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Common Area Cleaning Guide 
 
It is the responsibility of every occupant, owner, tenant, contractor, employee & visitor and ALL users of 
this facility to ensure they take all reasonably practical steps to ensure both their own health and safety, 
and the health and safety of others at this facility. 

 

The following guide has been established for the benefit of all users of this facility and complex. Should 
any part of this guide conflict with the policies of a statutory authority and/or the scheme by-laws the 
latter shall prevail. 

 

It is the responsibility of lot owners, letting agents/building managers to make their guests or occupants, 
as well as occupants of holiday/short term lettings of their unit, aware of this guide.  

 

Scope 
 
All persons working or occupying this complex do so at their own risk and sole responsibility. The body 
corporate accepts no liability for the injury, death or loss associated with Common Area Cleaning.  
 
It is ultimately the responsibility of any persons doing cleaning of any kind to ensure that they take all 
steps to be aware of any risks associated with the cleaning processes prior to any works being 
undertaken.  

 

General 

Effective housekeeping can eliminate some workplace hazards and help get a job done safely and 
properly. Poor housekeeping can frequently contribute to accidents by hiding hazards that cause injuries. 
If the sight of paper, debris, clutter and spills is accepted as normal, then other more serious health and 
safety hazards may be taken for granted.  

It includes keeping work areas neat and orderly; maintaining halls and floors free of slip and trip hazards; 
and removing of waste materials (e.g., paper, cardboard) and other fire hazards from common areas, it 
is a basic part of accident and fire prevention. Effective housekeeping should be an ongoing operation.  

Poor housekeeping can be a cause of accidents, such as:  

 tripping over loose objects on floors, stairs and platforms 
 being hit by falling objects 
 slipping on greasy, wet or dirty surfaces 
 striking against projecting, poorly stacked items or misplaced material 
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 cutting, puncturing, or tearing the skin of hands or other parts of the body on projecting nails, wire or 
steel strapping. To avoid these hazards, the common property must be maintained. Whilst this effort 
a great deal of management and planning, the benefits are many. 

Safety Guidelines  

DO:  

 Minimize fire hazards by keeping common areas free of accumulated combustible materials and 
waste. 

 Post signs (e.g., "Wet - Slippery Floor") to protect occupants and others.  

 Report any unusual conditions around the common areas.  
 Ensure that exits and aisles are clear of obstructions to allow easy evacuation of the building. 
 Place all trash and scrap in proper containers. 
 Keep oily rags in covered metal containers.  
 Dispose of hazardous materials in approved marked containers. 
 Store equipment and materials in their assigned location. 
 Clean air vents and filters to maintain ventilation efficiency. 
 Ensure that boxes, drums, and piles are located on a firm foundation and properly stacked. 
 Clean up tools and unused materials after finishing a job or before leaving the job site. 
 Ensure an orderly arrangement of operations, tools, equipment and supplies 
 Clean up spills promptly according to procedures, using personal protective equipment (PPE) 

where necessary. 
 Report hazards such as uneven boards, cracks, burnt-out lights. Fix immediately.  
 Bundle hoses and cables when not in use. 
 Place empty containers and pallets in designated locations. 

 Dump small containers into larger ones.  
 Keep only enough combustible materials at job site for job at hand. 

DO NOT:  

 Do not pile material around fire extinguishers, sprinklers, or emergency exits. 
 Do not reach into waste containers.  
 Do not blow off dust with compressed air. Use a vacuum or brush. 
 Do not collect broken glass and metal straps in plastic bags. 
 Do not use bare hands when collecting waste. Wear gloves to avoid cuts and splinters.  
 Do not place materials on stairs.  
 Do not use kegs or boxes as chairs or ladders.  
 Do not forget to clean out-of-the-way places such as shelves, basements, sheds, and boiler 

rooms.   
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Cleaning Procedures  

Dust and Dirt Removal  

In some jobs, enclosures and exhaust ventilation systems may fail to collect dust, dirt and chips 
adequately. Vacuum cleaners are suitable for removing light dust and dirt. Industrial models have special 
fittings for cleaning walls, ceilings, ledges, machinery, and other hard-to-reach places where dust and 
dirt may accumulate.  

Special-purpose vacuums are useful for removing hazardous substances. For example, vacuum cleaners 
fitted with HEPA (high efficiency particulate air) filters may be used to capture fine particles of asbestos 
or fibreglass. 

Dampening (wetting) floors or using sweeping compounds before sweeping reduces the amount of 
airborne dust. The dust and grime that collect in places like shelves, piping, conduits, light fixtures, 
reflectors, windows, cupboards and lockers may require manual cleaning. Compressed air should not be 
used for removing dust, dirt or chips from equipment or work surfaces.  

