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 Caretaker Manual – Section 4 
Miscellaneous Cleaning Matters 


CONTRACT / DIRECT LABOUR CLEANING IN EDUCATIONAL ESTABLISHMENTS
Cleanliness Standards Indicator - Term‑time

	Item/Area
	Cleanliness Standard Expected After Cleaning

	Banisters/

Balustrades/

Handrails
	All dust should have been removed from ledges and surfaces where it can collect.  All traces of finger marks, dirt and sticky deposits should have been removed.


	Bookcases
	All dust on shelves in front of books should be removed (books should not be touched).  Tops of shelving should be dust‑free and floor space under shelves thoroughly cleaned and litter free.


	Cabinets
	All dust from unencumbered tops should have been removed.  Finger marks on drawers and sides should be washed off.


	Carpets, Rugs
	All litter, fluff, debris, dust and foot marks removed.  Edges, corners and areas under pipes, radiators, furniture, etc., should be treated similarly.


	Chairs
	Should be dust & dirt free after room has been dusted/damp wipe.


	Doors
	Free of finger marks.  Ledges should be dust‑free.  Borrowed lights should be free of all marks.


	Draining Boards
	All deposits and smears should be removed, especially in corners.


	Fire Appliances
	Entirely dust‑free.


	Floor - Hard (except hygiene areas)
	No dust, grit, fluff or litter on any part, including areas where access is difficult.  All spillage marks (e.g., beverages) should have been removed.  No evidence that floor has been swept/vacuumed without moving tables, chairs and desks (which are readily moveable).  No mop marks should be apparent.  Chewing gum to have been removed.


	Floor Carpeted
	No dust, fluff or litter on any part, including areas where access is difficult.  All spillage marks (e.g., beverages) should have been removed.  No evidence that floor has been vacuumed without moving tables, chairs and desks (which are readily moveable).  Chewing gum to have been removed.


	Floors (hygiene areas)
	No dust, fluff or litter on any part, including areas where access is difficult.  All deposits to have been removed so as to leave the material of the floor quite clean and dry.  No mop marks should be apparent.


	Glazed surfaces 

esp. borrowed lights in doors
	No dust or readily removable marks.  Smear‑free.

	Ledges /
Window sills
	Entirely free of dust and litter.  Spillages to have been removed.



	Locker Tops
	Entirely free of dust and litter.


	Mats 

at Entrances
	To be entirely free of compacted mud, dust and litter‑free. Matwells to show only small accumulations of dust.

	Mirrors 

(in toilets)
	Clear of dust, smears and splash marks.

	Radiators
	Dust‑free on top and in all accessible areas including adjacent pipe work.  Stains, spillages and sticky sweets to have been removed.  All crisps packets and other litter to have been removed from slots, gaps, etc.

	Sinks (not in hygiene areas)
	Scum and tide marks to have been removed.  No staining, deposits or Lime scale anywhere, especially not around taps and drain vents.  Splash backs to be clean and free from smears.  Supports and pipe work to be clean and dust‑free.  Taps to be clean.


	Skirting
	No deposits.  Tops to be dust‑free


	Telephones
	Dust‑free.  Any greasiness or marks to have been removed.


	Toilets, Showers
	Urinals - All lime scale, and subject to age all staining, to have been removed, especially in areas out of sight.  Whole to be left shining and smear‑free, including undersides and all adjacent pipe work.

WC Pans - As for urinals, with especial reference to part under the water line, which should be entirely free from any staining, marks or lime scale.  Seats to be quite clean on both sides.  Cisterns and all adjacent pipe work to be clean and dust‑free.

Hand basins - Scum and tide marks to have been removed.  No staining, deposits or Lime scale to be seen anywhere, and especially not around taps and overflow.  Taps to be free of all deposits and marks.  Splash backs and undersides of hand basins to be free of marks.

Pipe work - Dust and mark‑free

Walls - All walls, including cubicle walls, to be free of dust, cobwebs and all readily removable marks including faecal material.  Graffiti should have been removed.  Stains and marks should have been removed from glazed tiles.

Doors - As for walls, with especial reference to finger marks near handles and bolts.

Floors - See above.

Shower Baths/Basins - As for hand basins above.


	Walls (except hygiene) and Potteries
	To be clean, spot, mark, dust & graffiti free. Special attention should be paid to corridors and around door frames.

	Walls (potteries)
	All dust and deposits to have been removed.


	Wastepaper Bins
	To be empted & clean. All bins to be washed regularly and left in a dry odour free condition. 



1.
Dusting

All dusting should be carried out with damp cloths.  These should be rinsed out frequently in solution of anti-bacterial detergent and well rung before use.  Unless specifically authorised, items and books should not be removed from shelves or windowsills to allow dusting.  Such areas should not be dusted if there is any risk whatever that items might be damaged or disturbed.  See also paragraph 5 below covering Potteries.  Colour coding (See Section 3) should also be considered so that cloths are only used in specific areas.

2.
Stairs

Stairs are awkward to clean.  Vacuuming is the most effective method, but not all machines can be balanced on the treads whilst the pipe is used.  If it is not possible to use a vacuum cleaner then a mop sweeper should be used. Sweeping with a brush is not recommended as dust is flicked around which will then settle on lower surfaces. Floors at the bottom of the stairs should not be cleaned until the stairs have been finished.  Risers on stairs often get very dirty, and hand cleaning using a nylon pad may be necessary. Similar treatment may also be required on the ends and corners of some treads.  In wet mopping stairs, care must be taken to ensure that water does not run down adjacent walls or the edges of the staircase. 

