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Master Cleaning Chart
	Center Area

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Decaf Coffee Machine
	Center Area

Waiter/Waitress Station
	Daily
	-Urn cleaner

-Clean towels

-Cleaning spring


	1. Turn off machine

2. Dump leftover decaf into sink

3. Take urn cleaner from the regular coffee urn and place in decaf pots about 1/3 full. 

4. Swish urn cleaner around to remove coffee oils and dirt.

5. Drain urn cleaner from pots.

6. Rinse pots well.
7. Wipe outside of pots 

8. Leave empty pots on top of decaf coffee maker.

9. Remove coffee grounds basket from machine.

10. Dump grounds in garbage.

11. Send ground basket through dishmachine.

12. Remove sprayer head from machine and wipe off.

13. Take cleaning spring and run it up into the hot water release to clean out build up.

14. Rinse spring.

15. Replace sprayer head.

16. Wipe off burner and outside of machine.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Dip Well
	Center Area

Waiter/Waitress Station
	Daily – closing
	-Yellow or green scouring pad

-Hot soapy water

-Clean towel

-Bleach solution in spray bottle
	1. Turn off water supply

2. Remove utensils from container.

3. Run all utensils except aluminum scoop through the dishmachine.  Running the scoop through the dishmachine will corrode it.

4. Remove well and run through dishmachine.

5. Scrub out well with hot soapy water and scouring pad.

6. Run at least 1 large carafe of hot water from the coffee urn into the dip well  
7. Wipe dry with clean towel.

8. Spray with bleach solution.

9. Air dry.

10. When completely dry return well and utensils to unit.

11. Turn on water.
	

	Warmer for Strawberry Glaze
	Center Area

Waiter/waitress station
	After each use

Used only on Saturday and Sunday
	-Hot soapy water

-Clean towel
	1. Unplug warmer.

2. Let cool.

3. Wipe off with warm soapy water.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Ice Bins
	Center Area

Waiter/waitress station
	Daily
	-Hot soapy water

-Clean towel
	1. Northside bin – remove lid and run through dishmachine.

2. Southside bin – lid does not come off…wipe with hot soapy water.  Be especially careful not to contaminate ice with soapy water.
	

	
	
	Weekly 

Tuesday evening
	-Bleach

-Hot water

-Bleach solution in spray bottle
	1. Empty bins of all ice.

2. Using hot bleach water, wash down insides of bin and cover.

3. Rinse well and drain.

4. Spray with bleach solution.

5. Air dry.

6. When completely dry and cooled down, refill with ice.
	

	Shake Machine
	Center Area

Waiter/waitress station
	Daily

At end of night
	-Bleach solution in spray bottle

-Hot soapy water 

-Container for soaking clips

-Clean towels
	1. Unplug

2. Pull clips from malt machine.

3. Soak clips in a container filled with bleach water overnight.

4. Wipe down spindles with hot soapy water.

5. Wipe down outside of machine with hot soapy water.

6. Spray spindles with bleach solution.

7. Remove clips from bleach solution and reattach to machine.

8. Air dry


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Syrup Warmer
	Center Area

Waiter/waitress station
	Daily 

At end of night
	-Hot soapy water

-Bleach solution in spray bottle

-Oven cleaner used towels

-Green scouring pad

-Clean towels
	1. Unplug warmer

2. Wipe inside clean with hot soapy water.  Be sure to get all of the syrup that may have spilled or leaked in unit.

3. Wipe outside of unit with hot soapy water. 

4.  If there is a greasy build-up, spray with oven cleaner.  Let sit 15 – 20 minutes.  Scrub with green scouring pad.

5. Spray inside of unit with bleach solution.

6. Air dry.

7. Restock.
	

	Soup Wells
	Center Area

Waiter/waitress station
	Daily

At end of night
	-Plastic containers for leftover soup

-Hot soapy water

-Bleach solution in spray bottle

-Oven cleaner and used towels

-Green scouring pad

-Clean towels
	1. Unplug warmer.

