CLEANING REQUIREMENTS AT BROADWINDSOR CE VC PRIMARY SCHOOL
Reviewed January 2025

* standard cleaning products such as detergents and bleach

	ROOM
	WHAT SHOULD BE DONE
	HOW OFTEN (DAILY/WEEKLY/
MONTHLY/TERMLY/ANNUALLY)
	NOTES

	Classrooms – Mary Anning (MA), Thomas Hardy(TH), William Barnes(WB), Jane Austen (JA)
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	· Hoover carpets
· Clean tops, edges & legs of tables – using standard cleaning products* such as detergents and bleach 
· Clean off any paint/mud from chairs (if needed) 
· Clean sink area
· All bins emptied daily into normal outside waste bins
· Window frames – wipe down
· Check classroom supplies of cleaning spray and hand sanitiser (wall dispensers and mobile containers) – refill where necessary
· Clean packed lunch trolley: JA and WB
· clean whole chairs with standard cleaning products 

	


Daily

    

  Termly (holiday)

Daily


           Weekly

          Annually (Summer Holiday)
	· Black bin bags in every classroom lidded bin
· Empty plastic recycling bins end of each week
· Wipe out bins

	
Class cloakrooms
	
· Check & change if needed - soap dispensers
· Check & refill paper towel dispensers
· Sinks, window sills & toilets & flush buttons/handles, taps, doors – all cleaned
	

Daily
	· Empty bins


	
Staff toilets (2)

	· Toilets cleaned including flush buttons
· Wipe window sills
· Clean mirrors
· Check & refill paper towels
· Check & refill soap if necessary
· Replenish toilet roll, leave small supply on windowsill
· Clean sinks & taps
· Mop floors
· Empty bins

	
Daily
	

	
Music Room


	
· Hoover floor
· Mop floor 
· Dust
	
When needed – check weekly

	

	
Staff room




	· Hoover
· Dust
· Wipe tables
· Empty bin

	
DAILY

	



	
Staff Kitchen Area (not main kitchen)



	· Wipe down surfaces 
· Empty bin
· Hoover & mop floor
· Wipe down both kettles

	
DAILY
	Staff to place own mugs, plates in the dishwasher rack at the end of the day and to ensure the kitchen area (by kettles) is kept tidy.

	
ICT suite


	· Hoover floor
· Dust & wipe down surfaces with normal cleaning products
· Dust & wipe computers and keyboards
	TWICE WEEKLY
DAILY
	

	
Library



	· Dust
· Clean table tops and chairs
· Hoover
· Empty bin
	
Daily, if used

	

	
Main hall 


	· Sweep floor

· Mop (Thursdays or non-school club night)

· Polish floor

· Move equipment/cupboards out

· Dust surfaces/cabinets

· Sports cupboard – sweep out


	Daily after lunchtime

Weekly


Annual (Summer holiday)
Termly (holiday)

Termly (holiday)

Annual (Summer Holiday)
	Staff responsible for maintain tidiness of Hall Cupboard






	
Copier/resources room




	· Hoover when needed
· Remove recycle paper 
	
Weekly
	

	
Medical Room


	· Clean top & sink with standard cleaning supplies 
· Empty bin
· Fill up paper towel dispenser and check soap
· Hoover & mop floor

· Clean sluice sink / wash floor
	
DAILY
DAILY
           WEEKLY

            DAILY

WEEKLY (end of week)


	

	
Reception

	· Hoover
· Dust trophy cabinet
· Clean glass doors
	            DAILY 
     Termly (holiday)
End of each week
	Staff responsible for keeping desk tidy ready for cleaning



	
Admin Office


	· Hoover
· Empty bin & recycling bin
· Dust/polish desk area
	           DAILY

  End of each week
	Staff responsible for keeping desk tidy ready for cleaning


	
Head’s office


	· Hoover
· Empty bin
· Dust/polish desk area
	
DAILY
  End of each week
	

	
Glass/windows in between hall/library and in reception area


	

· Clean
	Hall/library – Termly

Reception area – end of each week
	

	Outside
	
	
	

	
Windows
	
 Outside windows & frames to be cleaned twice yearly 
	
Spring & Autumn half term holiday
	
Power washer, foam gun attachment, hose-fed extendable brush.

	
Other jobs


	
Library – cobwebs and tops of large windows & sills - dusted
	
Termly
	

	
Other jobs





	
· Hall floor – 3-coat polish
· Sky lights – dusted/cobwebs removed
	

End of summer term
	

	
Ordering supplies:
Keep an eye on levels of the following and order (ask Finance officer) the following:

Paper towels – white 
Toilet rolls
Hand soap
Hoover bags
Pink Lift Spray
Bacterial wipes
Green cloths
Flash floor cleaner
Black bin bags
Mops and mop heads
Sanitiser
Blue Roll

Delivery times can be variable so please ask Finance officer for current situation










	
	
	



