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1. Purpose
To effectively clean and sanitize the AFS facilities.

2. Scope

This SOP covers cleaning and sanitation procedures, verification methods and responsibilities. This SOP covers the leased warehouse space in Austin used as the main AFS warehouse.    

3. Responsibilities
3.1. It is the responsibility of the cleaning and sanitation vendor listed on Approved Supplier List (FOR-03-003) to service  the AFS warehouse once per week. 

3.2. It is the responsibility of the onsite Food Safety Manager to oversee, verify and maintain records of cleaning and sanitation, and managing adequate cleaning and sanitation service.
3.3. It is the responsibility of the Quality Department to validate the effectiveness of this Program as defined on section 7. 
3.4. It is the responsibility of the employees working within the AFS Austin warehouse to maintain a neat and clean work environment and clean up any spills as soon as possible.   

4. Definitions 
Cleaning and sanitation vendor – The company or organization hired to complete an assigned task inside the warehouse. 
Quality Department – Quality Manager, QC Technician

Food Safety Manager – onsite employee that holds a valid Texas Food Safety Manager Certificate. 

5. Equipment and Materials 
5.1. Cleaning products listed on Approved Chemical List (FOR-02-008)


6. Procedure

6.1. DAILY CLEANING PROCEDURES

6.1.1. Employees visually check the appearance of the AFS facilities. Pick up any debris on the floor. 

6.1.2. The Warehouse Manager visually inspects the state of the bathroom on a daily basis and replaces hand soap, paper towels and toilet tissue as needed. 

6.1.3. Trash will be removed as needed. 

6.2. WEEKLY CLEANING AND SANITATION PROCEDURES

6.2.1. The approved cleaning and sanitation vendor services weekly the AFS facilities. Employees may also do the cleaning procedures if outside vendor is not available. 
6.2.2. None of the chemicals and cleaning tools used by the vendor are stored on site. 

6.2.3. OFFICE AND KITCHEN
6.2.3.1. Vacuum the carpet. 
6.2.3.2. Swept up and discard debris in the office area. 
6.2.3.3. Clean the floor of the office with a clean and wet mop and approved cleaner. 
6.2.3.4. Clean the meeting table, desks and other surfaces with appropriate cleaner.
6.2.3.5. Removed all trash and replace trash bags.
6.2.4. RESTROOM
6.2.4.1. Clean and scrub all interior surfaces of toilets with a toilet bowl cleaner and disinfectant. Wipe down all exterior surfaces, including toilet seats with disinfectant. 

6.2.4.2. Wipe down and disinfect all surfaces, including sink, door handle, light switches and dispensers.

6.2.4.3. Clean mirror with appropriate cleaner.

6.2.4.4. Dust mop, sweep and wet mop the floor. The mops, mop buckets and solution used must be used as bathroom only items. 

6.2.4.5. Remove all trash and replace trash bags.

6.2.5. WAREHOUSE AND LABORATORY
6.2.5.1. Clean desks, bench top and other surfaces with appropriate cleaner.
6.2.5.2. Sweep and wet mop the floor.

6.2.5.3. Remove all trash and replace trash bags.

6.3. BIANNUALLY CLEANING OF THE WAREHOUSE
6.3.1. Employees move pallets with the forklift to clean the floor of the warehouse under racks. 

6.3.2.  Sweep up and discard debris or vacuum the floor under racks. Pay special attention to corners. 

6.3.3. Wet mop the floor. 

6.3.4. Log the activity at the Preventive Maintenance Schedule (FOR-02-011). 

7. VERIFICATION AND VALIDATION ACTIVITIES

7.1.  The Food Safety Manager oversees and verifies the weekly cleaning and sanitation was conducted as defined on this SOP. The verification is documented on Cleaning and Sanitation Log (FOR-02-001). 
7.2. Daily or before operations the Food Safety Manager inspects the warehouse, restrooms and other essential areas and verifies they are in acceptable conditions. The verification is documented on FOR-02-012 Pre-Operational Inspection. 
7.3. The Quality Department reviews annually records of completed FOR-02-001 and FOR-02-012 to assess the effectiveness of this Program. 
7.4. The validation is recorded on FOR-01-009 Pre-requisite Program Validation Form. Improvements to the program will be documented as corrective actions and implemented.


8. References

8.1. Applicable parts of 21 CFR Part 117 and Part 111

8.2. Cleaning and Sanitation Log FOR-02-001
8.3. Approved Supplier List FOR-03-003
8.4. Preventive Maintenance Schedule FOR-02-011. 

8.5. Approved Chemical List FOR-02-008

8.6. Pre-Operational Inspection FOR-02-012
8.7. Pre-requisite Program Validation Form FOR-01-009


9. Revision History
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