2. Empty soup into plastic containers.

3. Send empty insert through dishmachine.

4. Wipe inside clean with hot soapy water.  Be sure to get all the crud that may have leaked into unit.

5. Wipe out outside of unit with hot soapy water.  

6. If there is greasy build up, spray with oven cleaner.  Let sit 15 – 20 minutes.  Scrub with green scouring pad.

7. Spray inside of unit with bleach solution.
8. Air dry.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Salad Bin
	Center Area

Waiter/waitress Station
	Daily

At end of night
	-Hot soapy water

-Clean towels

-Bleach solution in spray bottle
	1. Pull out salad inset and empty into clean containers for proper storage.

2. Run insets and hood through dishmachine.

3. Air dry.
	

	Salad Dressing and Condiment Containers
	Center Area

Waiter/Waitress Station
	Daily

At 3 p.m.
	
	1. Pull out all ladles and send through dishmachine.

2. Empty leftover product into clean containers. “Do flips”.

3. Wipe out well with hot soapy water.

4. Spray with bleach solution.

5. Air dry.

6. Return newly filled containers to wells.

7. Run dirty containers through dishmachine.

8. Cover wells with side plates.
	

	
	
	Daily

At end of Night
	-Hot soapy water

-Clean towel
	1. Pull out all ladles and send through dishmachine.

2. Replace covers on wells with clean side plates.

3. Clean area around wells.
	

	Lemonade/

Pop Dispenser
	Center Area

Waiter/Waitress Station
	Daily
	-Hot soapy water

-Clean towel
	1. Take drip tray to dishmachine

2. Pour 1 quart of hot water from coffee urn down drain.

3. Wipe down entire dispenser with hot soapy water and clean towels.

4. Re-attach drip tray.
	

	
	
	Weekly

Sunday night
	-Container to soak nozzles in

-bleach water
	1. Clean dispenser as you would daily (see above).  

2. Remove spigot nozzles.

3. Soak nozzles overnight in bleach water solution.

4. Rinse nozzles in the morning.

5. Re-attach to spigot.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Coffee Cake Drawer
	Center Area

Waiter/Waitress Station
	Daily
	-Hot Soapy water

-Bleach solution in spray bottle

-Clean towels
	1. Remove product

2. Wrap, date and store product properly

3. Wipe out drawer with hot soapy water.

4. Spray with bleach solution

5. Air dry

6. Replace product
	

	
	
	Weekly

or

As Needed
	-Wet /dry vac

-Hot soapy water

-Bleach spray

-Clean towels
	1. Remove product

2. Wrap, date and store product properly.

3. Remove drawers and clean all surfaces.

4. Using wet/dry vac, vacuum out crumbs that have settled under drawn.

5. Wipe out drawer with hot soapy water

6. Spray with bleach solution

7. Air dry

8. Replace product
	

	Ice Cream Freezer
	Center Area

Waiter/Waitress Station
	Daily

At Closing
	-Hot soapy water

-Bleach water in spray bottle

-Clean towels
	1. Remove lid from freezer

2. Wipe off lid inside and out and with hot soapy water

3. Spray with sanitizing solution

4. Air dry

5. Replace


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Ice Cream Freezer
	Center Area
	Weekly

Monday
	-Wet/dry vac

-2 Bain Marie containers

-Hot soapy water

-Bleach solution in spray bottle

-Clean towels
	1. Empty contents of ice cream freezer and place in walk-in freezer

2. Turn off unit by flipping the toggle switch on the compressor at the bottom left

3. Fill 2 Bain Marie metal containers with boiling water from coffee urn

4. Set containers of hot water in freezer cavity to defrost walls.

5. Let sit for about 1 hour with cover on. 

6. Remove containers of water and empty.

7. Clean up melted ice at bottom of machine by vacuuming with wet vac.

8. Wash off sides of freezer with hot soapy water. 

9. Wash cover, inside and out.

10. Rinse with clear water.

11. Spray freezer cavity and cover with bleach solution.

12. Air dry

13. Turn unit back on.

14. When freezer is back up to proper temperature, replace product.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Regular Coffee Machine
	Center Area

