Safe Environment 
 
Facility staff are responsible for creating and maintaining a safe environment for everyone. 
They are tasked with conducting routine inspections of facilities to identify potential 
hazards, including checking playgrounds for damaged equipment, inspecting pool areas for 
cleanliness and safety regulations, and ensuring walkways and common areas are free of 
obstructions or spills. 
 
Staff are trained in emergency procedures, including evacuation plans, fire safety protocols, 
and basic first-aid techniques. Knowing how to respond to emergencies and administer first 
aid until medical professionals arrive is vital for minimizing harm. 
 
Staff ensure that facilities have clear safety signage throughout the premises that is 
strategically placed for maximum visibility, such as pool safety guidelines, weight room 
instruction signs, emergency exit maps, emergency contacts, etc.  
 
Staff also conduct regular patrols of the facility to identify any potential safety hazards that 
may have arisen during operation hours. For example, they are tasked with checking 
restrooms for cleanliness and safety concerns, ensuring equipment is used appropriately, 
and addressing any horseplay or unsafe behaviour by patrons. Copyrig
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Recreation facilities can become crowded, particularly during peak hours or special events. 
Staff play a role in managing crowds, ensuring proper flow throughout the facility and 
preventing congestion that could lead to accidents or injuries. 
 
Depending on the facility and activity, staff may be required to actively supervise patrons. 
This is especially important for children's areas, swimming pools, and high-impact activities 
like gymnastics or weight training. Specially trained personnel undertake active supervision 
roles and are prepared to anticipate potential safety concerns and intervene to prevent 
accidents. 
 
Staff are also trained to provide guidance and instructions to patrons on the proper use of 
equipment within the facility. This is particularly important for users unfamiliar with some 
facility amenities, or equipment with specific safety protocols. This serves to encourage 
proper equipment use and, crucially, minimize the risk of misuse-related injuries. 
 
Staff are responsible for promptly reporting any identified equipment damage or 
malfunction to maintenance personnel, especially removing equipment from use or 
ensuring it is appropriately secured until repairs are completed. 
 

Emergency Response and Evacuation Procedures 
 
Staff are required to participate in regular emergency response training. This training equips 
staff to handle situations including fires, medical emergencies, or accidental injuries. 
Knowing how to use emergency equipment and respond calmly during crises can 
significantly improve emergency response outcomes. 
 
Staff are required to familiarize themselves with established evacuation procedures for 
different types of emergencies, namely, how to lead patrons to designated exits, ensure 
safe evacuation routes are clear, and assist individuals with mobility impairments during 
emergencies. 
 
During emergencies, staff play a crucial role in carrying out clear communication with 
patrons and emergency personnel by providing information about the situation, assisting 
with evacuation procedures, and coordinating with first responders to ensure proper care 
for those in need. 
 
Staff is also responsible for enforcing rules fairly and appropriately, including addressing 
disruptive behaviour, enforcing pool safety regulations, intervening in situations that could 
escalate into conflict, and being proactive to create a secure environment. 
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III. CLEANING AND MAINTENANCE 
PROCEDURES  
 

A. General Cleaning Procedures 
 
Safety Precautions and Protocols 

 
Maintaining a clean and functional environment is essential in any setting. However, 
cleaning and maintenance tasks may have potential hazards. Implementing the following 
safety precautions and protocols is important for protecting cleaning staff and anyone 
present during maintenance activities.  
 
1. Personal Protective Equipment (PPE) 
 

1 
 
Depending on the cleaning or maintenance task, specific types of PPE may be required, such 
as: 
 

● Gloves or chemical-resistant gloves (if necessary, for handling cleaning chemicals, 
disinfectants, or hazardous materials), chosen based on the specific chemicals being 
used and replaced regularly to ensure proper protection. 

1 https://safetyculture.com/topics/ppe-safety/ Copyrig
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● Goggles or safety glasses for eye protection, to help prevent splashes or airborne 
particles from entering the eyes, crucial when using harsh chemicals, cleaning high 
surfaces, or performing maintenance tasks that may generate dust or debris. 

● Respirators when working with hazardous materials, strong cleaning chemicals, or in 
environments with poor ventilation, chosen based on the specific airborne 
contaminant. 

● Reinforced boots or slip-resistant shoes, essential for protecting toes and preventing 
slips and falls, especially when working on wet surfaces. 

 
Simply having PPE available is not enough. Staff are trained on the proper selection, fit, use, 
removal, and cleaning of PPE for specific tasks, as selecting the appropriate PPE depends on 
the task at hand and the specific hazards involved. Consulting the Safety Data Sheets 
(Section VI: Resources) and following the manufacturer's recommendations are imperative 
for selecting the correct type of PPE. 
 
