Cleaning Plan Sample
The Safe Apartment Buildings By-law 24-054 s. 52-53 requires the building owner to have a Cleaning Plan. This plan must include a schedule for inspections and cleaning activities in shared common areas, as well as a process to respond to unexpected health or safety hazards that require cleaning.
 
Note: This plan is only a sample to show what the by-law requires. This can be modified to better suit the apartment building. If a cleaning plan, procedure, or policy is already in place, those can be submitted instead of using this sample plan. Any plan submitted to the City of Hamilton must meet the requirements of the Safe Apartment Buildings By-law.
Plan Details
· Property Address: Click or tap here to enter text.
· Date Plan Created: Click or tap to enter a date.

[bookmark: _Hlk214270895]Inspection & Cleaning Schedule 
Tip: For larger buildings, add more rows to show different floors or areas (e.g., “Hallways - Floors 1-20” and “Hallways - Floors 21-40”). 
For each shared common area, choose how often it will be inspected and describe the anticipated cleaning that will happen each year, each season (every 3 months), each month, each week, and each day. 
	Common Area or Element
	Inspection Frequency
	Anticipated Cleaning Activities

	Main Lobby
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Elevators
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Stairways (floors, walls, railings, light fixtures, etc.)
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Hallways (floors, walls, light fixtures, etc.)
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Fitness Room
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Party/Games Room
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Tenant Storage Areas
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Laundry Room - Walls & Floor
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Laundry Room - Machines & Sinks 
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Mail Room
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Waste Room or Sorting Area
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Waste Chutes
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Building Exterior (windows, doors)
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Exterior Walkways
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Lawn or Garden Areas
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Other: Click to add
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every dayDescribe cleaning activities to be completed every month

	Other: Click to add
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day

	Other: Click to add
	☐ Annually
☐ Quarterly
☐ Monthly
☐ Weekly
☐ Daily
☐ N/A
	Annually: Describe what is cleaned once a year
Quarterly: Describe what is cleaned every 3 months
Monthly: Describe what is cleaned every month
Weekly: Describe what is cleaned every week
Daily: Describe what is cleaned every day


[bookmark: _Hlk214272748]
Process for Cleaning Health & Safety Hazards
List the steps staff must follow when cleaning unexpected hazards like spills, bodily fluids, or broken glass. Then provide details about equipment, training, and tenant notification. 
1. Steps for cleaning the hazard: 
	Click or tap here to enter text.


2. Protective equipment or special cleaning products available to staff: 
	Click or tap here to enter text.


3. Specialized training for cleaning staff (if applicable):
	Click or tap here to enter text.


4. How tenants will be notified about a hazard:
	Click or tap here to enter text.


5. Outside help or services to contact if staff cannot fix the hazard: 
	Click or tap here to enter text.


