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	Cleaning Policy

Owner/ Department: SSS/ HRA 



	Brief
	SMSA Support Services Company premises must be clean and ensure hygienic practices are in place all times for a safe and good healthy work environment.

	Purpose
	The main goal of this policy is to create a safe and healthy work environment for our employees and to protect our business from any liability.

To help to ensure that cleaning is performed consistently and effectively, for maintaining a high level of quality in cleaning and hygiene in the work place for employees or visitors. 

	Persons Affected
	All SSS Support Services employees

	Scope
	All SMSA Support Services - Bahrain Facilities

	Definition
	To keep facilities and equipment clean and tidy.

	Responsibilities
	Employees to make sure that all SSS facility is clean at all times. 

	Cleaning Methods Policy


	Product Application: Cleaning products must be applied according to the manufacturer’s instructions.

Cleaning Tools: The proper cleaning tools shall be used during cleaning process. Following are some of the cleaning tools: mops, brooms, vacuum cleaners and dustpans, the Carpet cleaning tools, and other such items shall be used as needed.
Waste Removal: Waste must be removed from the premises daily.
Floors: Floors must be mopped and swept daily. Carpets must be vacuumed weekly wherever applicable.
Windows: Windows must be cleaned monthly.

Restrooms: All restrooms will be sanitized and re-stocked weekly.

	Pest Control Management
	Company is responsible to manage the pest control in SSS location on a quarterly, yearly basis or whenever needed, by an approved Pest Control Company.

	Scheduling Policy


	Implementation of an organized cleaning process on hourly, daily, weekly and monthly basis to manage the cleanliness and hygiene process for all company premises.
The Cleaning will be completed by the office boy/ cleaner as follows:

Hourly cleaning: toilets and removing trash whenever needed.

Daily cleaning: All areas of SMSA premises will be cleaned daily.

Weekly cleaning: Carpets / and floors will be vacuumed / mopped and windows will be cleaned weekly.

Weekly cleaning material monitoring: All restrooms will be sanitized and re-stocked weekly.
Cleaning report to be in place and is to be monitored on a monthly basis.
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