Similarly, improperly fitting PPE can compromise its effectiveness. Gloves, goggles, and 
respirators should fit comfortably and snugly to ensure adequate protection. Staff are 
trained on how to properly wear, use, and remove PPE, including ensuring a good seal 
around the eyes with goggles.  
 
They are also trained on how to remove PPE after use safely and hygienically to avoid 
transferring contaminants to the user's skin or clothing. 

 
Maintaining PPE 

 
Regular inspection, cleaning, and correct storage of PPE are essential to ensure its 
effectiveness and longevity, including inspecting PPE for damage or wear-and-tear before 
each use. Damaged gloves with holes or tears, cracked goggles, or malfunctioning 
respirators must be replaced immediately. 
 
Cleaning protocols vary depending on the type of PPE. Following the manufacturer's 
instructions for cleaning and disinfecting reusable PPE is vital to maintain hygiene and 
prevent the spread of germs. 
 
Storing PPE in a clean, dry, and well-ventilated location helps prevent damage and 
contamination. Keeping gloves dry and away from harsh chemicals can extend their use. 
During training, staff are educated on the hazards associated with cleaning and 
maintenance tasks, the selection and proper use of PPE, and proper disposal procedures for 
contaminated PPE. 
 
Clear communication between staff and supervisors regarding potential hazards and 
identified issues with PPE is essential. Supervisors should ensure staff have access to the 
correct type of PPE and replacement options when necessary. 
 
Signage is used to remind staff of the need to wear PPE in specific areas and provide 
information on the types of PPE required for various tasks. 
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By prioritizing the use of appropriate PPE and ensuring its proper use and maintenance, 
cleaning and maintenance staff can significantly reduce the risk of accidents and injuries. 
 
2. Chemical safety 
 

2 
 
Cleaning tasks often involve the use of various chemicals, disinfectants, and cleaning agents. 
These products can be highly effective in removing dirt, germs, and stains, but their 
improper use and storage can pose safety hazards. Staff are required to read and 
understand the Safety Data Sheets (Section VI: Resources) for any chemical product before 
using it. The sheets list essential information on the product's hazards, proper handling 
procedures, and first-aid measures in case of accidental exposure. 
 
Staff are trained on safe handling and storage practices for cleaning chemicals, including 
using designated containers, avoiding mixing incompatible chemicals, and storing them in 
well-ventilated, secure locations away from heat sources. 
 
Additionally, knowing the proper procedures for responding to chemical spills is crucial to 
minimize risks and ensure proper clean-up, including isolating the spill area if necessary, 
applying spill kits with appropriate absorbent materials, and notifying emergency personnel 
in case of major spills, if necessary. 
 
1. Understanding Safety Data Sheets (SDS): 

2 https://www.xo2.com.au/blog/articles-2/21-cleaning-chemical-handling-guidelines-for-your-workplace-253 Copyrig
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3 
 
The foundation for safe chemical use lies in understanding the product itself. Safety Data 
Sheets (Section VI: Resources) provide important information on cleaning chemicals, 
including: 
 

● Product identification and hazard classification which identifies the product's 
ingredients and potential hazards, such as flammability, toxicity, or skin irritation. 

● Precautionary measures outlining the recommended personal protective equipment 
(PPE) required for safe handling, along with proper storage and disposal procedures. 

● First-aid measures to be applied in case of accidental exposure to the product, 
including inhalation, ingestion, or skin contact. 

 
Staff should always read and understand the sheets for any cleaning chemical before using 
it so that they are competently able to handle the product safely and take appropriate 
precautions to minimize risks. 
 
3. Electrical safety 

3 https://www.royalchemical.com/blog/hazardous-materials-classes Copyrig
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4 
 
Before performing any tasks near electrical equipment, staff are trained on how to be aware 
of potential electrical hazards, including avoiding contact with live wires, frayed cords, or 
overloaded outlets, and unplugging equipment before cleaning or performing maintenance 
is essential. 
 
Ground Fault Circuit Interrupters (GFCI) are safety devices that automatically cut off power 
in case of a ground fault, to prevent electrical shock. When possible, using cleaning 
equipment and power tools connected to GFCI outlets is prioritized. 
 
For maintenance tasks involving electrical equipment, equipment is also de-energized by 
turning off the power source and locking out electrical panels to prevent accidental 
reactivation. 
 
4. Working at heights 
 
For cleaning or maintenance tasks that require working at heights, such as cleaning 
windows or light fixtures, using proper fall protection equipment like harnesses, safety 
lanyards, and secure anchor points is imperative for preventing falls and serious injuries. 
 
Ladders and scaffolding used for working at heights must routinely be inspected for damage 
and rated for the weight capacity required for the task. Staff are trained on the safe use of 
ladders and scaffolding, including proper setup procedures and maintaining three points of 
contact while climbing or working on elevated platforms. 
 
