
SOP Template: Floor Sweeping, Mopping, and Drying
Instructions
This SOP provides detailed floor sweeping, mopping, and drying instructions to ensure effective cleaning and
maintenance of floor surfaces. It covers proper sweeping techniques to remove dirt and debris, step-by-step mopping
procedures using appropriate cleaning solutions, and thorough drying methods to prevent slips and falls. Following these
instructions helps maintain a safe, clean, and hygienic environment in various settings.

1. Purpose
To outline standard procedures for sweeping, mopping, and drying floors to maintain cleanliness and safety in the
workplace.

2. Scope
This SOP applies to all personnel responsible for floor cleaning and maintenance in the specified facility or area.

3. Responsibilities
Cleaning Staff: Perform floor cleaning as per the procedures outlined.
Supervisors/Managers: Ensure staff are trained and procedures are followed.

4. Required Materials and Equipment

Item Description

Broom and Dustpan Synthetic or natural bristles, appropriate for floor type

Mop and Bucket Wet mop, wringer bucket with clean water

Cleaning Solution Manufacturer-approved for floor surface

Wet Floor Sign To indicate floor is being cleaned or drying

Disposable Gloves Personal protection as required

Dry Cloth or Mop To aid in drying if necessary

5. Procedure
5.1 Preparation

1. Wear appropriate personal protective equipment (PPE) such as gloves.
2. Place wet floor signs at the entry points of the area to be cleaned.
3. Remove obstacles or movable furniture from the floor area.

5.2 Sweeping

1. Use a broom to sweep the entire floor area, starting from one end and moving systematically to the other.
2. Gather all visible dirt, dust, and debris into a pile.
3. Collect debris using a dustpan and dispose of it properly.
4. Repeat sweeping if necessary to ensure the floor is free of loose particles.

5.3 Mopping

1. Prepare the cleaning solution according to manufacturer's instructions.
2. Dip the mop into the solution and wring out excess liquid.
3. Start mopping from the farthest corner of the area, moving towards the exit to avoid walking on freshly cleaned

sections.
4. Mop the floor in a figure-eight or S-pattern for even coverage.



5. Rinse and wring the mop regularly to prevent spreading dirt.
6. Change the cleaning water as needed if it becomes dirty.

5.4 Drying

1. Allow the floor to air-dry. Open windows or use fans to expedite drying if possible.
2. For high-traffic areas, use a dry mop or cloth to remove excess moisture.
3. Keep wet floor signs in place until the floor is completely dry.
4. Once dry, return any moved furniture or items to their original positions.

6. Safety Precautions
Always use signage to warn of wet floors and potential slip hazards.
Do not allow pedestrian traffic on wet floors until completely dry.
Use only recommended cleaning solutions for the specific floor type.
Wear appropriate PPE as required.

7. Documentation
Record cleaning activities in the cleaning log, including date, time, area cleaned, and staff initials.

8. Revision History

Version Date Description Approved By

1.0 2024-06-01 Initial release [Name]
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