
Weekly Cleaning Duties

The tasks listed below are areas within the store requiring regular cleaning to support food safety and Operational Excellence. 
The recommended days for performing these tasks are indicated. The labor requirement is based on a high-volume store. The intensity and frequency of these cleaning tasks may vary in your store depending on volume. Refer also to the Store Opener and various Closing checklists for cleaning tasks that are to be completed daily. 
	
	What
	How
	Labor 
	Initial when completed

	Monday
	Complete 
before opening
	Dipping Cabinet – clean / reassemble
	Clean using steamer and/or clean wet towel (no soap); dry with paper towel; open glass and clean front side; clean all common mold growth areas such as lips/ledges (under cup holder on top, sliding doors, etc.); reassemble panels and crossbars; return all product FLUFFED; make sure tags are in good condition
	30 min
	

	
	
	Tables and Chairs
	Use hot soapy water to scrub all tables and chairs (inside and out, chair fronts and backs)
	30 min
	

	
	
	Light Bulbs 
	Change out all burnt out bulbs throughout the store
	10 min
	

	
	
	Sidewalks, Entryway, Trash Cans
	Clean using deck brush, hot water and degreaser; clean trash can with soapy water
	30 min
	

	
	
	Windows, Ledges, Front Door
	Clean using clean damp towel then dry with paper towel; Windex windows
	15 min
	

	
	Complete 
during business hours
	Snack Oven and Snack Warmer
	Clean inside and out with cleaning solution recommended by manufacturer; remove inside racks; wash in 3-compartment sink 
	10 min
	

	
	
	Batch Freezer
	Clean and sanitize batch and all parts, including catch tray and side tray
	30 min
	

	
	Complete after closing
	Lobby Freezer – clean / defrost
	Remove all product and turn off unit; clean walls, sides and shelves with damp towel; clean glass
	30 min
	

	Tuesday
	Complete 
before opening
	Lobby Freezer – reassemble
	Turn on unit; replace all product (FIFO properly); make sure all tags are in good condition (if not, order from Image Mover)
	15 min
	

	
	Complete during business hours
	Trash Cans (FOH and BOH)
	Use warm, soapy water to clean inside and out (including handles on the trash cans); air dry
	10 min
	

	
	
	Mop Bucket and Mop Sink
	Use degreaser and hard bristle brush to clean mop bucket, including the ringer; wipe dry; remove caulking from mop sink if any mold is present; clean using degreaser and scrub walls, faucets and bottom; dry completely; re-caulk if necessary
	30 min
	

	
	Complete after closing
	Lobby Floors and Service Areas
	Clean using deck brush and hot water with degreaser; mop dry
	60 min
	

	
	
	Lens Covers on Lights
	Use feather duster to clean lens covers on all lights throughout store
	20 min
	

	
	
	Ceiling Fans
	Clean using damp towel; dry with clean towel
	10 min
	

	
	
	Ceiling Vents and Ceiling Tiles
	Clean vents with damp towel, tiles with duster or slightly wet towel
	20 min
	

	Wednesday
	Complete 
before opening
	Mix-in Jars  
	Replace all faded or settled product; wash jars as needed; make sure tags are clean and not faded (no hand written tags)
	45 min
	

	
	Complete during business hours
	POS/Register area
	Clean and remove clutter from the register area; remove all items on top and bottom of area; clean using damp towel; stock and organize; make sure gift card display is clean, stocked and organized
	15 min
	

	
	Complete after closing
	Waffle Irons
	Clean waffle irons (inside and out)
	30 min
	

	
	
	Area between Dipping Cabinet and Cabinets / Stones
	Use a Swiffer to clean area and remove dirt and debris
	10 min
	


access an editable checklist on KTEC Online / Operations / OpsToolkit / Checklists 

Weekly Cleaning Duties

	
	What
	How
	Labor 
	Initial when completed

	Thursday
	Complete 
before opening
	Walls, Wallpaper, Wall Tile, Wall Graphics
	Wash all walls in FOH with clean damp towel; dry with paper towels; use ladder to get to top of walls; notify owner of any tears in wall paper needing repair
	60 min
	

	
	
	Blending Stations
	Clean blender bases using damp towel; dry using paper towel; remove gasket and wash and sanitize
	10 min
	

	
	Complete during business hours
	Cabinets, Counters, Shelves, 
Cone Displays
	Empty all cabinets and shelves (including shelves under stone); clean with clean damp towel; dry with paper towel; restock and organize
	60 min
	

	
	Complete after closing
	Dipping Cabinet – tear down / defrost
	Remove all product; cover with parchment and place in freezer; turn dipping cabinet off; remove panels and crossbars and clean and sanitize in 3-compartment sink; let air-dry
	30 min
	

	Friday
	Complete before

opening
	Dipping Cabinet – clean / reassemble
	Clean using steamer and/or clean wet towel (no soap); dry with paper towel; open glass and clean front side; clean all common mold growth areas such as lips/ledges (under cup holder on top, sliding doors, etc.); reassemble panels and crossbars; return all product FLUFFED; make sure tags are in good condition
	30 min
	

	
	
	Hot Fudge Dispenser 
(if applicable)
	Take apart, being careful not to lose any parts; use clean towel to clean inside and out; take parts and wash and sanitize in 3-compartment sink; add fresh water to base and set temp to 120°
	20 min
	

	
	
	Dipping Chocolate Warmer
	Remove product; clean base using clean damp towel; clean inside and under lid; replace product and set temp to 120°
	10 min
	

	
	Complete after closing
	Back Line Refrigerator and Freezer
	Remove product; clean both units (inside and out) with damp towel; be sure to clean backs of doors and gaskets; dry; pull units out and sweep and mop behind/underneath; replace product and organize
	30 min
	

	
	
	Compressors
	Clean with duster, canned air or with damp towel depending on which compressor
	45 min
	

	Saturday
	Complete before

opening
	Bathrooms
	Detail clean (clean toilet and sides of bowl, clean walls, dust vent, clean sink, wipe dispensers)
	20 min
	

	
	Complete during business hours
	Back Room
	Clean all walls with damp towel and dry; remove products from racks and clean; restock and organize product; make sure no chemicals are stored with food products; deck brush floor; clean prep tables and bus cart (wipe down legs); organize throughout
	60 min
	

	
	
	Blast Freezer – defrost / clean
	Remove all product and turn off; use damp towel to clean shelves, walls, doors, door handles, floor; wipe gaskets with clean towel soaked in sanitizer
	15 min
	

	Sunday
	Complete 
before

opening
	Blast Freezer 
	Turn unit on
	5 min
	

	
	
	Walk-in Refrigerator and Freezer
	Use damp towel to clean shelves and walls (each week, transfer product from 1 shelf to another; pull emptied shelf from wall to clean thoroughly as this is common mold area; detail clean a different shelf each week); dry to prevent ice build up; deck brush floors (mop dry to absorb all water); clean door, door jams and all gaskets with sanitizer towel
	60 min
	

	
	Complete after closing
	Sinks (3-compartment sink, hand sink) – deep clean / check for mold
	Check for signs of mold; if present in caulking, pull old caulking from back of sink area; clean using hot soapy water; use sanitizer solution to clean wall; dry completely; use water-based caulking to re-seal area; clean all faucets with damp cloth; use deck brush to clean wall under sink using hot soapy water; mop area to dry up any water on floor; wipe soap and towel dispensers with clean towel
	15 min
	

	
	
	Dipping Cabinet – tear down / defrost
	Remove all product; cover with parchment and place in freezer; turn dipping cabinet off; remove panels and crossbars and clean and sanitize in 3-compartment sink; let air-dry
	30 min
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