BCM Cleaning Priorities

Everything applies to all floor levels equally

	Tasks to be accomplished   Put check(s) on day(s) done.
Have a copy slipped under Director’s door early each Monday.
	M
	T
	W
	T
	F
	S
	S

	

	Check and clean gutters weekly (Only necessary in Durant)
	
	
	
	
	
	
	

	The BCM, both upstairs and downstairs, sat clean over the weekend. (Check day BCM was cleaned.)
	
	
	
	

	All trash containers sat empty over the weekend.  (Check day all containers were emptied.)
	
	
	

	Daily Responsibilities

	Check all restrooms several times daily for smells, toilet paper, paper towels, urinal/stool/floor messes, and take immediate corrective measures.
	
	
	
	
	
	
	

	Check kitchen floors, counters, booths, serving window, sink, for messes, plus any dishes left out either clean or dirty and take immediate corrective measures.
	
	
	
	
	
	
	

	Check kitchen trash container, empty when full or smelly, and always empty before Noonday.
	
	
	
	
	
	
	

	Check entry rugs and vacuum before entry refuse creeps further into the building.
	
	
	
	
	
	
	

	Check all trash containers and empty before large trash events such as noonday and worship.
	
	
	
	
	
	
	

	Unlock both upstairs front doors and turn on lights when leaving Monday through Friday mornings.
	
	
	
	
	
	
	

	Make a final cleanliness check of all unlocked rooms before locking up each night.  Make corrective measures before staff arrives the next morning.
	
	
	
	
	
	
	

	Wednesday morning responsibilities before staff arrives

	Have kitchen spotless and everything in its place for noonday ladies: no exceptions.
	
	
	

	Wednesday responsibilities after noonday and before FCA at 8 p.m.

	Sweep and mop kitchen and serving area floors regardless of who may be in the building at the time.
	
	
	

	Weekly responsibilities                                                                                                                                     M  T  W   T   F  S  S

	Keep stove clean.  (Burner grates lift off.  Stovetop also can be removed for cleaning.)
	
	
	
	
	
	
	

	Keep inside of microwave clean.
	
	
	
	
	
	
	

	Put used dishtowels and dishcloths in laundry basket.  Lay wet items out to dry first.
	
	
	
	
	
	
	

	Sweep all floor tiles in kitchen, restrooms upstairs and downstairs, both entries and then wet mop all of them along with the rubber kitchen mats.  Never use the dry mop to go over sticky spills.
	
	
	
	
	
	
	

	Squeeze mop thoroughly when mopping to avoid leaving puddles which are hazardous.
	
	
	
	
	
	
	

	Fill mop bucket full of water so dirty water is less concentrated and the floor will be cleaner.  Put very little floor cleaner in bucket.  A dash of Clorox may also be added.
	
	
	
	
	
	
	

	Empty mop bucket in a toilet, mop up bucket spills around toilet, and hang mop when finished.  Never leave dirty water in the bucket.
	
	
	
	
	
	
	

	Replenish cleaning supplies or make written note to Director before empty or exhausted.
	
	
	
	
	
	
	

	Fill bathroom and kitchen soap dispensers when less than half full

	

	Weekly without exception: thoroughly clean ALL restrooms upstairs and downstairs.  This includes:

	Brush inside toilet bowls/urinals using Toilet Bowl Cleaner and flush away cleaner.
	
	
	
	
	
	
	

	Use Clorox Disinfecting Wipes on the toilet seats, tank, flush lever, bowl rim, and outside of toilet all the way to the floor and wipe clean.  (If it is porcelain, it gets wiped – especially in the men’s room!)
	
	
	
	
	
	
	

	Clean sinks and counters using Clorox Disinfecting Wipes.
	
	
	
	
	
	
	

	Clean mirrors using glass cleaner.
	
	
	
	
	
	
	

	Replace toilet paper and paper towels when necessary.
	
	
	
	
	
	
	

	Empty restroom trashes after cleaning all the above
	
	
	
	
	
	
	

	

	Vacuum ALL carpet upstairs as necessary, ____ times per week including the prayer room, workroom, and offices.
	
	
	
	
	
	
	

	Vacuum ALL carpet downstairs including your room at least _____times weekly before the weekend.
	
	
	
	
	
	
	

	Other items to check and maintain periodically: front door glass, windows, spider webs around ceilings, interior of trash cans, shower stalls, dust window sills, clean under furniture cushions.
	
	
	
	
	
	
	



Cleaning Supplies Needed:            None  or list items => _____________________________________________________________

Items needing repair:            Nothing   or list items =>________________________________________________________________
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