Alle's ClinX SECTOR-SPECIFIC RESOURCES

Office & Common Area Hygiene Checklist

A practical checklist for offices, reception areas, meeting rooms, pantry points and shared circulation spaces.

FACILITY / OFFICE AREA / FLOOR DATE COMPLETED BY

Operational check

[] IReception / waiting area presentable and touch points clean Done / Action
[] Ishared meeting tables and common work surfaces completed Done / Action
[] Door handles, access controls and lift buttons completed Done / Action
[] Ishared phones / touchscreens / controls cleaned where assigned Done / Action
[] Pantry counters, sink and appliance handles clean Done / Action
[] Washrooms inspected and stocked Done / Action
[] Waste bins controlled and not overflowing Done / Action
[] Floors / carpets visibly clean and free from hazards Done / Action
[] Hand hygiene / sanitising points stocked where provided Done / Action
[] ispills, leaks, odours or pest evidence escalated Done / Action
[]Icleaning carts / chemicals removed from occupied areas after task Done / Action
[ loutstanding maintenance / hygiene actions recorded Done / Action

Control note. Define responsibility for personal desks, electronics and shared equipment so housekeeping does not damage user-
owned items.

COMPLETED / INSPECTED BY SUPERVISOR / VERIFIER TIME
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