Sanitation Standard Operating Procedure Worksheet (SSOP)

	Item(s) to be cleaned


	floors, walls, ceilings, doors, ventilation canopies, work surfaces (including sinks, taps and crockery drying racks), equipment (including chopping boards, refrigerators, mincers, pots), utensils and laundry (including drying up cloths and overalls).

	Frequency of cleaning


	monthly, weekly, daily, between shifts, after each use etc.

	Materials to be used and dilutions


	Chemicals (e.g. bactericidal detergent, disinfectant) and their dilutions, materials (e.g. scrubbing brush, scourer, dishcloth) and equipment to be used ( e.g. steam cleaner, floor cleaning machine) and how equipment is to be dismantled.

	Method of cleaning


	List step-by-step process.  Note any equipment manuals or cleaning directions.

	Precautions which must be taken when cleaning
	e.g. disconnect equipment from its electrical supply, use cleaning materials according to manufacturer’s instructions and wear protective equipment ( e.g. rubber gloves, overalls, eye protection).

	Cleaning to be carried out by ?
	List name or position.

	Supervision & Verification (Standard of cleanliness)


	Who will supervise employees and who will be responsible for verifying the SSOP was performed correctly?  e.g. Food Safety Manager, shift manager, etc. What is the measurement used to determine if the SSOP is completed properly?

	Notes:

This space is used for notes, corrections, updates, etc. to your SSOP.
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