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Master Cleaning Checklist – Front of House

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Booths
	Front of the House
	Daily

Throughout day
	-Hot soapy water

-Clean towel


	1. Spot check for spills, grease and crumbs on all vinyl surfaces.

2. Wash vinyl with hot soapy water.

3. Wipe off seats and tabletops.
	

	
	
	Daily 

End of shift
	Canister Vacuum
	1.  Vacuum out crumb catcher.
	

	
	
	As needed
	-Local upholsterer
	1.  Repair rips and tears.
	

	Tables
	Front of the House
	Daily 

After each set up
	-Oasis Quat sanitizer
	1. Wipe off tabletop and edges with disinfectant.

2. Be sure to move condiments and wipe behind them.

3. Put condiments back in correct order.
	

	
	
	Weekly
	-Hot soapy water

-Clean towel

-High concentration of bleach solution
	1. Wipe down legs of tables with hot soapy water.

2. Spot check tabletops for strawberry glaze stains.

3. If stained, remove stain with high concentrate bleach solution.
	

	Chairs
	Front of the House
	Daily 

After each setting
	-Hot soapy water

-Clean towel
	1. Spot check for spills on seats.

2. Spot check for sticky “stuff” on chair backs.

3. Wash clean with hot soapy water and clean towel.
	


	
	
	Weekly
	-Hot soapy water

-Clean towel
	1.  Wipe down seat back, legs, edges and bottom rungs of chairs.
	


	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Counter Seating
	Front of the House
	Daily 

Throughout Day
	-Hot soapy water

-Clean towel
	1. Spot check for spills, grease and crumbs on all vinyl.

2. Wipe up any spills using hot soapy water and clean towel.

3. Wipe off seats and countertop.
	

	
	
	Daily

End of shift
	-Hot soapy water

-Clean water
	1. Wipe down seats, backs, legs, edges and bottom rungs.

2. Wipe wall of counter front and back using hot soapy water and clean towel.
	

	The “V”

(Host/Cashier Station)
	Front of the House
	Daily
	
	1. Keep it neat and organized.

2. Keep it supplied with needed items
	

	
	
	Weekly
	-Hot soapy water

-Clean towel
	1. Wipe off shelves.

2. When directed by manger, wash garbage can by sending it through dish machine.

3. Air dry garbage can.

4. Replace in the “V”.
	

	
	
	Monthly
	-Feather duster

-Hot soapy water

-Clean towel
	1. Dust for cobwebs.

2. Wipe down walls.
	

	Refrigerated Display Case
	Front of the House
	Daily
	-Glass cleaner

-Paper towel

-Clean towel

-Hot soapy water
	1. Check for spills inside case and wipe up with hot soapy water and clean towel.

2. Using a clean, dry towel, brush out crumbs.

3. Organize products in case.

4. Wash glass on front of case.

5. Wash glass doors on case paying special attention to handles.
	

	What 
	Where
	When
	Cleaning Supplies
	How
	Who

	Refrigerated Display Case
	
	Weekly
	-Shop vac

-Hot soapy water

-Window cleaner

-Paper towel
	1. Remove all products to center area.

2. Lift doors off of track.

3. Remove shelves and run through dish machine.

4. Lift out bottoms and wipe clean with hot soapy water.  They do not fit in dish machine, so they will need to be washed by hand.
5. Remove side racks and run through dish machine.

6. Vacuum out crumbs that have settled in bottom on case.

7. Wipe out entire inside of case.

8. Wash windows inside and out.

9. Clean door track with hot soapy water.

10. Replace all racks.

11. Wash windows on doors.

12. Replace doors.

13. Wash outside windows including door handles.

14. Replace product when display case is correct temperature.


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Carpet
	Front of House
	Daily 

At end of shift

2 –3 p.m.

9 – 10 p.m.

3 – 6 a.m.
	-Canister vacuum

-Upright vacuum


	1. Use canister vacuum to vacuum crumb catchers and small debris under tables.

2. Use upright vacuum to vacuum high traffic area.

3. Vacuum runners by the front doors on smoking side.
	

	
	
	Monthly
	
	1.  Professional cleaning.
	

	Entry Way
	Front of House
	Daily

Morning
	-Broom and dustpan

-Mop and bucket


	1. Take rugs outside and shake to remove dirt.

2. Sweep floor.

3. Mop floor.

4. Replace rugs.

5. Sweep sidewalk entryway.

6. Empty outside garbage.
	

	
	
	Daily 

Every shift
	-Window cleaner

-Paper towel

-Hot soapy water

-Clean towels
	1. Wash glass on all entryway doors inside and out.

2. Wash door handles with hot soapy water and clean towels.
	

	
	
	Weekly
	-Feather duster

-Hot soapy water

-Clean towel
	1. Dust vents.

