
SOP: Use and Maintenance of Cleaning Chemicals and
Tools
This SOP details the proper use and maintenance of cleaning chemicals and tools, encompassing the safe handling,
storage, and disposal of cleaning agents, appropriate usage instructions to prevent hazards, routine inspection and cleaning
of tools to ensure effectiveness, and adherence to safety protocols to protect workers and the environment. The goal is to
maintain hygiene standards while minimizing risks associated with chemical exposure and tool contamination.

1. Scope
This SOP applies to all personnel involved in cleaning and sanitation processes within the facility.

2. Responsibilities
Supervisors: Ensure staff are trained and SOP is followed.
Staff: Comply with guidelines and report issues or incidents.
Safety Officers: Conduct audits and provide guidance on safety protocols.

3. Procedure
3.1 Handling and Use of Cleaning Chemicals

1. Review the Safety Data Sheet (SDS) for each chemical before use.
2. Wear appropriate PPE (gloves, goggles, masks) as indicated.
3. Measure and dilute chemicals strictly as per instructions.
4. Never mix different chemicals unless explicitly instructed by the manufacturer.
5. Label all containers clearly with contents and hazard information.

3.2 Storage of Chemicals

1. Store chemicals in a designated, ventilated area away from food and direct sunlight.
2. Keep containers tightly closed when not in use.
3. Segregate incompatible chemicals (e.g., acids and bases).
4. Keep storage area locked and accessible only to authorized personnel.

3.3 Disposal of Chemicals

1. Dispose of unused or expired chemicals according to local regulations and guidelines.
2. Do not pour chemicals down the drain unless approved.
3. Use designated disposal containers for hazardous waste.

3.4 Use and Maintenance of Cleaning Tools

1. Inspect cleaning tools (mops, brushes, cloths, etc.) before use for cleanliness and integrity.
2. Clean tools thoroughly after use with appropriate disinfectants.
3. Allow tools to dry completely before storage to prevent microbial growth.
4. Replace damaged or excessively worn tools immediately.
5. Store tools in designated areas to avoid cross-contamination.

4. Safety Precautions
Always use personal protective equipment (PPE).
Ensure good ventilation where chemicals are used.
Keep emergency eyewash stations and spill kits accessible.
Report accidents and chemical exposures immediately.

5. Documentation
Maintain records of chemical inventory and tool inspections.
Document incidents, spills, and corrective actions taken.
Retain training records for all staff involved in cleaning activities.



6. References
Safety Data Sheets (SDS) for all chemicals used
Local and national environmental and safety regulations
Manufacturer's instructions for chemicals and equipment
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