6. Safety considerations 
 

● Many cleaning and maintenance tasks involve lifting and carrying heavy objects. 
Staff should be trained on proper lifting techniques to avoid back injuries. This refers 
to using proper form, engaging leg muscles, and avoiding lifting objects that are too 
heavy or large to handle alone.  

4 https://ehs.osu.edu/office-electrical-safety Copyrig
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● Taking breaks to stretch and vary tasks can also help minimize the risk of repetitive 
strain injuries. 

● Using the right tools and equipment for the job can help prevent injuries, namely 
using equipment specifically designed for lifting heavy objects. 

● Cleaning tasks often involve wet floors. Staff should place caution signs to warn 
others of slippery surfaces and prioritize drying floors promptly to minimize the risk 
of slips and falls. 

● Maintaining a clean and organized work environment can help prevent accidents. 
This includes keeping walkways clear of clutter, storing cleaning supplies and 
equipment properly, and disposing of waste materials in designated bins. 

● Staff are encouraged to report any identified safety hazards, such as spills, faulty 
equipment, or unsafe working conditions, to supervisors immediately. Promptly 
addressing safety concerns can prevent accidents and injuries. 

● All staff must be familiar with emergency procedures for their workplace. This 
includes knowing evacuation routes, fire extinguisher locations, and first-aid 
protocols.  

● Regularly practicing emergency drills can ensure a coordinated and effective 
response during emergencies. 

 
2. Selecting the right cleaning product 
 
Choosing the appropriate cleaning product for the task at hand is crucial, as different 
cleaning products are formulated for specific surfaces. Using an abrasive cleaner on a 
delicate surface can cause damage. Selecting a product designed for the intended surface 
(e.g., glass cleaner for windows, wood cleaner for furniture) ensures proper cleaning 
without harming the material. 
 
The type of dirt or stain being addressed influences the choice of cleaning product. For 
example, a heavy-duty degreaser might be necessary for greasy kitchen surfaces, while a 
milder disinfectant might suffice for wiping down desks. 
 
Notably, some cleaning products contain harsh chemicals that can be harmful to the 
environment. Choosing eco-friendly cleaning products whenever possible helps minimize 
environmental impact. 
 

Waste Disposal 
 
Maintaining a clean and functional environment requires a well-defined system for waste 
disposal. Improper waste management can lead to unpleasant odours, unsanitary 
conditions, and potential environmental hazards. Effective and responsible waste disposal in 
cleaning and maintenance settings include: 
 
1. Sorting and segregation: 
 
Different types of waste require different disposal methods. Common categories of waste 
encountered during cleaning and maintenance include: 
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● General waste includes everyday trash, such as food scraps, paper products, plastic 
packaging, and other non-recyclable items. General waste typically goes into 
designated trash bins lined with appropriate garbage bags. 

● Many cleaning and maintenance tasks generate recyclable materials like paper, 
cardboard, plastic bottles, and metal cans. Having separate bins designated 
specifically for recyclables allows for proper sorting and diversion from landfills. 

● Food scraps, yard waste, and certain types of paper can be organically composted if 
facilities or programs are available. Composting offers an eco-friendly alternative to 
disposing of organic waste in landfills. 

● Certain cleaning chemicals, batteries, fluorescent light bulbs, and other materials 
may be classified as hazardous waste due to their potential harm to human health or 
the environment. These items require special handling and disposal procedures 
according to local regulations. 

 

5 
 

2. Waste receptacles and signage: 
 
Having the right type and number of waste receptacles is crucial. Bins should be clearly 
labeled to indicate the type of waste they accept (general waste, recyclables, organics, etc.). 
Using colour-coded bins or icons can further enhance visual identification. 
 
Proper placement of waste receptacles throughout the facility is important, ensuring 
convenient access for waste disposal and minimizing the risk of littering or overflowing bins. 
 
3. Waste handling procedures: 
 

● Appropriate size and durability of garbage bags help contain waste and liquids, 
prevent leaks, and facilitate easier bag removal for disposal. 

5 https://sustain.ubc.ca/get-involved/campaigns/sort-it-out/sorting-guides Copyrig
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● Compacting waste in designated bins can maximize capacity and reduce the 
frequency of waste collection. 

● Staff are trained to avoid contaminating recyclable materials with food or liquids to 
ensure the effectiveness of recycling programs. 
 

4. Safe disposal of hazardous waste 
 
Hazardous waste should never be disposed of in regular trash bins. Following local 
regulations for hazardous waste disposal is essential. This may involve contacting licensed 
hazardous waste disposal companies or utilizing designated collection facilities. 
 
Cleaning chemicals and other hazardous liquids should be stored in their original containers 
and disposed of according to the manufacturer's instructions and local regulations. 
Chemicals should never be poured down drains or mixed with other cleaning products 
Batteries and electronic waste often contain hazardous materials and require special 
disposal procedures. There are designated collection points for these items. 
 
