Office Common Area Cleaning Procedures
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@ Pre-work Preparation at Store before Cleaning
SIRRTAESR TIE

Equipment and Chemicals needed
it &S tEm Step & Description ##if

n « Put on appropriate Personal Protective

* Appropriate PPE inclusive o ¢ Equipment (PPE) before starting work
of protective gloves (when

o’ 1
handling chemicals), /)
u?\::‘orlggacng:]c;\clzzdshoes } Tﬁﬁ"‘lﬁfﬁu, ﬁiﬁ éE’]AABE*F
fic#& (PPE)

B AR & B
BHAFE (RERELE
HINHEA) MRes

« Check condition of working tools and
equipment

B Glove « Ensure that there is sufficient capacity

- Earth Leakage Circuit & Broom in the vacuum cleaner dust bag if

Breaker (ELCB) ;
R4 Dpust Pan _ applicable
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@ Pre-work Inspection
T{ERTMZR

Equipment and Chemicals needed
it EStEm Description ##if

Display safety signage at the work area

AETFXBRRREERE

- Safety Signage
- REFRhE

Identify any possible hazard or risk at the
work area

WA LEXERE A ENTENEERRRIFR
¥ %3

» Absorbent Paper Material
- BRIk 4%

» White Cleaning Cloths

-8B Check for any damage and report damage (if
any) to supervisor
: KEIZEREMRIAER, WMERIMER, 1E5E
- Water Spray Bottle TRRE
- PR

+ Cleaning chemical
™ (neutral — commonly
- green colour -coded tape)
Gt

- SFiE (—RIEERELRR
FEMEAR A )

Identify the location of the spillages, stains etc.
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@ Pre-work Inspection (Continued)

T1ERItEe- &

Equipment and Chemicals needed

R & 51V Step £ Description it
) B @ . Spr.ay cleaning chemical onto the spillage or
w& . Safety Signage N stain on hard floor
| - REATRE A AR L AT RS S R AL B A
= B Clear spillage using absorbent paper material
= » Absorbent Paper Material i PR 4B R IR
- REHRhE
- Spray water and use white cleaning cloth
- White Cleaning Cloths tp clear spillage or stain in circular motion
a7 till completely removed
- Repeat steps 5 to 7 to remove other
& spillages and stains found within the pantry
VAt ‘ - ERRITIRAEUK, BRGEERILERER
- Water Spray Bottle (EEEEDSES TSI

( - BEEHR -EELSR 5 E 7, BREMBIRENER

For removal of stains and spillages on the
carpet, refer to Sequence 3 of the pictorial
guide for Office Space Cleaning

B Qéiﬁﬁﬁflﬂ%J:E’Jﬂiujﬂ}ﬁ&ﬁE’Jﬁli BE5E
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Vans « Cleaning chemical
(neutral - commonly green
colour -coded tape)
CEET (—RLEERE
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Dust Mopping of Floor
T PR A

Equipment and Chemicals needed

il &S HEm

» Dust Mop « Dust Pan

« Broom - Waste Bin

.134m - WIRAR

« Note: Start dust mopping from the outer
perimeter, going across the area starting
from one corner to another in a sweeping
turn motion

SRR MRIMNETFFRHER, N1 Ak
AEX @RI A%, BiERE E#EEREE,
an it sk EHEH

Step &
1

Description &t

Push the dust mop while holding the handle
near to user’s stomach or chest region
BROIERNFREE SRR ARSI EH
HETHEIE

Push the dust mop close to the edges of the
aisle where possible
Rl ge R EED SIS

Pull and shake the mop head or drop mop
head against the ground to keep dirt and
debris in front of the mop
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fER LB R P EHETRIE




Dust Mopping of Floor (Continued)
HEBRA - 4K

Equipment and Chemicals needed
&5t Em

« Dust Mop - Dust Pan
- BRACHETE <&}
[
« Broom - Waste Bin
- - SRR

« Note: Start dust mopping from the outer
perimeter, going across the area starting
from one corner to another in a sweeping
turn motion

SEE: NRIMNEFRER, N—1MAEE
AZEXER A%, BiERE E#EEE X,
itk R B HEHT

Step T8

Description #@Eit

Make a large sweeping turn and sweep back
down the aisle overlapping the previous path
by about 6 or 8 inches