3.
Walls

Walls are normally washed or wiped down.  When faced with laminated plastic (usually in toilets), gloss paint or tile, vigorous cleaning with detergent solutions is normally permissible, although some care should be taken to avoid damage. Other surfaces, and primarily emulsioned walls, must be treated very carefully if damage is to be avoided.  High Dusting may be dangerous if not carried out with due regard to safety factors (see Working at Heights Section 6) .  However, by the use of a little ingenuity and some long poles or canes, quite effective dusting can be done by a person standing at floor level.  Tiled walls in showers may need descaling from time to time.
NB Apply cleaning solution only to the cloth when dealing with emulsioned wall surfaces.
4.
Art Rooms

These areas can be difficult to clean if much paint is spilled.  Generally, however, most paint will be water‑based, so mopping or machine‑scrubbing will usually remove it.  Sinks in these rooms can easily become covered in dried paint, regular, thorough cleaning will prevent build up.
5.
Potteries

It needs emphasising that the silicon dust resulting from pottery work is regarded as hazardous if breathed in.  All cleaning work in potteries must, therefore, be carried out using plenty of water.  Regardless of how much loose or dry clay is on the floors, the first cleaning action should be to wet the floor so as to damp down the dust.  Wet clay slurry should be collected using a wet vacuum machine, and repeated after the floor has been rinsed with clean water.  All dusting and wall washing must be done with damp cloths.
6.
Laboratories

Containers of chemical should be put away by teaching staff or technicians prior to cleaning, but cleaners should be vigilant in laboratories and, if any bottles, jars or other containers are seen, care must be taken to ensure that these are not overturned or broken.  However, should this happen and liquid be splashed on to skin or clothing, immediate action should be taken to dowse the skin or clothing with plenty of clean water.  Special caution should be taken in laboratory preparation rooms and it is recommended that these should be cleaned only by laboratory technicians or teaching staff.  Sinks and gullies in laboratories are often neglected, but it is important that both are cleaned regularly, frequently and thoroughly.  However, laboratory staff must be consulted before any acid descalers or any other strong cleaning agents are used.

7.
Home Economics

Food produced in HE areas is normally taken home by the children and eaten.  It is, therefore, very important indeed that the cleaning of such areas should be carried out thoroughly so as to provide a hygienic environment for food production.  A “Food Safe” bactericidal detergent should be used for cleaning all surfaces. The manufacturers’ instructions must be followed to minimise the risk of contamination.
8.
Gymnasia

School gymnasia, halls and games courts floors require weekly washing in order to remove deposits of body fat resulting from PE activities.  If the washing process is neglected, or detergent is not used in the water, body fat will build up and cause the floor to become slippery, dangerous and smelly.
9.
Workshops

The dust created in these areas can be injurious to health.  Cleaning should, therefore, be done only with vacuum appliances and damp cloths.

10.
Areas used for Dining

This category includes any classrooms, halls, corridors or entrances used for eating lunch as well as dining rooms proper.  The caterer is responsible for removing food debris and spillages immediately after the lunch period, but not for thorough cleaning, which will need to be undertaken at the end of the day.
11.
Holiday Cleaning

Holiday cleaning can be categorised as ‘Spring Cleaning’ except that it must take place at least twice (Easter and the Summer holidays).  There are opportunities to carry out some holiday tasks at the half‑term breaks.


In essence the holiday tasks consist of deep cleaning and floor surface renewal, activities which are essential, but which cannot normally be carried out in term‑time.  The work ‘essential’ is used simply because if this periodic work is not carried out, standards of cleanliness will deteriorate to unacceptable levels, and unprotected floors will wear and disintegrate.  Particular attention should be paid to care in the application of floor seal and floor polish so as to avoid build‑up at the edges.


(See Section 2, paragraphs 17 to 22)

12.
Lampshades and Diffusers

It is normally the responsibility of caretaking staff to clean lampshades and diffusers where this can be done safely.  The advice on working at heights given in Section 6 should be read and comlied with.  No undue risks should be taken, and any lampshades outside the reach of caretaking staff must be cleaned under contract.
13.
Barrier Matting

Notwithstanding what is written above and in Sections 2 and 3, the cleaning task can be eased significantly if adequate barrier matting is used in entrances.  It has been estimated that 60% of the dirt which must enter a building on the feet can be stopped by barrier matting.

14. Ideally, especially at entrances close to muddy paths or sports fields, there should be a three stage barrier system.  Firstly, just outside the entrances should be metal grid mats to knock off lumps of mud.  Secondly, just inside the entrances there should be tough ‘fall‑through’ open weave matting which will scrape off more mud and let it fall into the carpet thickness. Thirdly, there should be a softer mat with a close pile for drying the feet before reaching hard floors.

15.
The second and third types should be as wide as possible and long enough to ensure that there will be at least four footfalls on each.  Naturally, such matting is only effective if cleaned regularly, but this work will be far less than the general cleaning if no matting was to be used.  It is expensive to provide, but should last for years and more than recover its cost by savings in cleaning.
16.
Convector Heaters

Neither caretaker nor cleaning staff should attempt to clean the insides of these heaters.  Bare electrical wiring may be present.  However, these heaters do collect a great deal of dust and fluff, and should be cleaned at least once a year by an electrician who will be carrying out the annual electrical safety check.

17.
Carpets in Dining Areas

Spillages of food and drink in these areas may be difficult to deal with, and it may be necessary to soak parts affected, using a solution of bactericidal detergent.  If this is done, the solution should be removed with a wet vacuum appliance after a few minutes soaking.  Overall carpet cleaning in these areas may have to be done at more frequent intervals.  (See Section 2, paragraphs 27 and 28)
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