5. Waste reduction strategies 
 

● When purchasing cleaning supplies and other maintenance materials, opting for 
concentrated products with minimal packaging can help reduce waste. 

● Utilizing reusable cleaning cloths and mops instead of disposable paper towels can 
significantly reduce waste. Proper laundering and sanitation procedures are crucial 
for reusable cleaning materials. 

● Investing in durable and well-maintained cleaning and maintenance equipment 
reduces the need for frequent replacements and minimizes waste associated with 
disposable tools. 
 

Effective waste disposal relies on clear communication and staff training. Staff are educated 
on sorting procedures, proper waste receptacle usage, and any specific protocols for 
handling hazardous waste. Regular reminders and signage are used to reinforce these 
practices. 
 
By prioritizing waste reduction, recycling, and proper disposal of hazardous materials, 
cleaning and maintenance staff can minimize their environmental footprint. A well-defined 
waste management system contributes to responsible waste disposal practices and 
contributes to a more sustainable future. 
 
 

B. Specific Cleaning Procedures 
 
Blind Cleaning 

 
Blinds can accumulate dust, dirt, and allergens, impacting their functionality and aesthetics. 
Regularly cleaning blinds is essential for maintaining a clean and healthy environment. Here 
is a breakdown of effective blind cleaning procedures, categorized by blind type: Copyrig
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1. Vertical blinds 
 

● Start by gently closing the blinds. Use a dust cloth, microfiber mitt, or a soft brush 
attachment on a vacuum cleaner to remove dust and cobwebs from both sides of 
the slats. 

● For stubborn stains or marks, use a damp microfiber cloth with a mild cleaning 
solution (water and a few drops of dish soap). Wring out the cloth thoroughly to 
avoid soaking the slats. Wipe the affected areas and dry them with a clean, dry cloth. 

● If the blinds require a more thorough cleaning, consider detaching them from the 
headrail (consult the manufacturer's instructions if necessary). Lay the blinds flat on 
a clean drop cloth or bath mat. Fill a bathtub or large sink with lukewarm water and 
a mild cleaning solution. Submerge the blinds and gently agitate them to loosen dirt 
and grime. Rinse the blinds thoroughly and hang them to air dry in a shaded area. Do 
not use a dryer, as this can warp the slats. 
 

2. Horizontal blinds 
 

● Close the blinds and use a dust cloth, microfiber mitt, or a vacuum cleaner with a 
soft brush attachment to remove dust from the top and bottom of the slats 

● Open the blinds and repeat the process on both sides. 
● For a more comprehensive cleaning, consider using a blind cleaning tool 
● These tools typically have a microfiber pad on each side to clean both sides of the 

slat simultaneously 
● Dip the tool in a mild cleaning solution and gently run it across the slats from one 

end to the other 
● Rinse the cleaning tool regularly and dry the blinds with a clean, dry cloth 
● If you do not have a blind cleaning tool, use a pair of tongs wrapped in a microfiber 

cloth by clamping both sides of the blind 
● Slide the tongs with the cloth along the entire length of the slat, cleaning both sides 

simultaneously. 
 

3. Venetian blinds 
 

● Similar to horizontal blinds, use a dust cloth, microfiber mitt, or a vacuum cleaner 
with a soft brush attachment to remove dust from the top and bottom of the closed 
slats. Open the blinds and repeat the process on both sides. Venetian blinds often 
have a headrail cord that can accumulate dust. Wipe the cord with a damp cloth and 
dry it thoroughly. 

● Consider removing the slats from the blind headrail for a more thorough cleaning 
(consult the manufacturer's instructions). Soak the slats in a lukewarm bath with a 
mild cleaning solution. Gently agitate them to loosen dirt and grime. Rinse 
thoroughly and lay them flat on a clean, dry surface to air dry. 
 

4. Roller blinds 
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● Use a soft brush attachment on a vacuum cleaner to remove dust from the entire 
surface of the blind. Pay close attention to the edges and any crevices where dust 
tends to accumulate. 

● For minor stains, use a damp microfiber cloth with a mild cleaning solution (water 
and a few drops of dish soap). Wring out the cloth thoroughly and wipe the affected 
area gently. Dry with a clean, dry cloth. Consult the manufacturer's instructions for 
specific cleaning recommendations for the fabric type of the roller blind. 
 

Additional cleaning tips 
 

● Blinds can be made from various materials with specific cleaning requirements. 
Always refer to the manufacturer's instructions for the recommended cleaning 
method and any specific warnings for the blind type. 

● Before applying any cleaning solution to the entire blind, test it on a small, 
inconspicuous area. This helps ensure the solution does not cause discoloration or 
damage. 

● Abrasive cleaning solutions and harsh chemicals can damage blinds. Stick to mild 
cleaning solutions and gentle cleaning methods. 

● When dusting or wiping blinds, start from the top and work your way down to 
prevent dust and dirt from settling onto already cleaned areas. 

