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How to Use the Faci l i t ies Sanitation Guide 
This guide is intended to educate you and your employees on how to properly clean and sanitize 
your branch locations, plus properly train and track the work of your staff designated for these 
tasks.  

This package contains: 

x Standards Operating Procedures (SOPs) which provide a thorough breakdown of the tools 
and techniques necessary to keep a location clean and sanitized   

x Basic “How To” training videos to supplement the SOPs  
x An acknowledgement form, to keep complete your personnel files once cleaning 

expectations and responsibilities have been assigned  
x Daily checklists, for use in tracking the work once the SOPs have provided the necessary 

training (These might also make great customer-facing documents!)  
x Recommendations on supplies appropriate for the tasks of cleaning, disinfecting, and 

sanitizing your locations, as well as ideas for how you can source these items.  

Disclaimer: This guide works to prevent the spread of germs and viruses but should not be 
considered sufficient guidance in the event an employee, customer or other person within the 
branch is diagnosed with COVID-19.   

 

To receive the maximum benefit from your purchase, we suggest you take the following steps:  

1. Identify an accountable party(ies) to ensure the cleanliness and sanitation of each of your 
locations. Pay attention to your staffing, as some tasks must be performed 3 times per 
day, and other tasks in the evenings after customer hours.  

2. Deliver the SOPS and training videos to these employees and allow time for them to read 
and watch. These materials will walk them through how to properly clean each area of 
your branch, using what materials, and how often.  

3. Ensure you have the right cleaning materials, Including the equipment and supplies. (You 
can refer to our guidance for a comprehensive supplies list, as well as recommended 
sources of supply.)  

4. Once your employee has been trained using the SOPs and videos, have them sign the 
employee acknowledgement, and file the signed acknowledgements in their personnel 
files.  

5. Once your employees are ready to begin their responsibility, determine how you would like 
to stay informed of their progress. Will you require completed tracking sheets?  Identify 
that process, write It down and communicate It to your staff.   
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a. The provided checklists offer a quick look at what areas need to be cleaned and 
how often, they also provide space for an employee sign-off, should you wish to 
track this work in this way.  

b. The checklists also have room for your company logo at the top, should you wish 
to add your company’s branding.  

6. Post your sanitations schedule in a customer-facing area and use it as a talking point with 
your customers – after all, you’re agreeing to the BEST possible facilities care.  
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Guide to Sanitizing Your Branch Facilities 
 Facilities Sanitation 
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W
eekly R

estroom
 Cleaning Schedule  

  During Custom
er Hours – 3 Tim

es Per Day:  
 

 

x 
Em

pty and sanitize sanitary napkin receptacle  
x 

Disinfect toilet 
x 

Clean and sanitize tow
el cabinet covers 

x 
Clean and disinfect toilet, toilet seat and urinals 

x 
Scour and sanitize toilet and sink basins 

x 
Disinfect handles, sw

itches, all touch points  

  During Custom
er Hours – 1 Tim

e Per Day: 

x 
Sanitize w

astebasket  
x 

Stock tow
els, tissue, and hand soap 

x 
M

op and disinfect floors  
x 

Clean baseboards 

 Evening Hours – Tw
o Tim

es Per W
eek:  

x 
Rem

ove splash m
arks from

 w
alls around basins 

x 
Clean and polish m

irrors 
x 

Dust tops of partitions, tops of m
irrors and fram

es  
x 

Dust ceiling vents and light fixtures 
x 

Repeat all tasks from
 the “During Custom

er Hours” lists 
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estam

p to indicate task is com
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