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General recommendations for routine cleaning and disinfection: 

Routine cleaning of surfaces using appropriate cleaning and disinfection methods can help prevent the 
spread of COVID-19. Pay special attention to frequently touched surfaces and objects.  The below 
information provides general guidelines to follow in your location where applicable.  Every individual 
should be self-accountable in wiping off areas which they’ve touched, janitorial vendors will be providing 
cleaning to high-touch areas as well as designated individuals within the office. 

Clean and disinfect high-touch surfaces regularly 

• Frequently touched surfaces and objects vary by location. Examples include doorknobs, light switches, 
handrails, kitchen appliances, counter tops, drawer pulls, tables, sinks, faucet and toilet handles, drinking 
fountains, elevator buttons, phones, keys and remote controls. 

• Individual colleagues are responsible for cleaning and disinfecting their own work spaces including 
desktops, office supplies, keyboard, mouse, monitors and telephone.   

• Remove any visible dirt and grime before using disinfectants. Disinfecting surfaces removes most germs 
and are most effective on clean surfaces and objects. Coronaviruses are relatively easy to kill with most 
disinfectants. When using cleaning and disinfecting products, always read and follow the manufacturer’s 
directions. Colleagues should follow label directions and existing procedures for using gloves or other 
personal protective equipment (PPE) if necessary. If using gloves, throw them away after each cleaning. 

• Alcohol-based hand sanitizers should be made available in common areas when possible to encourage 
hand hygiene. 

• Understanding supplies are in high demand, PayneWest will make every effort to make supplies 
accessible to colleagues. In lieu of supplies listed below, substitute products may be made available or can 
be purchased by the location’s administrative associate to provide by location.  See the below options for 
using diluted household bleach solutions. 

o Alcohol-based hand sanitizers containing minimum 60% alcohol 
o EPA-registered disinfecting wipes  
o Soap and paper towels  
o Tissues 
o Spray disinfectants 

• Avoid direct spray to prevent damage to electronic equipment such as keyboards and laptops. 
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Procedures for Cleaning and Disinfecting: 

Hard or non-porous items (examples include tables, desks, floors, doorknobs and phones)  

If a surface is visibly dirty, first clean using a regular cleaning product, such as soapy water for a table or 
cleaning cloth for a cell phone. 

Disinfecting: 

To disinfect a cleaned surface or object, you can use regular disinfection products (for example, bleach, 
peroxide or alcohol-based disinfectant products) or use a disinfectant that has been approved by the EPA. 
Examples of EPA approved products can be found at:  
https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf 

You can also disinfect using diluted household bleach solutions, if appropriate for the surface. Follow the 
manufacturer’s instructions for application and proper ventilation. Check the product’s expiration date. 
Prepare a new solution daily or as needed. Never mix household bleach with ammonia or any other 
cleanser. 

Prepare a bleach solution by mixing: 

• 5 tablespoons (1/3 cup) bleach per gallon of water or  
• 4 teaspoons bleach per quart of water 

You can also disinfect using solutions with at least 70% alcohol. Wipe the surface or object thoroughly 
with the solution and let it dry. 

Personal Protective Equipment (PPE) and Hand Hygiene 

• Wash hands prior to cleaning and disinfecting tasks. 
• If gloves are worn, they should be removed carefully to avoid contamination of the wearer and the 

surrounding area.  
• Clean hands immediately after gloves are removed.  
• Follow normal preventive actions including cleaning hands and avoiding touching eyes, nose, or mouth 

with unwashed hands.  

Additional key times to clean hands include:  

• After blowing one’s nose, coughing, or sneezing  
• After using the restroom  
• Before eating or preparing food 

Resources for Task Specific Safety Training: 

PayneWest Insurance Risk Control also has numerous safety resources available. For more training 
resource options, please contact: 

Brendan Riley: (406) 457-2114, briley@paynewest.com 

  

https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf
mailto:briley@paynewest.com
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APPENDIX A:  Janitorial Vendor Staff Cleaning Recommended Guidelines 
Note: Frequency of duties may vary by location depending on occupancy and activity. 