● Allow blinds to air dry completely after cleaning. Avoid using heat sources like 
dryers, as this can warp the material. 

● Regular dusting and spot cleaning can help prevent dust and grime buildup, making 
thorough cleaning less frequent. Aim to dust blinds at least once a week and perform 
a deep cleaning every few months, depending on the environment and dust 
accumulation. 

 
The specific cleaning methods may vary depending on the blind material and 
manufacturer's recommendations. 
 

Ceiling Dusting 
 
Ceilings are often neglected surfaces, accumulating dust, cobwebs, and allergens over time. 
This can not only detract from the aesthetics of a space but also contribute to indoor air 
quality issues. Regularly cleaning ceilings is crucial for maintaining a clean and healthy 
environment. Here is a breakdown of effective ceiling dusting procedures, considering 
different ceiling types: 
 
1. Safety first 
 
Before tackling ceiling dust: 
 

● Remove furniture and objects from beneath the ceiling to prevent dust from settling 
on them during cleaning. Cover any remaining furniture with drop cloths for added 
protection. 

● Ensure you have a stable and secure ladder or step stool that can reach the ceiling 
comfortably. Always follow weight capacity recommendations for the ladder and Copyrig
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maintain three points of contact (two hands and one foot) while climbing or working 
on the ladder. 

● Depending on the amount of dust and the cleaning method, consider wearing a dust 
mask and eye protection to minimize dust inhalation and irritation. 
 

2. Techniques for common ceiling types 
 

● For smooth, painted ceilings, a variety of methods can be effective: 
○ A microfiber mop with an extendable handle or a long-handled duster can be 

used to trap and remove dust. Work in sections, starting from the corners 
and working your way inwards. Regularly rinse and wring out the microfiber 
mop or shake out the duster to prevent spreading dust. 

○ A vacuum cleaner with a soft brush attachment can be effective for removing 
dust from flat ceilings. Use an extension hose if necessary to reach high 
areas. Move the vacuum slowly in overlapping strokes to ensure thorough 
cleaning. 

● Textured ceilings require a slightly different approach: 
○ A vacuum cleaner with a soft brush attachment is ideal for textured ceilings. 

The brush helps dislodge dust from the crevices without damaging the 
texture. Use a light touch and move the vacuum slowly to avoid dislodging 
large pieces of textured material. 

○ For a more comprehensive clean, combine a microfiber cloth with a vacuum. 
Wrap the microfiber cloth around the end of a vacuum cleaner extension 
hose, securing it with a rubber band. Use this makeshift tool to gently wipe 
away dust from the textured surface. Follow by vacuuming the dust particles 
loosened by the cloth. 

● Drop ceilings require careful cleaning to avoid damaging the tiles: 
○ Use a dry duster or soft brush to gently remove dust from the visible surfaces 

of the drop ceiling tiles. Start from the edges and work your way inwards, 
paying attention to corners and seams. 

○ For a more thorough clean, use the crevice tool attachment on the vacuum 
cleaner to remove dust from the edges and gaps between the tiles. Avoid 
using excessive force to prevent dislodging tiles. 

 
3. Advanced cleaning methods 
 
In some cases, particularly for heavily soiled or neglected ceilings, more intensive cleaning 
methods might be necessary. These should be undertaken with caution and may require 
professional assistance: 
 
For washable painted ceilings, a mild cleaning solution (water with a few drops of dish soap) 
can be used. Apply the solution with a damp sponge, working in small sections. Rinse the 
sponge frequently and avoid saturating the ceiling. Allow the ceiling to air dry completely. 
 
Steaming can be effective for removing stubborn grime or cobwebs from ceilings. Use a 
handheld steamer or a professional steam cleaner specifically designed for ceilings.  Copyrig
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Always follow the manufacturer's instructions and exercise caution to avoid damaging the 
ceiling material. 
 
Additional cleaning tips 
 

● Always start cleaning from the highest point of the ceiling and work your way down 
to prevent dust from settling onto already cleaned areas 

● Open windows whenever possible to improve air circulation and allow dust to 
escape while cleaning. 

● Regular dusting of ceilings helps minimize dust buildup and prevents the need for 
more rigorous cleaning methods 

● For high ceilings, intricate designs, or heavily soiled surfaces, consider hiring 
professional cleaning services with specialized equipment and expertise. 
 
Floor Scrubbing and Washing 

 
The specific method for scrubbing and washing floors depends on the type of flooring 
material. Here is a comprehensive guide to effective floor scrubbing and washing 
procedures for different types of floors: 
 
1. Prepare the area 
 
Before scrubbing or washing any floors: 
 

● Remove furniture, rugs, and other objects from the floor to ensure a thorough 
cleaning 

● Cover furniture legs with furniture pads to prevent scratches 
● Gather all the appropriate cleaning solutions, mops, buckets, brooms, rags, and any 

specific cleaning tools required for the floor type 
● Begin by removing loose dirt, dust, and debris from the floor. Use a broom or dust 

mop for smooth surfaces like hardwood or tile, and a vacuum cleaner for carpeted 
floors 

● Pay close attention to corners, edges, and baseboards. 
 
