SOP: Inspection, Reporting, and Documentation of
Housekeeping Tasks

This SOP details the procedures for inspection, reporting, and documentation of housekeeping tasks, ensuring
consistent cleanliness and safety standards. It covers routine inspections, identification of hazards or maintenance needs,
systematic reporting of findings, and accurate documentation to track progress and compliance. The goal is to promote a
well-maintained environment through effective monitoring and communication.

1. Purpose

To establish standardized procedures for the inspection, reporting, and documentation of housekeeping tasks to maintain
a clean, safe, and compliant environment.

2. Scope

This SOP applies to all housekeeping staff, supervisors, and management involved in the inspection and maintenance of
facility cleanliness and orderliness.

3. Responsibilities

¢ Housekeeping Staff: Perform cleaning tasks, report issues or hazards found during daily duties.
¢ Supervisors: Conduct regular inspections, review staff reports, initiate corrective actions.
¢ Management: Ensure compliance, provide resources and training, review documentation.

4. Procedure

4.1 Routine Inspection

1. Carryoutinspections as per established schedules (daily, weekly, or as required).

2. Use the standardized Housekeeping Inspection Checklist (see Section 6).

3. Inspect all designated areas for cleanliness, order, and safety hazards (e.g., spills, obstructions, damaged
equipment).

4. Record findings and note any maintenance or safety concerns.

4.2 Reporting
1. Document deficiencies or issues identified during inspection on the provided reporting form or system.
2. Immediately report urgent hazards or maintenance needs to the appropriate department (e.g., maintenance,
safety).
3. Communicate minor issues to the housekeeping team for prompt resolution.
4.3 Documentation
1. Complete inspection reports promptly and accurately.
2. Retain documentation in a centralized file (physical or digital) for record-keeping and audit.

3. Update documentation to track actions taken and completion status.
4. Review reports regularly to identify recurring issues and improve processes.

5. Forms and Records

¢ Housekeeping Inspection Checklist (see example below)
¢ Issue Reporting Form
e Corrective Action Log

6. Sample Housekeeping Inspection Checklist

Area ltem Status (Clean/Dirty/Needs Repair) Comments

Lobby Floors



Restrooms

Fixtures

Hallways

Lighting

Storage Rooms

Supplies Organized

7. Review and Continuous Improvement

1. Supervisors review inspection and reporting records monthly.
2. Ildentify trends, recurring issues, and areas for improvement.
3. Revise SOP and training as needed based on review outcomes.

8. References

e Company Health & Safety Policy
¢ Local Regulatory Standards
¢ Manufacturer Equipment Manuals (if applicable)

9. Revision History

Date

Version

Description

Author

2024-06-10

1.0
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Housekeeping Lead
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