
SOP Template: Ensuring Cleanliness and Organization
of Service Areas

This SOP focuses on ensuring cleanliness and organization of service areas by establishing standardized
cleaning protocols, maintaining an organized layout, implementing regular inspection schedules, proper waste
disposal methods, and promoting hygiene practices among staff. The objective is to create a safe, efficient, and
welcoming environment for both employees and customers while preventing contamination and operational
disruptions.

1. Purpose
To maintain a clean, organized, and safe service area that enhances efficiency, upholds hygiene standards, and
provides a positive experience for staff and customers.

2. Scope
This SOP applies to all staff, supervisors, and cleaning personnel responsible for the maintenance of service
areas within the facility.

3. Responsibilities
Staff: Follow cleaning and organizational procedures, report issues.
Supervisors: Schedule inspections, ensure protocol adherence, provide training.
Cleaning Personnel: Perform cleaning tasks as per schedule and standards.

4. Cleaning Protocols
1. Use only approved cleaning agents and supplies.
2. Wipe down all horizontal and high-contact surfaces (e.g., counters, doorknobs, equipment) every two

hours.
3. Sweep and mop floors at the start, during, and end of each shift.
4. Restock cleaning supplies and maintain storage area organization.
5. Sanitize shared equipment after each use.

5. Organizational Standards
1. Maintain clear walkways and working areas free from clutter and obstacles.
2. Store tools and supplies in designated locations after use.
3. Label and organize all storage areas with visible signage.
4. Ensure all emergency exits and equipment are accessible at all times.



6. Inspection Schedules

Frequency Inspection Item Responsible Person

Every 2 Hours Surface Cleaning, Floor Check Staff on Duty

Daily (End of Shift) Full Area Cleaning, Inventory of Supplies Cleaning Personnel

Weekly Deep Cleaning, Waste Management Review Supervisors

7. Waste Disposal Methods
1. Empty all bins when 75% full or at least daily.
2. Separate recyclables, compostables, and general waste according to facility policy.
3. Disinfect waste bins weekly and replace liners after each disposal.
4. Handle hazardous waste following regulatory guidelines.

8. Hygiene Practices
1. Wash hands regularly, especially before and after cleaning.
2. Wear gloves and masks when handling waste or cleaning chemicals.
3. Cover open wounds and refrain from work if ill.
4. Participate in scheduled hygiene and safety training sessions.

9. Documentation & Record Keeping
Maintain checklists for routine cleaning and inspections.
Log completion and issues in the daily maintenance logbook.
Report incidents or hazards immediately to supervisors.

10. Review & Continuous Improvement
Review SOP every six months or following an incident or audit.
Collect feedback from staff for process improvement.
Update protocols to reflect best practices and compliance requirements.
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