
MILLENNIUM LIBRARY - CLEANING DUTIES CHECKLIST 

DATE: 
'I 

Completed by: 

Shift (23:00 - 07:00}: 

LJ Garbage Pickup- Both levels, elevator, stairs (including the immediate surrounds at the top 
(outside), and all ramps. 
(Pleuse note, cleaning of ramps includes the following: All garbage on ramps including leaves 
and other debris, all signs on ramps, all lights on ramps, all black loop arms, all eye sensors on 
entrances and exits and all Cameras on walls) 

LJ Clean windows, sills and frames, in all stairwells and elevator lobbies. 
LJ Remove finger marks from Elevator and Stairwell windows twice per shift. Once at the 

Start of the shift and once near the end. 
LJ First Clean LJ Second Clean 

LJ Sweep/brush/mop one yellow island every night. Follow color coded map Posted in black 
Binder to see what island to start with during the week. 
LJ Sun (Pl) LJ Mon (Pl) LJ Tue (Pl) LJ Wed (P2) LJ Thru (P2) [_] Fri (P2) 

LJ Shift 6 on Saturdav: Sweep/brush/mop the yellow curbs from Pl to P2 by Smith Entrance and P2 to 
P 1 by Smith Exit. 

LJ Shift 6 on Saturdav: Sweep/brush/mop the interior curb & island surfaces (painted yellow) at each 
Entrance and exit. 
Donald ENT [_] Smith ENT [_] Smith Exit [_] Donald Exit L....J 

[__] Clean crash•bars and any k.ick•plates in and out of all stairwells. 
LJ Keep bathroom clean by filling in low paper towel or toilet paper. 
LJ Wash away any dirt on walls, columns, or doors. 
[_] Sweep/Mop stair well hand rails and bars. Two stair wells per night 

LJ Both SW & SE Stair well. [__] Both NW & NE Stair well. 
[_] Wipe down the height bar that leads down to P2. 
(__] Remove graffiti from all surfaces. (Graffiti that can 'I be removed shor,Jd be reported so 

That we can paint over the affected area,) 
List Location: _________________ _

[_ J Clean any oil spills on Pl & P2

DUTIES MAY BE CHANGED ADDED OR TAKEN A WAY AT ANY TIME. 

DIRECTIONS FOR COMPLETION 

·PLACE A "X" IN FRONT OF THE ITEM ONCE IT IS COMPLETE.
•ANY NON•COMPLETION OF ANY DUTIES MUST HA VE THE APPROPRIATE NOTES MADE IN
THE NOTES SECTION TO EXPLAIN WHY.
I ________ have completed the cleaning expectations training with my supervisor and
understand the expectations regarding this check list and will complete them every shift.
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