Surfaces 

Floors: Poor floor conditions are a leading cause of accidents so cleaning up spilled oil and other liquids 
at once is important. Allowing chips, shavings and dust to accumulate can also cause accidents. Trapping 
chips, shavings and dust before they reach the floor or cleaning them up regularly can prevent their 
accumulation. Areas that cannot be cleaned continuously, such as entrance ways, should have anti-slip 
flooring. Keeping floors in good order also means replacing any worn, ripped, or damaged flooring that 
poses a tripping hazard.  

Walls: Light-coloured walls reflect light while dirty or dark-coloured walls absorb light. Contrasting colours 
warn of physical hazards and mark obstructions such as pillars. Paint can highlight railings, guards and 
other safety equipment, but should never be used as a substitute for guarding. The program should 
outline the regulations and standards for colours.  

Maintain Light Fixtures 

Dirty light fixtures reduce essential light levels. Clean light fixtures can improve lighting efficiency 
significantly.  

Corridors and Stairways 

Corridors should be wide enough to accommodate people and equipment and safely. Aisle space allows 
for the movement of people, products and materials. Mirrors can improve sight-lines in blind corners. 
Arranging corridors and walkways properly encourages people to use them so that they do not take 
shortcuts through hazardous or non-walkway areas.  

http://www.ccohs.ca/oshanswers/safety_haz/compressed_air.html
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Keeping walkways and stairways clear is important. They should not be used for temporary "overflow" 
or "bottleneck" storage. Stairways and walkways also require adequate lighting.  

Spill Control 

The best way to control spills is to stop them before they happen. Regularly cleaning and maintaining 
equipment that may cause leaking is one way. Another is to use drip pans and guards where possible 
spills might occur. When spills do occur, it is important to clean them up immediately. Absorbent materials 
are useful for wiping up greasy, oily or other liquid spills. Used absorbents must be disposed of properly 
and safely.  

Tools and Equipment 

Tool housekeeping is very important, whether in a tool room, on a rack, in a yard, or on the bench. Tools 
require suitable fixtures with marked locations to provide orderly arrangement, both in the tool room 
and near the work bench. Returning them promptly after use reduces the chance of being misplaced or 
lost. Tools and equipment should be regularly inspected, cleaned and repaired, and take any damaged 
or worn tools or equipment out of service.  

Maintenance 

The maintenance of buildings and equipment may be the most important element of good housekeeping. 
Maintenance involves keeping buildings, equipment and machinery in safe, efficient working order and 
in good repair. This includes maintaining a sanitary complex, and regularly painting and cleaning walls. 
Broken windows, damaged doors, defective plumbing and broken floor surfaces can make a building look 
neglected; these conditions can cause accidents. It is vital to replace or fix broken or damaged items as 
quickly as possible. A good maintenance program provides for the inspection, maintenance, upkeep and 
repair of tools, equipment, machines and processes.  

Waste Disposal 

The regular collection, grading and sorting of scrap is critical to common area cleaning. Make sure to 
separate materials that can be recycled from those going to waste disposal facilities.  

Placing rubbish containers near where the waste is produced encourages orderly waste disposal and 
makes collection easier. All waste receptacles should be clearly labeled (e.g., recyclable glass, plastic, 
scrap metal, etc.).  

Storage 

Good organization of stored materials is essential to overcome storage problems, whether temporary or 
permanent. Fewer strain injuries will occur if the amount of handling is reduced, especially if less manual 
materials handling is required. Location of the stockpiles should not interfere with work but they should 
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still be readily available when required. Stored materials should allow at least one metre of clear space 
under sprinkler heads.  

Stacking cartons and drums on a firm foundation reduces the chance of their movement. Stored materials 
should not obstruct aisles, stairs, exits, fire equipment, emergency showers, or first aid stations. All 
storage areas should be clearly marked.  

Flammable, combustible, toxic and other hazardous materials should be stored in approved containers 
in designated areas that are appropriate for the different hazards that they pose. Storage of materials 
should meet all requirements specified in the fire codes and the regulations of environmental and 
occupational health and safety agencies in your jurisdiction. 

 

Age & Health Restrictions  

Guide restricts: 

 

1. ANY Children under the age of 16 from being involved in any common area cleaning.  

2. Persons under the influence of alcohol or drugs from being involved in any common area cleaning. 

3. Any being involved in any common area cleaning by any unauthorised or unqualified person. 

 

Supervision of Children 

Guide prohibits: 

 

1. Parents or other in charge of children leaving them unsupervised in any common area that is 
currently being cleaned. 

2. Depending on others to supervise children under their care around an area in any common area 
that is currently being cleaned. 

 


