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CLEANING PROCEDURES CHECKLIST 

 
This checklist provides recommendations by the Custodial Services Department pertaining to 
cleaning procedures.  The checklist has been broken down into daily, weekly, monthly, and 
annually performed cleaning procedures for school buildings, and is divided by the listed 
areas.  This is not a complete list of tasks and is only a recommendation.  There may be 
additional duties required based on the needs of the individual campus. 
 
1. Entrances, Lobbies, and Corridors 
2. Classrooms and Laboratories 
3. Office, Lounge, and Conference Rooms 
4. Restrooms, Locker Rooms, and Showers 
5. Cafeterias and Lunch areas 
6. Gymnasium 
7. Exteriors Grounds and Perimeter 
 

Entrances, Lobbies, and Corridors 
 
Daily: 

 
 Empty waste receptacles and replace liners 
 Dust mop and wet mop tiled floors  
 Vacuum carpet areas and mats; remove gum and soil spots 
 Disinfect drinking fountains 
 Clean entrance door glass 
  Wipe down doorknobs 
 

Weekly:  
 

 Dust the tops of lockers, fire closets, extinguishers and window casings 
 Clean glass partitions, display cases, and interior door glass 
 Spot-clean finger marks and smudges on walls, door facings, and doors 
 Vacuum upholstered furniture thoroughly 
 Dust furniture 
 Restore floor finish on non-carpeted floors 
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Monthly: 
 Dust high vents, lights, pipes, mini- blinds, over doorways, hanging light fixtures 

and connecting and horizontal wall surfaces. (Dust up to 10 ft. height) 
 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 

using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually: 

 Completely remove and replace floor finish in hallways and classrooms as 
applicable 

 
Classrooms and Laboratories 

 
Daily: 
 

 Empty waste receptacles and replace liners 
 Vacuum carpet areas and mats; remove gum and soil spots 
 Dust mop and wet mop tiled floors 
 Clean glass in doors and partitions 
 Wipe down desktops, doorknobs, chairs, and combos 
 

Weekly: 
 

 Dust furniture surfaces and damp clean desk and tabletops 
 Vacuum upholstered furniture thoroughly 
 Clean door surfaces 
 Clean dry-erase white boards as applicable 
 Wipe and disinfect underside of desks, chairs, and combos, in alternating 

quadrants of the school building 
 

     Monthly: 
 

 Dust high vents, lights, pipes, mini-blinds, and connecting vertical and horizontal 
wall floors. (Dust up to 10 ft. height) 

 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 
using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually: 

 Clean and disinfect desks, chair and combos from top to bottom, including legs 
and frame 
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Office, Lounge and Conference Rooms 
 
Daily: 

 Empty waste receptacles and replace liners 
 Clean and dry erase marker boards 
 Vacuum traffic patterns on carpeted floors and remove gum and soil spots 
 Dust mop and wet mop tiled floors 
 Clean glass in doors and partitions 
 Wipe down furniture and doorknobs 

 
Weekly: 

 Dust furniture surfaces and damp clean tabletops. (Low dust below 5 feet) 
 Vacuum upholstered furniture thoroughly 
 Clean door surfaces 
 

Monthly: 
 Dust high vents, lights, pipes, mini-blinds, and connecting vertical and horizontal 

wall surfaces. (Dust up to 10 ft. height) 
 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 

using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually 

 Damp cloth clean and disinfect furniture and equipment 
 
Restrooms, Locker Rooms and Showers 
 
Daily: 

 Empty waste receptacles and replace liners 
 Thoroughly clean and disinfect toilets and urinals 
 Thoroughly clean and disinfect showers rooms and dressing rooms 
 Restock dispensers: soap, paper towel, toilet tissue and sanitary napkins 
 Clean mirrors; clean and disinfect urinals and stools, clean basin; (polish stainless 

steel and chrome surfaces supplied by campus) 
 Spot wash walls, lockers, and partitions 
 Disinfect drinking fountains 
 Dust mop and wet mop floors with disinfectant solution 

 
Weekly: 

 Damp clean and polish locker partitions thoroughly 
 Pour at least one gallon of water down floor drains 
 Dust wall and ceiling vents 
 Clean doors and wall tile 
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Monthly: 
 Disinfect and sanitize locker room area using an anti-microbial fogger 

(By Athletics department, applicable in Secondary campus buildings) 
 Dust high vents, lights, pipes, mini-blinds, and connecting vertical and horizontal 

wall surfaces. (Dust up to 10 ft. height) 
 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 

using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 
 

Annually: 
 Wash and disinfect restroom/locker room  floors, walls, partitions and fixtures 

with the use of custodial equipment 
 
Cafeteria and Lunch Areas 

 
Daily: 

 Sweep/dust mop and wet mop cafeteria Area 
 Clean tables with sanitizing solution 
 Empty trash cans and replace liners as needed for breakfast/lunch 
 Wash trash cans 
 

Weekly: 
 Dust wall and ceiling vents 
 Clean doors and wall tile 
 Wipe and disinfect underside of cafeteria tables 

 
Monthly: 

 Dust high vents, lights, pipes, mini-blinds, and connecting vertical and horizontal 
wall surfaces. (Dust up to 10 ft. height) 

 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 
using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually: 

 Wash and disinfect cafeteria/kitchen floors, walls, partitions and fixtures using 
custodial equipment 
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Gymnasium 
 
Daily: 

 Empty waste receptacles and replace liners 
 Dust mop wet mop court floors 
 Clean glass doors and partitions 
 Vacuum traffic patterns on carpeted floors; remove gum and soil spots 
 Dust furniture 
 Disinfect drinking fountains 
 Spot clean walls 

 
Weekly: 

 Vacuum upholstered furniture thoroughly 
 Clean door surfaces 
 Vacuum upholstered furniture. Clean all wooden and vinyl furniture  
 Clean and polish brass or chrome 
 Spray buff  tiled floors; remove scuffmarks 

            
Monthly: 

 Dust high vacuum vents, lights, pipes, mini-blinds, drapes, connecting horizontal 
and vertical wall surfaces (Dust up to 10 ft. height) 

 Wipe down bleachers with disinfectant 
 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 

using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually: 

 Wash and disinfect walls, bleachers, partitions and fixtures using custodial 
equipment 

 
Exterior Grounds and Perimeter 

 
Daily:  
 

 Always keep lids closed on garbage dumpsters 
 Check for and remove cobwebs 
 Check for and remove graffiti 
 Remove gum from building entrances 
 Clean entrance mats 
 Sweep entrance areas 
 Spot clean entrance glass 
 Pick up litter on building grounds 
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Weekly: 
 

 Clean light fixtures 
 Clean outside windows 
 Clean water fountains 

 
Monthly: 

  Dust canopy ceilings and/or light fixtures (Dust up to 10 ft. height) 
 Wipe down courtesy benches 
 Check for burned out tubes or light bulbs and replace them (up to 10 ft. height, 

using a non-conductive 8 ft. ladder) or have them replaced by Facilities 
Department, with bulbs of the same wattage 

 
Annually: 

 Wash and disinfect entrances, courtesy benches and front wall and doors using 
custodial equipment 

 