 Daily Weekly Monthly 

Offices, Hallways, Conference Rooms, and Entry Area    

Clean entry doors inside and out  D   

Empty all trash containers, replacing any torn or soiled liners D   

Disinfect the following surfaces: 
• Door handles 
• Light switches 
• Exposed desktop, table, and counter space 
• Wipe impervious chairs and mist upholstered chairs 
• Phones, keyboards, and mice 
• Buttons on all copiers and printers 

 

 

 

D 

  

Vacuum all traffic areas D   

Clean any noticeable spots on vertical surfaces: walls, desks, and file cabinets as needed D   

Collect dishes from throughout the office, and load in dishwasher D   

Straighten chairs and turn off lights D   

Detail vacuum all carpeting, including under chairs and desks  W  

Dust horizontal surfaces, including desktop items  W  

Dust all blinds   M 

Dust all baseboards and lower ledges   M 

Conference and Break Rooms    

Empty all trash containers, replacing any torn or soiled liners D   

Wipe down all counters, tables, chair arms and sinks D   

Spot-clean fronts of cabinets and appliances D   

Disinfect the following surfaces: 
• Appliance handles and buttons, including refrigerator, microwave, coffee makers, 

dishwasher, oven, and stove 
• Door, cabinet, and drawer handles 
• Light switches 

 

D 

 

  

Put away clean dishes; load dirty dishes and run dishwasher D   

Vacuum all carpeting D   

Mop floor with disinfectant D   

Restrooms     

Empty all trash containers, replacing any torn or soiled liners D   

Clean and disinfect the following surfaces: 
• Door handles 
• Light switches 
• Counters 
• Sinks 
• Toilets 
• Paper towel, toilet paper, and soap dispensers 
• Grab bars 

 

 

D 

 

  

Refill all paper towels, toilet paper, and soap D   

Mop floor with disinfectant D   
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Appendix B:  Sanitation Standard Operating Procedure: 

Sanitation Standard Operating Procedure 

Cleaning and Disinfecting High-Touch Surfaces 

Location Admin 
Associates 

Disinfect the Common Area Surfaces in your Location 

Frequency: At least twice daily during work day or much as necessary to protect clients 
and colleagues 

Common Area 
Surfaces: 

Front desk, break rooms, conference rooms in use, printers, entry doors, 
mail collection areas, etc.  

Examples of High 
Touch Surfaces: 

Doorknobs, handrails, kitchen appliances, counter tops, coffee pots, 
refrigerator handles, drawer pulls, tables, sinks, drinking fountains, elevator 
buttons, phones, keys and remote controls 

Individual Colleague 
Responsibilities: 

Colleagues will be responsible for cleaning and disinfecting their own office 
work spaces and equipment. Colleagues will also be encouraged to wipe 
down areas such as break room supplies, coffee pots, sink handles, 
printers, etc. after use. 

Materials: Personal Protective Equipment, disinfectants, paper towels, trash can, soap 
and water 

Specific Instructions: 
1. Wash hands 
2. Remove or protect all materials from area/surfaces being cleaned and disinfected. 
3. Remove visible debris from all surfaces using soap and water, or applying a cleaning 

detergent, prior to disinfection activities. Ensure detergent is applied according to 
manufacturer’s instructions. 

4. Apply disinfectants to cleaned high touch surfaces according to manufacturer’s 
recommendations for concentration, contact time, solution temperature, drying, etc. as 
required. 

5. Clean and sanitize cleaning equipment prior to storage. 
6. Wash hands immediately. 
7. Document cleaning and disinfection tasks performed on Twice Daily Sanitizing Checklist. (For 

Administrative Associates and their delegates only.) 
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Appendix C: Enhanced Cleaning and Disinfection after Notification of a Confirmed Case of 
COVID-19 

This protocol is for cleaning and disinfection of areas when a person with COVID-19 was believed to have 
spent time or entered facility spaces. The protocol will be applied 24 hours after the person was present 
in a facility space. 

After notification of a person with confirmed COVID-19 at a company facility, the following cleaning and 
disinfecting protocol will be followed: 

1. Buildings and/or specific rooms and areas where a COVID-19 positive person spent time will be assessed 
on a case-by-case basis. The cleaning scope will be implemented based on the risk of potential 
contamination as determined by management. 

2. Once identified, management will do the following: 
• Communicate in writing the scope of cleaning to facilities to janitorial services responsible for 

cleaning. 
• Identify areas that require restricted access during and immediately following enhanced cleaning. 
• Communicate with impacted department(s)/colleagues. 
• Coordinate with property owner/landlord. 

3. PayneWest will retain a professional cleaning service to clean and disinfect all affected areas and/or 
building as requested. 

4. When cleaning and disinfecting rooms with increased surface area due to a large number of desks, tables 
and other furniture, and where spray application is needed, management will provide advance notice to 
building occupants to be apprised of the schedule for disinfection of the space and any areas that may 
require restricted access during cleaning. 

5. Facility will be labeled as cleaned once finished and a 72-hour clock will start.  Reentry into facility can 
occur after the 72-hour clock has expired. Reentry by exposed employees into facility can occur once 
facility is re-opened and they are cleared to return pursuant to the Positive Diagnosis Guidelines. 
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Appendix D: Twice Daily Sanitizing / Wipe Down Checklist 

Date and Time  
Completed Commons Areas Sanitized 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 


