[image: ]

NSW Certified Cleaning Service
Cleaning Checklist & Reporting Guide

General Notes
At NSW Certified Cleaning Service, we follow a consistent cleaning routine to ensure quality and reliability. Every visit includes these key tasks, covering all areas of your client’s home. We focus on cleanliness, disinfecting high-touch surfaces, and leaving the space fresh. We also monitor periodically for maintenance needs and report any issues promptly to support participant wellbeing and safety.

Hand Hygiene & PPE – Entry and Exit (Checklist)
On Entry to the Home
☐ Wash hands with soap and water upon entry (where facilities are available)
☐ If handwashing is not immediately available, apply hand sanitiser
☐ Put on disposable gloves before commencing any cleaning tasks

During Cleaning
☐ Change gloves as required (e.g. when torn, heavily soiled, or moving between high-risk tasks)
☐ Perform hand hygiene after removing gloves and before putting on new gloves

Before Leaving the Home
☐ Remove and dispose of gloves appropriately
☐ Wash hands with soap and water before leaving the home
☐ Apply hand sanitiser after handwashing or if handwashing is not available


Important Notes for Staff 
· Gloves do not replace handwashing
· Hand hygiene must be performed before and after glove use
· This supports participant safety and reduces cross-contamination

Cleaning Sequence – Dry Before Wet
☐ Vacuum carpets, rugs, and dry floor areas before any wet cleaning or mopping is carried out
☐ Remove loose dirt, dust, hair, and debris prior to wiping or disinfecting surfaces
☐ Re-vacuum only if required after cleaning tasks are completed
Always remove dry soil first (vacuuming) before wet cleaning or mopping

Safety Reminder
Mopping & Floor Safety (Checklist Note)
☐ Mop one room at a time, completing and drying each area before moving to the next
☐ Place a wet floor sign immediately when mopping begins
☐ Ensure floors are fully dry before removing signage or leaving the room
☐ Never mop multiple rooms at once, creating wet walkways between areas
“Mop each room as you go. Ensure floors are dry and signage is in place before moving on

· Wipe up any spills immediately to prevent slips and falls.
· When mopping floors, always put out a “Wet Floor” sign or barrier to warn others.
· Ensure all floors are completely dry before leaving the area to maintain participant safety.

Cloth Folding & Usage (Checklist or Procedures)
☐ Use the 8-fold folding method to maximise clean cloth surfaces during cleaning tasks.
☐ Refold cloth to a clean side between wiping different areas or surfaces.
☐ Change cloth when moving between:
· Cleaning and disinfecting stages
· Different rooms or risk zones
· When cloth is visibly soiled or wet
Remember: 8-folding helps you clean smarter, but changing cloths at the right times keeps everyone safe.

Colour-Coding System for Cleaning Cloths and Tools
☐ Use designated colour-coded cloths and tools for different areas:
· Red: Toilets and bathrooms (high-risk areas)
· Green: Kitchens and food preparation areas
· Blue: General living areas and dusting
· Yellow: Clinical or isolation areas (if applicable)
☐ Never use cloths or tools from one colour zone in another to prevent cross-contamination.
☐ Change cloths according to infection control guidelines and 8-fold folding procedures.

Stick to the colour code — it’s your first line of defence against spreading germs






Routine Cleaning Checklist
(Performed on every visit)
Kitchen
·  Clean outside of stove
·  Clean inside and outside of microwave
·  Clean outside of dishwasher
·  Clean countertops and backsplash
·  Spot clean outside of cabinets
·  Clean sink and faucets
·  Do any washing up, dry and put away
·  Empty trash
·  Clean light switches
·  Vacuum and mop floors
·  Look for any cobwebs and remove
Bathroom
·  Clean tubs
·  Clean shower and shower door
·  Clean shower floor
·  Clean drain hole; pull out any hair or debris
·  Clean mirrors (including “windexing”)
·  Clean sink and faucets
·  Clean and disinfect toilet
·  Clean light switches
·  Clean countertops
·  Spot clean outside of cabinets
·  Empty trash
·  Vacuum and mop floors
·  Look for any cobwebs and remove
Bedroom
·  Vacuum carpets and rugs
·  Clean light switches
·  Make one bed
·  Wipe bedside tables
·  Dust bedside lamps
·  Wipe bedside light switches
·  Look for any cobwebs and remove
Dining / Living Areas
·  Vacuum carpets and rugs
·  Mop hard floors
·  Clean light switches
·  Dust furniture
·  Wipe tables, check and wipe legs top to bottom
·  Wipe backs of chairs
·  Look for any cobwebs and remove
High-Touch Surfaces
Throughout the home, pay special attention to cleaning and disinfecting high-touch surfaces. These include:
· Door handles and knobs
· Light switches
· Drawer and cupboard handles
· Remote controls
· Handrails
· Any other frequently touched surfaces

Safety Reminder
· Wipe up any spills immediately to prevent slips and falls.
· When mopping floors, always put out a “Wet Floor” sign or barrier to warn others.
· Ensure all floors are completely dry before leaving the area to maintain participant safety.

Periodic or As-Needed Tasks
(Check regularly and report to the office if maintenance or cleaning is required)
· Ventilation check:
· Ensure vents and exhaust fans are dusted and unobstructed to support airflow and participant health.
· Report any issues or blockages to the office immediately.
· Trash bin cleaning:
· Wipe down trash bins inside and out periodically, especially in kitchen and bathroom.
· Spot check walls, furniture upholstery, and carpets:
· Look for marks, stains, or dust build-up.
· Report any issues to the office — no cleaning of carpets, upholstery, or walls is required by staff.
· Check and replace air fresheners (if used) or adjust settings to suit participant comfort.
· Window sills and door frames dusting:
· Dust these areas periodically to keep the home tidy.

Reporting Reminder
If you notice anything unusual or needing maintenance during your cleaning (e.g., blocked vents, persistent stains, broken fixtures), please report it to the office right away so we can assist participants promptly.

NDIS Reporting and Communication
At NSW Certified Cleaning Service, we are committed to supporting participant wellbeing and maintaining compliance with NDIS requirements.
Our staff are trained to:
· Observe and report any changes in the participant’s environment that may affect safety or health (e.g., maintenance issues, hazards, damage)
· Communicate promptly and clearly with our office when concerns arise
· Document any relevant observations following our internal procedures
This reporting process ensures timely action can be taken to maintain a safe, healthy, and supportive home environment for every participant.
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