
HOUSEKEEPING SOP 

Mission Statement: Our mission in the Housekeeping team at GC is to love God and honor Him and His 

people by maintaining the restrooms and lobby in excellent presentation to provide a loving and clean 

experience to any one that attends our worship experiences.  

Mission Scripture: Matthew 22:37-39 NKJV 

37 Jesus said to him, “‘You shall love the Lord your God with all your heart, with all your soul, 

and with all your mind.’[a] 38 This is the first and great commandment. 39 And the second is 

like it: ‘You shall love your neighbor as yourself.’[b] 

Initial Procedures: 

1. Arrival: Check in at GC Central.  Print out name tag reflecting Housekeeping Department. 

2. 8:30am- Attend team huddle. 

3. 9:45am- 1st Shift 

1. Go to Housekeeping Closet. 

1. Put on cleaning gloves. 

2. Make sure all cleaning solution bottles in the blue carry caddie are filled above half. 

3. Grab the blue carry caddie with all cleaning supplies. 

4. Grab “restroom closed” sign and head to restrooms. 

5. Comeback to closet as needed.  All supplies needed not found in caddie are in the closet. In the 

event that supplies such as toilet paper, soap, etc... are missing in the closet, check the 

warehouse in the back of the building under housekeeping  and restock the closet as needed. 

Clean Women’s restroom  

1. Hang “Restroom Closed Sign” 

2. Empty out trash in each sanitary receptacle. 

3. Spray Lysol over each toilet seat and wipe down with a paper towel. 

4. Change out Jumbo toilet paper on each stall if roll is very thin or empty. (Open toilet paper 

holder with key.) 

5. Re-stock sanitary napkins and tampons on each stall. There should be 3 of both on each stall. 

6. Spray Windex over mirror. Clean out with paper towel. 

7. Spray disinfectant over skink and handles.  Wipe countertop with clorox wipes 

8. Re-stock tri-fold paper towels on countertop basket and the silver paper towel holder on the 

wall. 

9. Refill soap containers if needed. 

10. Press down trash in trash can next to the sink. If it lowers to half or less of trash can, leave as is. 

If it goes over half, pull out trash bag and replace with a new one. 

11. Sweep and mop if needed. 

Clean Men’s Restroom 

1. Hang “Restroom Closed Sign”. 

2. Spray disinfect to clean door handles 

https://www.biblegateway.com/passage/?search=Matthew+22:37-39#fen-NKJV-23910a
https://www.biblegateway.com/passage/?search=Matthew+22:37-39#fen-NKJV-23912b


3. Spray Lysol over each toilet seat and wipe down with a paper towel. 

4. Spray Lysol over urinals and wipe down with paper towel. 

5. Spray disinfectant to clean urinal handles 

6. Change out Jumbo toilet paper on each stall if roll is very thin or empty. (Open toilet paper 

holder with key.) 

7. Change out urinal screens ever 2 weeks, check housekeeping closet calendar to check if your 

shift is assigned that Sunday for urinal screen change. 

8. Spray Windex over mirror. Clean out with paper towel.  

9. Spray disinfectant over skink and handles.  Wipe countertop with clorox wipes 

10. Re-stock tri-fold paper towels on countertop container and the silver paper towel holder on the 

wall. 

11. Refill soap containers if needed. 

12. Press down trash in trash can next to the sink. If it lowers to half or less of trash can, leave as is. 

If it goes over half, pull out trash bag and replace with a new one. 

13. Sweep and mop if needed. 

Clean Children’s Restroom 

1. Hang “Restroom Closed Sign”. 

2. Make sure each toilet seat is flushed. 

3. Spray disinfectant spray on toilet seats that are dirty. Wipe down with paper towels. 

4. Spray disinfectant over skink and handles.  Wipe countertop with clorox wipes 

5. Restock tri-fold paper towels on countertop. 

6. Restock single toilet paper rolls if needed. 

7. Change out Jumbo hand paper towel rolls if thin or empty. (open holder with key) 

8. Refill soap containers if needed. 

9. Press down trash in trash can next to the sink. If it lowers to half or less of trash can, leave as is. 

If it goes over half, pull out trash bag and replace with a new one. 

1. Check Lobby 

1. Press down trash in silver trash cans. If it lowers to half or less of trash can, leave as is. If it goes 

over half, pull out trash bag and replace with a new one. 

2. Make sure no bulky or major trash is on lobby floors. Pick up as needed. 

4.  11:45am- 2
nd

 shift 

            1. Follow all steps as 9:45 shift. 

5. After 2nd service- 3
rd

 shift  

1. Follow all steps as 9:45 shift with the exception of checking the lobby. (3
rd

 shift does not  

check lobby as each team is responsible for pulling out their trash after 3
rd

 service. 

6. God Encounter: (After almost everyone leaves from 2nd service or at 4:30 pm) 



            1. Follow all steps from 9:45 am shift. (Also follow additional steps below.) 

2. Walk through auditorium and make sure all trash is pulled out. (It should already be done since each 

team pulls out their trash after 3
rd

 service. This is just to make sure it is done. In the event that trash is 

still there please switch out trash bags and notify your team coach.) 

3. Walk through Lobby and make sure all trash is pulled out. (It should already be done since each team 

pulls out their trash after 3
rd

 service. This is just to make sure it is done. In the event that trash is still 

there please switch out trash bags and notify your team coach.) 

4. Wipe clean white tables and chairs in the Lobby. 

5. Sweep Lobby area.  

7. Make sure housekeeping closet is in order and all supplies are placed according to labels. 

  

*** We highly encourage our GC housekeeping partners to attend 1 service and serve another.  We 

understand the benefit to be a part of a full worship experience as well as lessen the interruption of 

each worship experience in itself. However when our partners are unable to serve 1 service and attend 

another, they will pull out from the service at the indicated time of each shift. *** 

Restocking & Shopping  

Generations Church provides a monthly budget to the Department Coach. The Department Coach will 

assign a team member to restock and shop for the team. The assignee will often be the Administrative 

Coach. To help you with the process of restocking and shopping please reference the information below. 

Restocking 

Every Sunday morning check supply rack located in the storage room found in the warehouse at the 

back of the building & the supply closet located in the hallway in the back.  When you walk into storage 

rack it will be  located on the left side.  

Items to check for: 

10 gallon trash bags 

13 gallon bags 

33 gallon bags 

55 gallon bags 



Air freshener for 

bathrooms and 

auditorium 

brown paper bags 

cleaning gloves 

clorox wipes 

hand soap Lysol 

dispenser children's 

restroom 

hand soap for mens & 

womens 

lysol 

pads 

paper towel rolls 

simple green 

single toilet paper 

rolls 

tampons 

Toilet bowl cleaner 

urinal screens 

windex 

 

 

 

 



 

Large Purchases:  

● A department request is needed for these items. Please allow at least 1 week for processing.  

○ Toilet Seat Covers  

○ Jumbo Toilet Paper Rolls 

 

○ Multifold Towels 

 

 

■ Department request forms can be found in the cubies in the kitchen. 

■ Accounting department request that you provide an estimate in cost in your 

department request form. You can visit Sam's club website for estimated pricing 

information.  

 

 

  

 