Waiter/Waitress Station
	Daily 

At end of day
	-Urn cleaner

-Hot soapy water

-Clean towels

-Soft yellow scrubbing pad
	1. Turn off burners

2. Empty coffee down the sink drain.

3. Remove wet grounds from basket and throw in garbage.

4. Put basket back on machine.

5. Using 1 package of urn cleaner, put urn cleaner in urn.

6. Run machine through 1 brewing cycle.

7.  Let stand 3 – 5 minutes.

8. Drain.

9. Scrub out urn with soft yellow scrubbing pad. 

10. Take off basket and remove wire insert.

11. Scrub basket and insert with hot soapy water.

12. Replace insert and put basket back in unit.

13. Run machine through another brewing cycle to rinse.

14. Drain.

15. Wipe off burners, handles, lids, legs and backsplash with hot soapy water.

16. Wipe off urn and clean bottom.

17. Remove basket and set in front of urn to air dry  overnight. 


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Microwave
	Center Area

Waiter/Waitress Station
	Daily
	-Bleach Solution

-Hot soapy water

-Bleach solution in spray bottle
	1. Remove glass plate from microwave and wash by hand with hot, soapy water.  

2. Rinse glass plate.

3. Spray with bleach solution and leave door open.

4. Air dry

5. Wipe down inside of microwave with hot soapy water.

6. Spray inside with bleach solution

7. Air dry.

8. Wipe off outside and top.

9. Wash microwave stand and legs.

10. Replace glass plate.


	

	Coffee Grinder
	Center Area

Waiter/Waitress Station
	Daily
	-Hot soapy water

-Clean towel
	1. Wipe off with hot soapy water

2. Refill with beans as needed
	

	
	
	As needed
	
	1.  Regular maintenance performed by Superior Coffee
	

	Hot Chocolate Machine
	Center Area

Waiter/Waitress Station
	Daily
	-Hot soapy water

-Clean towel
	1. Wipe exterior of machine with hot soapy water.

2. Wash drip tray and grill in dishmachine.
	

	
	
	Weekly
	
	1. See instructions and diagram inside front cover.
	

	
	
	As needed
	
	1.  Regular maintenance performed by Superior Coffee
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Juice Machine
	Center Area

Waiter/Waitress Station
	Daily
	-Hot soapy water

-Clean towel
	      1.   Remove drip tray.

2. Run drip tray through dishmachine.

3. Wipe off backsplash, drip tray supports and area under machine.

4. Replace drip tray
	

	
	
	Weekly
	-Toothbrush

-Hot soapy water

-Clean towel

-Bottle Brush
	1. Open front door of machine.

2. On inside of unit on each container of juice, push lever from “dispense to flush”.
3. Flush each juice product until it runs clear water.

4. Remove spigots, turning to left ¼ turn, pull down.

5. Remove inside of spigot and rinse under cold running water to remove debris and pulp.  

6. Run bottlebrush through spigot.

7. Use toothbrush if needed on bottom of spigot.

8. Replace insert into spigot.

9. Wipe off.

10. Before replacing spigot, wipe off receptacle, using toothbrush if needed.

11. Replace spigot and turn ¼ turn to the right to return to place.

12. Turn inside lever back to “dispense”.
13. Run product until you get juice to run through again.

14. You need to do this for all 4 juices.
15. Wipe off front, top, sides and legs of machine with hot soapy water.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Refrigeration Units
	Center Area

Waiter/Waitress Station
	Daily
	-Hot soapy water

-Clean towel
	1. Wipe up all spills on bottom of unit with hot soapy water and clean towel.

2. Wash off door, handles and gasket with hot soapy water.
	

	
	
	Weekly
	-Hot soapy water

-Clean towel
	1. Remove all product

2. Remove racks and run through dishmachine.

3. Wash top, bottom sides, inside of drawers and gaskets with hot soapy water.

4. Replace clean racks.

5. Stock product.

6. Wipe off outside of doors with hot soapy water.
	

	Compressor of Refrigeration Units
	Front and Back of the House
	Monthly
	-Short handled scrub brush

-Shop Vac
	1. Remove grids on front of unit.

2. Run through dishmachine.

3. Brush out as much dust as possible with brush.

4. Vacuum all surfaces and back of unit.

5. Replace grid. 
	

	Center Area Sink
	Center Area
	Daily
	-Ajax

-Yellow Scrub Pad

-Bleach Solution
	1. Scrub sink thoroughly with Ajax and yellow scrub pad.

2. Rinse well.

3. Spray with bleach solution to sanitize.

4. Allow to air dry.
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