2. Dust for cobwebs.

3. Wipe off chair rail with damp towel.

4. Wash off baseboards.

5. Wash door frames
	

	Toy Machine
	Front of House
	Weekly
	-Window cleaner

-Paper towel

-Feather duster
	1. Dust

2. Wash windows to remove fingerprints.
	

	Signs
	Front of House
	Monthly
	-Hot soapy water

-Clean towel
	1.  Wash down “wait to be seated” sign, easel and podium.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Tray Jacks
	Front of House
	Monthly
	-Hot soapy water

-Clean towel
	1.  Wash down 
	

	Customer Restrooms
	Front of House
	Daily 

Beginning of Shift

and 

Mid Shift
	Restroom supplies

-Paper towel

-Hand soap

-Toilet paper

-Urinal blocks

-Bedliners for changing table
	1. Check for supplies 

-paper towel

-hand soap

-toilet paper

-urinal blocks

-bed liners for changing table

2. Inspect bathroom for cleanliness.

3. Correct any cleanliness problems.
	

	
	
	Daily

At end of shift
	-Paper towel

-Restroom supplies (see above)

-Glass cleaner

-Mop and bucket

-Floor soap

-Toilet cleaner and brush

-Ajax cleanser

-Hot soapy water

-Deodorizer
	1. Sweep floor.

2. Mop floor.

3. Wash mirrors.

4. Clean sinks with Ajax cleanser.

5. Clean countertop with hot soapy water.

6. Clean toilets using toilet cleaner and brush.

7. Take out trash.

8. Before you leave at end of night – spray with deodorizer.

Use paper towel only to clean restroom.  Do not use yellow cleaning cloths.
	

	
	
	Weekly
	-As listed above including feather duster
	1. Dust every surface.

2. Remove cobwebs.

3. Spot check walls clean as needed.

4. Clean rest of bathroom following #1-7 as listed above.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Planters
	Front of House
	Daily
	-Feather duster
	1. Dust ledges around planters.

2. Check flowers for cobwebs and remove as needed.
	

	
	
	Seasonally
	
	1.  Change floral display to match the season.
	

	Window Ledges
	Front of House
	Daily
	-Feather duster
	1. Check ledges for crumbs, newspapers and trash.

2. Dust ledges
	

	
	
	Weekly
	-Hot soapy water

-Clean towel
	1.  Wipe down all ledges with hot soapy water.


	

	Pictures
	Front of House
	Weekly
	-Feather duster

-Glass cleaner

-Paper Towel
	1. Dust with feather duster.

2. Wash with window cleaner as needed.
	

	Large Windows
	Front of House in Dining Room
	Daily
	-Glass Cleaner

-Paper Towel
	1. Spot clean windows as needed.


	

	
	
	Weekly
	
	      1.  Cleaned professionally
	

	Ceiling Fan
	Front of House
	Weekly
	-Feather duster

-Hot soapy water

-Clean towel
	1. Turn off fan.

2. Dust off top of unit with feather duster.

3. Wipe off blades with hot soapy water.
	

	Blinds
	Front of House
	Monthly
	-Hot soapy water

-Clean towel
	1. Wash blind by wiping down with hot soapy water.

2. Wash ledges above windows.
	

	½ Rounds
	Front of House
	Daily
	-Hot soapy water

-Clean towel
	1.  Wipe down entire surface.
	

	
	
	Weekly
	-Hot soapy water

-Clean towel
	1. Wash legs on ½ rounds.

2. On large ½ round, remove all supplies and wipe shelves.

3. Replace supplies.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Menus
	Front of House
	Daily
	-Damp cloth
	1. Spot check menus for stains.

2. Wipe off spills or stains.

3. Make sure all inserts are attached correctly.
	

	
	
	Weekly
	-Damp cloth
	1. Inspect menus for wear and tear.  

2. Bring worn menus to manager's attention.

3. Wipe off all menus with damp cloth.
	

	Glass Shelves

(Above large ½ round)
	Front of House
	Weekly
	-Glass cleaner

-Paper towel

-Hot soapy water

-Clean towel
	1. Remove all decorative display items.

2. Clean tops and undersides of shelves with glass cleaner and paper towel.

3. Replace display.
	

	Silverware Stand
	Front of House
	Weekly
	-Hot soapy water

-Clean towel
	1. Remove all items.

2. Wipe down selves.

3. Air dry.

4. Replace items.
	

	Booster Chairs
	Front of House 
	After each use
	-Moist Towelet

-Hot soapy water

-Clean towel
	1. Wipe down after each use with hot soapy water.

2. Wipe down with moist toweled.
	

	Booster Chairs
	Front of House
	Weekly

As needed
	
	1. Run through dish machine at end of shift.

2. Let drain well.

3. Store in proper area.
	

	High Chairs
	Front of House
	After each use
	-Moist Towelet

-Hot soapy water

-Clean cloth
	1. Wash all surfaces with hot soapy water and clean towel.

2. Using moist towelet, wipe down front bar and sides to sanitize.
	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Ceiling Vents
	Front of House
	Monthly
	-Feather duster

-Hot soapy water

-Clean towel

-Step ladder
	1. Dust with feather duster.