2. Floor scrubbing and washing methods 
 

● Hardwood floors require gentle cleaning to avoid damaging the finish. Use a solution 
of warm water and a mild, wood floor-specific cleaning product. Avoid harsh 
chemicals or excessive moisture, and follow these steps: 

○ Dip a microfiber mop into the cleaning solution, wring it out thoroughly to 
avoid saturating the floor 

○ Mop the floor in sections, following the grain of the wood 
○ Rinse the mop frequently in clean water to remove dirty solution 
○ Wipe the floor with a clean, dry microfiber cloth to remove any residual 

moisture. Leaving water on the floor can damage the wood finish. 
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● Tile floors are generally more resistant to moisture and can tolerate slightly harsher 
cleaning methods. Use a solution of warm water and a mild dish soap or a 
commercially available tile floor cleaner, and: 

○ Dip a mop into the cleaning solution and mop the floor in sections 
○ For stubborn dirt or grime, use a soft-bristled scrub brush on grout lines or 

heavily soiled areas 
○ Rinse the mop frequently and thoroughly with clean water 
○ Use a squeegee to remove excess water from the floor, especially important 

for large tile areas 
○ Dry the floor with a clean mop or towel to prevent water spots. 

● Carpets require a different approach due to their fabric. Vacuuming regularly is 
essential for maintaining clean carpets. For deep cleaning: 

○ For heavily soiled areas, consider using a carpet pre-treatment solution 
according to the manufacturer's instructions. This helps loosen dirt and stains 
before deep cleaning 

○ Deep clean carpets using a carpet shampooer or a professional steam 
cleaning service. These methods remove embedded dirt, dust mites, and 
allergens from the carpet fibers 

○ Ensure carpets dry completely after shampooing or steam cleaning. Poorly 
dried carpets can develop mold or mildew. Open windows for ventilation and 
consider using fans to accelerate drying. 

 
Additional cleaning tips 
 

● Always refer to the manufacturer's instructions for the specific floor type being 
cleaned. Some materials require special cleaning products or techniques to avoid 
damage 

● Address spills and stains promptly to prevent them from setting in 
● Use appropriate spot cleaning solutions and techniques for different types of spills 
● Place doormats outside and inside entryways to trap dirt and debris before they 

reach the floor 
● Empty and clean doormats regularly 
● Regular sweeping, vacuuming, and mopping can significantly reduce the need for 

deep scrubbing and washing. 
 
Choosing the right cleaning solutions and techniques for the specific floor material is crucial 
to avoid damage and ensure a long-lasting, undamaged surface. 
 

Kitchen and Staff Room Cleaning 
 
Kitchens and staff rooms are vital areas in any workplace, requiring regular cleaning and 
maintenance to ensure hygiene, safety, and a pleasant working environment. Due to the 
nature of food preparation and staff activity, these areas can accumulate grease, grime, 
spills, and food waste. Effective cleaning procedures for kitchens and staff rooms include: 
 
1. Daily cleaning 
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● Wipe down countertops, tables, and surfaces with a disinfectant cleaner at the 
beginning and end of each shift 

● Focus on high-touch areas like doorknobs, light switches, and appliance handles 
● Sweep or mop floors regularly to remove food debris, spills, and grease 
● Choose cleaning solutions appropriate for each floor type 
● For heavily soiled areas, consider degreasing solutions 
● Empty trash bins frequently and replace liners when full 
● Separate food waste from recyclable and general waste if a proper sorting system is 

in place 
● Wipe down the exterior surfaces of appliances like ovens, microwaves, and 

refrigerators 
● Clean spills and splatters promptly to prevent them from becoming baked-on messes 
● Regularly clean cooktop material, focusing on tackling grease and food residue.  

 
2. Weekly cleaning 
 
In addition to daily tasks, a more thorough cleaning routine weekly includes: 
 

● Moving appliances and deep clean areas around and behind them 
● Focusing on removing grease and grime from backsplashes, stove hoods, and 

exhaust fans 
● Defrosting refrigerators with manual defrost systems. Remove all food items, 

shelves, and drawers. Clean the interior with a baking soda solution or a 
commercially available refrigerator cleaner. Sanitize shelves and drawers before 
replacing them 

● A more intensive floor cleaning process weekly, such as mopping with a stronger 
cleaning solution or using a floor polisher for specific floor types. 