W—NKESEME, B EGEEEHRARR,
S5ZATHERREESY 6 3 8 &+

« Use dust pan and broom to sweep up dirt,
debris and litter

- Take special notice of the corners where dirt
and debris tend to gather and accumulate

- RESAEFOZREHNRL . EEMLNIRITER

- FAlEE R ERBHN AR

Empty the dust pan into appropriate rubbish
container lined with bin liner
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Damp Mopping of Floor
it

Equipment and Chemicals needed

il &S HFm

Mopping
Solution

+ Mopping solution with sanitizing

properties (refer to product
specification for compatibility to
cleaning surface)

- BHESERRER (Tt

HEi AR EER T BRI
E, HH~ R

« Double Mopping-buckets
AT AR HA

Step £

Description ##if

- Fill water into the blue bucket (1/2 to 3/4

filled) and red bucket (1/4 filled)

« Add ‘mopping solution’ for blue bucket and

dilute according to manufacturer’s
specification

o HUKENIEISHE (1/2 B 3/4 %) FLII&E

(174 )

- FEEEARIER I “HEMRT , FKRERHIEREE

BRHITIRR

Dip mop into red bucket and wring mop to
ensure no dripping

WHRILRNARET, REITT, WiRATEK

Dip mop into blue bucket and wring mop to
ensure no dripping

BIEBENERED, REITFT, WRTEK



Damp Mopping of Floor (Continued)
feith - &

Equipment and Chemicals needed

RS Fm

« Mopping solution with sanitizing
properties (refer to product

specification for compatibility to
Mopping '

cleaning surface)
Solution

- BHSERER (Tt
et R SiE AT HFRNR
o, FSREERE)

» Double Mopping-buckets

- BEAT TUAR 1

Description #&iA
Damp mop the floor surface section by
section including corners/edges using figure
of ‘8/S" and/or in overlapping motion
SXHE, L 8 Fi S BREKAEERRNE
M, TEERABEMLS

Repeat steps 2 to 3 to rinse mop for another
section of the work area

ESESR 2 E 3, KRBT TERHET
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Cleaning Passenger Lift

HIRE RS

Equipment and Chemicals needed
FER&5tEmA Description #i&

Use sanitizer to damp wipe the lift button
» N panel, removing any dust, finger marks,
: S;nirc;fr i - smudges ‘
TR . > FIHSFIEBEERE, LUEMRERRL. 5
EN ISk

Use a cloth and sanitizer to damp wipe and
clean the lift interior including walls, mirrors
(if any), interior of doors and ceiling
EREERFESTIEEEAEE, SiFEm.

Vo + Cleaning Cloth BT (B « BEITAMMRIER
+ Viop - b=

- HE40
Damp mop the floor of the lift

HEt e A Y AR

« Cleaning chemical
(neutral - commonly

green colour Wipe the exterior of lift doors with cleaning
chemical and cloth, and dry the surfaces with
EEN (—REERE 2% another piece of dry cloth
FREEMGAR A ) S : EREATIFMmEEAIImIMY, BRA—&T
* mETRE

-coded tape)




Cleaning Staircase

P P

Equipment and Chemicals needed

ER & 52 Step S

- Safety Signage
- REFRhE

» Dust Mop
- BRI

« Dust Cloth

« Cleaning Cloth
O ML

s » Mopping
souion| A Solution

- HE b

Description #@iA

Display safety signage
BRREERE

Use cloth to wipe the inside and outside of entrance
door along with the hinges

R EERIINASMY, BiERE

« Use a dust mop to sweep the steps and landings
- Take special notice of the corners where dirt and debris
tend to gather and accumulate

- ERBRERBHEREM TS
- Al ER R FEEERRNAE

Use a dust cloth to wipe the railing

REBLHEETHRTF

Damp mop the steps and landings. Ensure that
staircases are thoroughly dry to prevent slipping
EREMAMTEE. MRMBEEBEMRTT,
A% iE