2. Wash as needed.
	

	Ceiling Speakers
	Front of House
	As needed
	-Hot soapy water

-Clean towel

-Step ladder
	1.  Wipe off as needed.
	

	Cold Air Vents
	Front of House
	Weekly
	-Feather duster

-Hot soapy water

-Clean towel

-Step ladder
	1. Dust with feather duster.

2. Wash down with soap and water.
	

	Heat and A/C Vents
	Front of House
	Semi-annually
	-Step Ladder

-Hot soapy water

-Clean towel
	1. Wash with hot soapy water and clean towel.


	

	Recessed Lights
	Front of House
	Daily
	
	1. Check that all lights are working.

2. Report non-working lights to manager.
	

	
	
	Monthly
	-Feather duster

-Step ladder
	3. Check for cobwebs.

4. Dust with feather duster.
	

	Lights without Fans
	Front of House
	Daily
	-Feather duster
	1. Check that all lights are working.

2. Check for foreign objects (creamers, jelly napkins, etc.)
	

	
	
	Weekly
	-Feather duster
	3. Check for cobwebs.

4. Dust with feather duster.


	

	What
	Where
	When
	Cleaning Supplies
	How
	What

	Lights without Fans
	Front of House
	Monthly
	-Step stool or step ladder

-Hot soapy water

-Clean cloth

-Glass cleaner

-Paper towel
	*This is a 2-man job!

1. Remove bulb protector.

2. With both hands, lift up all 3-glass plates at same time.  Move up as straight as possible.

3. While person #1 holds glass plates upright, person #2 takes brass colored rings on bottom and lifts it, rotates it ¼ turn so that it can drop down through slots in top brass ring.

4. Lower glass plates down and place on table.

5. Wash off electrical connection to ceiling with damp cloth.

6. Using glass cleaner and paper towel, wash glass plates.

7. With damp cloth, clean all brass components and bulb protector.

8. Re-assemble everything except bottom brass plate.
9. The person holding glass plates lifts them straight up over the light bulb; lifting high enough so the person putting on the support piece can reposition the support piece.  

10. Replace bulb protector
	

	Neon “Open” sign
	South Side Window
	Weekly
	-Feather duster
	1. Check for cobwebs.


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Ice Cream Display Case
	Front of House
	Daily
	-Feather duster

-Glass Cleaner

-Paper towel
	2. Clean glass top as needed.

3. Dust 
	

	
	
	As needed

(Begin in p.m. and finish in a.m.)
	-Hot soapy water

-Clean towel
	1. To defrost – unplug unit.

2. Wheel unit to preparation area.

3. Park unit over floor drain between walk-in freezer and cooler.

4. Empty product and place in walk-in freezer. 

5. Take false bottom out of unit and place on prep table.

6. Leave door open.

7. Pull drain plug. 

8. Let sit over night.

9. In the a.m., wash out with hot soapy water and clean towel.  

10. Reassemble false bottom.

11. Push back into lobby.

12. Plug in.

13. Restock when display case reaches proper temperature.
	

	Chair Rails and Dining Room Ledges
	Front of House
	Weekly
	-Feather duster
	1.  Dust.
	

	
	
	Monthly
	-Hot soapy water

-Clean cloth
	1.  Wash with hot soapy water
	

	Brass
	Front of House
	As Needed
	-Brass cleaner

-Soft polishing cloth
	1. Polish 

2. Follow directions on brass cleaning product.


	

	What
	Where
	When
	Cleaning Supplies
	How
	Who

	Cloth Booth Dividers
	Front of House
	Yearly
	-Laundry soap

-Washer and dryer
	1. Remove from rods.

2. Launder

3. Reposition on rods.
	

	2 Way Mirror
	Front of House
	Semi-annually
	-Glass Cleaner

-Paper towel
	1. Remove any decorations or decals.

2. Using paper towel and glass cleaner, was mirror on both sides.

3. Replace decorations and decals.
	

	Exterior of Building
	Outside
	Daily

As needed
	-Trash container

-Ice melt

-Shovel
	1. Police parking lot and clean up trash.

2. Sweep up cigarette butts.

3. In winter, use ice melt on walkways and entrances as needed.

4. Shovel as needed.
	

	
	
	Weekly
	-Water container

-Broom and dustpan

-Hot soapy water

-Clean towels

-Glass cleaner

-Paper towel
	1. Summer – Water plants.

2. Remove trash and wash garbage can by front entrance.

3. Clean newspaper stands using hot soapy water and glass cleaner as needed.
	

	
	
	Weekly 

In summer
	-Bleach Water

(2 cups per gallon of water)
	1. Pull all weeds on property.

2. Soak weeks in parking lot with bleach solution.
	

	
	
	Bi-Annually
	-Long handled brush

-All purpose cleaner

-Pressure washer
	1. Clean awning.

2. Spray off using brush and all- purpose cleaner.

3. Power spray sidewalk to get rid of grease tracks.
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