 
3. Staff room cleaning 
 

● Wipe down tables and chairs after each use with a disinfectant cleaner 
● Pay attention to spills and crumbs 
● Clean the interior and exterior of the microwave regularly to prevent splatter build-

up 
● Sanitize the sink area and faucet to remove food debris and prevent odor 
● Clean the coffee machine daily to prevent build-up and ensure proper functioning 
● Empty and clean drip trays and refill water reservoirs regularly 
● Empty trash bins frequently and replace liners when full. Encourage staff to dispose 

of food waste and recyclables properly 
● Sweep or mop floors daily to remove crumbs and debris 
● Consider a more thorough clean weekly using a mop with a disinfectant solution 

Additionally: 
● Signage is posted to remind staff of proper cleaning procedures, handwashing 

protocols, and waste disposal etiquette 
● A well-stocked cleaning caddy is maintained with necessary supplies like sponges, 

cloths, dish soap, disinfectants, and degreasers Copyrig
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● Proper ventilation is ensured in both kitchen and staff room areas to remove cooking 
odors and improve air quality 

● A cleaning schedule that outlines daily, weekly, and periodic cleaning tasks for both 
kitchen and staff room areas is posted and updated as needed. 
 

5. Special cleaning 
 
In most scenarios involving cleaning schedules and checklists for public facilities, there is no 
need for specialists on staff to tackle the daily, weekly, and monthly cleaning tasks. 
However, in some situations - such as deep floor scrubbing, upholstery cleaning, or post-
construction cleaning - specialists with equipment and expertise might be brought in to 
ensure thorough and proper cleaning. 
 
Situations involving biohazards or trauma scenes require specialized training and equipment 
to handle hazardous materials and ensure proper biohazard decontamination. These 
situations should be addressed by trained professionals. 
 
For high-rise buildings, cleaning exterior windows can be a safety hazard. Hiring window 
cleaning specialists with appropriate safety equipment and procedures is crucial. 
 
For tasks requiring specialized knowledge, equipment, or safety protocols, specialists may 
be necessary. While carpets may be vacuumed regularly by in-house staff, deep cleaning for 
carpets or delicate rugs often requires specialists with powerful cleaning machines and 
knowledge of specific fiber types. As such, hiring a specialist might be more cost-effective 
than having staff trained for occasional use. If cleaning staff lack the training or equipment 
for specific tasks, specialists can bridge the gap. 
 

Restroom Sanitation 
 
Restrooms are high-traffic areas that require frequent and thorough cleaning to ensure 
hygiene and prevent the spread of germs. Improper sanitation can lead to unpleasant 
odours, unsanitary conditions, and potential health risks. Effective restroom sanitation 
procedures to maintain a clean and healthy environment include: 
 
1. Preparation and safety 
 
Before commencing, ensure proper preparation for a safe and efficient process by: 
 

● Displaying a "Restroom Closed for Cleaning" sign to prevent entry while cleaning is 
underway 

● Wearing PPE (gloves, a mask, and eye protection to minimize contact with germs and 
cleaning chemicals) 

● Gathering the cleaning tools like disinfectant wipes, sponges, mops, toilet brushes, 
trash bags, and appropriate cleaning solutions for different surfaces. 

 
2. Cleaning procedures 
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● Disinfect all high-touch areas like toilets, sinks, faucets, soap dispensers, paper towel 
dispensers, and stall doors 

○ Use a disinfectant cleaner appropriate for the surface material and follow the 
manufacturer's instructions for dilution and contact time 

● Apply toilet bowl cleaner to the bowl interior, including under the rim, and allow the 
solution to sit for the recommended time to ensure effectiveness 

○ Scrub the toilet bowl thoroughly with a toilet brush and flush 
○ Clean the exterior of the toilet, including the seat, lid, and base, with 

disinfectant wipes 
● Apply disinfectant cleaner to the urinal basin and surrounding areas 

○ Scrub with a dedicated urinal brush and flush 
○ Wipe down the exterior surfaces with disinfectant wipes 

● Sweep or vacuum the floor to remove loose debris and dust 
○ Mop the floor with a disinfectant cleaning solution suitable for the floor type 
○ Pay close attention to corners and high-traffic areas 
○ Allow the floor to air dry completely to prevent slipping hazards 

● Securely tie trash bags and replace them with new liners 
○ Dispose of used trash in designated waste containers 
○ Sanitize the inside of the trash bin with disinfectant wipes 

● Clean mirrors and glass surfaces with a glass cleaner or a streak-free microfiber cloth 
to remove fingerprints, water spots, and soap scum 

● Ensure proper ventilation in the restroom by opening windows or using exhaust fans 
to remove odors and moisture 

● Refill soap dispensers and paper towel dispensers as needed. Visually inspect 
handwashing stations for proper functionality. 

● Periodically perform a more intensive cleaning, focusing on areas like grout lines, 
behind toilets, and underneath fixtures  

● Maintain a stock of necessary supplies like toilet paper, paper towels, hand soap, 
and air freshener to ensure continuous availability for restroom users. 