Remove safety signage only when floor is dry

FWATTZE, BEREERE




@ Emptying of General Waste Bins

B BRI A

Equipment and Chemicals needed

L& SHEm

- New Bin Liner

- FIR AR

=

- Sanitizer + Cleaning Cloth
< HER - pi=Lid

Note: Bulky items should be flattened/
broken down before disposal

Step &

Description #@if

Tie and remove used bin liner from waste bin. Hold the
used bin liner at an arm'’s length apart from body to avoid
contact with sharp objects in the used bin liner

HELRR R F L . EHREBRRNNIZS
SRE-NFENES, UREMBILIRE
Rl DESTEY S

Place used bin liner into disposal bag on the service
trolley

EVEEPUN: DR ESY O pit: kel wl: )7 LN
35

Clean the interior and exterior of the waste bin with
sanitizer and cloth and place new liner into the waste
bin

FIESFIFMEIRAAEFAING, AERFH
BRI RN B IR AR R

Repeat steps 1 to 3 for other waste bins found within the
work area
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@ Re-instating Work Area
B ILIEXEIREREIK

Equipment and Chemicals needed

RS Fm

Done
L XXXXX {1
2. XXXXX {4
3. XXXXX Q
4. XXXXX (A

Description #@it

Reassess work area and check to ensure that
work has been done according to require-
ments

BT TERX, HHECSIRRBEKRTRL
3

Remove waste/refuse and dispose at
designated collection point
TEREFIRIIR, BENEtiEERIRK
=]

Remove safety signage only when floor is
dry
FWETT 2R, TBEREETHE

Remove all tools and equipment from the
work area

EEAETERETMRAEIREME S




Returning Tools & Equipment to Store

¥ LAEMECEMEFERE

Equipment and Chemicals needed
FRER &SR Step $H &

Ul -

Description &t

Clean and return trolley, tools and equip-
ment back to the store

WS E. TEMERFET$HME MHERE

1 Remove gloves. Wash and hang to dry for
\\\ ( \) ] next use
A BTFE. BRASTEE, EETRER
i =z
id
B Wash hands for good personal hygiene
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Equipment and Chemicals List

Ao & R F5R

Equipment B#&

« Appropriate PPE inclusive of
protective gloves (when handling
chemicals), uniform and covered
shoes

) 7.
Z

F=

—_— - Broom + Dust Pan
- EHHN AR & BIER P F - 1338 &3}
E (MAEREUFERFER)
REE
\| - Safety Signage + Mop « Dust Mop
1) ek i RN
- Earth Leakage Circuit Breaker + Absorbent 7T Water Spray
- (ELCB) (recommended) Iaapﬁrk%/latenal % uBOtﬂe
e . . 7K 4 o 5
=i . FeaUTEEEE (ELCB) ()

» White Cleaning

Cloths « Waste Bin

- Dust Cloth - B AE

‘ RS
‘- Cleaning Cloth
<A

|
« New Bin
- Double Mopping Liner
-buckets il g
- BT ‘

Chemicals £Z5

L z -
- Sanitizer

< HEH

+ Mopping solution with sanitizing
properties (refer to product
specification for compatibility
to cleaning surface)

- BHSERER (XTI
*@ﬂi’.lﬁmzlﬁﬁﬁ:’:ﬁﬁlﬁ /ﬁﬁ"]gf—%
|, FSHE~mA)
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- Cleaning chemical
(neutral - commonly
green colour
-coded tape)
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THIS PICTORIAL GUIDE IS PRODUCED BY THE NATIONAL ENVIRONMENT AGENCY (NEA)
FERIE R B ERINE K HE

National
Environment
Agency

Safeguard - Nurture - Cherish

-

IN PARTNERSHIP WITH
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F ) singapore

workforce
WDA development
agency

Singapore Workforce Development
Agency and Programme Partners
for Environmental Cleaning WSQ

A
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GROUP!

Towards sustainable growih

ISS Facility Services Pte Ltd Ramky Cleantech Services Pte Ltd

ANlomborof Envronmaia Managament
Associaton of Sngapors (EMAS)

Environmental Management
Association of Singapore (EMAS)

B

Center For Competency- Based Learning & Development

Center For Competency-Based
Learning & Development




	SL_CommonAreaCleaning_RevisedCover
	SL_CommonAreaCleaning_Content

