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Policy on Housekeeping, Organization, and Cleaning Responsibilities

Purpose  
At Worcester Polytechnic Institute, maintaining a clean, organized, and well-cared-for campus is essential to promoting the health, wellness, and productivity of our community. A clean environment not only supports the well-being of faculty, staff, and students but also creates a positive and welcoming impression for visitors, showcasing our pride in the spaces we use. This policy encourages everyone assigned space (whether academic or administrative) to take responsibility for keeping it organized and well maintained. While Facilities and Custodial Services provide routine cleaning and support, the efforts of individuals and departments in managing their areas play a crucial role in fostering a healthy, safe, and inviting campus for all.

Scope  

This policy applies to all departments and individuals across campus who are assigned space, including but not limited to academic departments, administrative offices, event space, athletic facilities, and shared areas.

Responsibilities

1. Department Heads, Supervisors, and Managers

· Ensure that the assigned space is maintained in a clean, organized, and safe condition, at all times.

· Develop and enforce department-specific cleaning and organizational protocols in addition to this overarching policy.

· Ensure proper storage of materials, equipment, and personal belongings to avoid clutter and maintain accessibility.

· Work in collaboration with the Facilities and Custodial teams by reporting issues beyond routine cleaning or maintenance needs.
· Communicate with staff or students about their responsibilities in maintaining common areas (e.g., hallways, break rooms, lounges).

· Schedule periodic inspections to ensure compliance with housekeeping and organizational standards.

· Take action to correct any deficiencies noted in inspections or complaints.

2. Facilities and Custodial Services  

· Perform routine cleaning and maintenance as per the established service schedule found at the following URL: Custodial Services | Worcester Polytechnic Institute
· Address requests for non-routine cleaning or maintenance when reported by space owners.

3. Assigned Occupants and Space Users (Faculty, Staff, and Students)  

· Keep personal workspaces tidy and free of hazards, including properly disposing of trash and securing personal items.

· Follow department-specific housekeeping and organizational rules, especially in shared or common areas.

· Report any maintenance or cleaning needs to the appropriate Facilities team promptly at 508-831-5500
· Use assigned space for its intended purpose and ensure that materials, tools, and equipment are used and stored correctly.

· Participate in departmental efforts to maintain an organized and safe working or learning environment.

General Housekeeping Standards
Each department or space owner is expected to maintain the following basic standards:  

· Surfaces should be free from dirt, dust, spills, and clutter. Trash and recycling should be disposed of regularly.

· Spaces should be kept clear of any potential hazards such as blocked exits, unsecured heavy items, or improper storage of chemicals, equipment, or materials.
· Effectively maintain areas around emergency equipment such as eyewash/safety showers, fire extinguishers and electrical panels free of obstruction.
· Ensure egress routes to exits are unobstructed and without tripping hazards in accordance with the Fire Safety and Hallway Egress Policy at the following URL: Fire Safety | Worcester Polytechnic Institute (wpi.edu)
· Materials, tools, and equipment should be stored in a manner that does not impede movement or create unnecessary hazards.

· Report any damaged or malfunctioning furniture, equipment, or infrastructure to Facilities promptly.

· Areas such as conference rooms, break areas, and restrooms should be used respectfully. Users are expected to clean up after themselves and report issues as they arise.

Compliance and Enforcement  
Department Heads, Supervisors, and Managers are responsible for ensuring compliance with this policy within their respective areas. Departments are encouraged to implement their own enforcement procedures for addressing non-compliance. Persistent failure to maintain assigned spaces may result in follow-up actions from Facilities, such as restrictions on space use or additional requirements for oversight.

Review and Updates  
This policy will be reviewed annually by Facilities Management and updated as needed to reflect changes in campus operations or space use requirements.

Facilities Management
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