● Report any malfunctions with fixtures, dispensers, or other restroom equipment for 
timely repair. 

 
3. Cleaning frequency 
 
The frequency of cleaning depends on the restroom traffic and usage patterns. 
 

● For high-traffic restrooms, clean and disinfect throughout the day, with a minimum 
of two thorough cleanings per shift 

● For medium-traffic restrooms, clean and disinfect at least once per shift, with 
additional cleanings as needed 

● For low-traffic restrooms, clean and disinfect daily, with additional attention to high-
touch surfaces. 
 

4. Staff training 
 
Training staff on proper restroom sanitation procedures is crucial for maintaining a clean 
and hygienic environment. This training should cover: Copyrig
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● Importance of handwashing and hygiene protocols 
● Safe handling and use of cleaning chemicals 
● Proper cleaning techniques for different surfaces and fixtures 
● Spill response and cleanup procedures 
● Reporting cleaning issues and equipment malfunctions 

 
A clean and well-maintained restroom reflects positively on the overall hygiene standards of 
a facility and contributes significantly to a positive user experience. 
 

Surface Cleaning  
 
Maintaining clean surfaces is essential for creating a healthy and aesthetically pleasing 
environment, whether in a home, workplace, or public space. The specific cleaning 
procedure depends on the type of surface and the level of soiling. Here is a breakdown of 
effective surface cleaning procedures for various materials: 
 
1. General cleaning principles 
 
Before tackling specific surfaces: 
 

● Always refer to the manufacturer's cleaning recommendations for specific surfaces 
to avoid damage 

● Gather and assemble all the necessary cleaning tools and products, including 
○ Microfiber cloths or sponges 
○ All-purpose cleaner or disinfectant wipes 
○ Rubber gloves or other PPE 
○ Spray bottles for pre-mixed cleaning solutions 
○ Specialized cleaning products for specific surfaces (e.g., glass cleaner, 

stainless steel cleaner) 
○ Dusting cloths or mops 

● Start from top to bottom to prevent dust or dirt dislodged from higher surfaces from 
settling onto already cleaned areas 

● Clean surfaces in sections for better control and to ensure no areas are missed. 
 
2. Cleaning different surface types 
 

● Non-porous surfaces like countertops, tables, desks, and appliances can be cleaned 
with an all-purpose cleaner or disinfectant wipes 

○ Spray the cleaner onto the surface and wipe it clean with a damp microfiber 
cloth 

○ Rinse the cloth frequently for heavily soiled areas 
○ For streak-free cleaning on glass surfaces, use a dedicated glass cleaner and a 

microfiber cloth 
● Stainless steel surfaces require special care to avoid streaks and maintain their shine 

○ Use a microfiber cloth dampened with warm water or a specialized stainless 
steel cleaner. Always wipe in the direction of the grain to prevent scratches. Copyrig
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● Wood surfaces require gentle cleaning to avoid damaging the finish 
○ Dust with a soft, dry cloth 
○ For spills or light cleaning, use a damp microfiber cloth with a mild wood 

cleaner solution 
○ Avoid using harsh chemicals or excessive moisture. 

● Regularly vacuum upholstery with an upholstery attachment to remove dust and 
allergens 

○ For spills or stains, use a specialized upholstery cleaner following the 
manufacturer's instructions 

○ Test any cleaning solution on an inconspicuous area first 
● Regular vacuuming is crucial for maintaining clean carpets 

○ For deep cleaning, consider professional carpet cleaning services or renting a 
carpet cleaner 

● When cleaning electronic devices, turn them off before commencing 
○ Use a microfiber cloth, dampened with water and wrung out thoroughly, to 

wipe down screens and surfaces 
○ Avoid using harsh chemicals or abrasive cloths that can scratch the device. 

 
Additional cleaning tips 
 

● For high-touch surfaces or areas prone to germs (e.g., doorknobs, light switches, 
bathroom fixtures), use a disinfectant cleaner after regular cleaning 

○ Follow the manufacturer's instructions for dilution and contact time 
● For heavily soiled areas with grease or grime buildup (e.g., stovetops, oven hoods), 

use a degreasing cleaner specifically designed for the surface material 
○ Be sure to wear gloves and follow the product's safety instructions 

● Address spills and stains promptly to prevent them from setting in 
○ Use appropriate cleaning solutions based on the type of spill (e.g., water-

based vs. oil-based) 
● When using cleaning products, ensure proper ventilation to avoid inhaling harmful 

fumes. 
 
 
Note to Readers: 
 
Thank you for exploring this sample of our work. To keep our online showcase concise, we 
have provided only a selection from this piece. 
 
Should you be interested in viewing the complete work or explore more of our portfolio, 
please don't hesitate to reach out. We're more than happy to provide additional samples 
upon request. 
 
Thank you, 
The Write Direction Team 
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