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INTRODUCTION

A clean office environment is essential for employee health, productivity, and overall workplace
morale. However, there is often confusion about the difference between cleaning and disinfection.
While both are critical, they serve distinct purposes. Cleaning removes dirt and impurities, while
disinfection eliminates harmful pathogens. Understanding these differences and implementing

best practices can enhance workplace hygiene and reduce illness-related absenteeism.

CLEANING VS. DISINFECTION: DEFINING THE DIFFERENCES

1. CLEANING: THE PROCESS OF REMOVING DIRT, DUST, AND DEBRIS FROM
SURFACES USING SOAP, DETERGENTS, AND WATER. THIS STEP DOES NOT
NECESSARILY KILL GERMS BUT REDUCES THEIR PRESENCE, MAKING
SUBSEQUENT DISINFECTION MORE EFFECTIVE.

2. DISINFECTION: THE PROCESS OF USING CHEMICALS (DISINFECTANTS)
TO KILL BACTERIA, VIRUSES, AND FUNGI ON SURFACES. DISINFECTION
IS ESSENTIAL FOR HIGH-TOUCH AREAS WHERE PATHOGENS SPREAD EASILY.
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3. SANITIZATION: A TERM OFTEN USED INTERCHANGEABLY WITH
DISINFECTION, SANITIZATION REDUCES GERMS TO A SAFE LEVEL AS
DETERMINED BY PUBLIC HEALTH STANDARDS BUT MAY NOT ELIMINATE

ALL PATHOGENS.

WHY BOTH ARE ESSENTIAL IN OFFICE ENVIRONMENTS

Reducing lllness Transmission: Offices are high-contact environments where germs spread quickly

through shared surfaces, air circulation, and close interactions.

- Enhancing Employee Well-being: A clean and disinfected workspace minimizes sick days and

promotes employee confidence in workplace hygiene.

- Maintaining a Professional Image: A visibly clean office reflects well on the company, creating a

welcoming environment for clients and visitors.

BEST PRACTICES FOR OFFICE CLEANING AND DISINFECTION

1. ESTABLISH A CLEANING AND DISINFECTION ROUTINE

Daily Cleaning: Dusting surfaces, vacuuming carpets, wiping down desks, and emptying trash

bins.
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Regular Disinfection: Target high-touch surfaces multiple times a day, especially during flu
season or in high-traffic areas.
Scheduled Deep Cleaning: Periodic deep cleaning sessions, including carpet shampooing, HVAC

cleaning, and upholstery sanitation.

2. HIGH-TOUCH AREAS THAT REQUIRE FREQUENT DISINFECTION

Door handles and push plates

- Elevator buttons

- Light switches

- Shared office equipment (printers, keyboards, phones) - Conference room tables and chairs

- Kitchen appliances and break room surfaces - Restroom fixtures and dispensers

3. CHOOSING THE RIGHT CLEANING AND DISINFECTION PRODUCTS

Cleaning Agents: Use pH-neutral cleaners for general surface maintenance.

- Disinfectants: Choose EPA-approved disinfectants proven to kill bacteria and viruses like
COVID-19 and influenza.

- Safe Application: Follow manufacturer instructions for dwell time (the time a disinfectant must

remain on a surface to be effective).

4. IMPLEMENTING SAFE AND EFFECTIVE CLEANING PRACTICES

Train janitorial staff on proper cleaning techniques and chemical handling.
- Use color-coded microfiber cloths to prevent cross-contamination.
- Ensure adequate ventilation when using strong disinfectants.

- Provide employees with sanitizing wipes for personal workspace upkeep.
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DATA-DRIVEN INSIGHTS: WHY DISINFECTION MATTERS

GRAPH 1: REDUCTION OF WORKPLACE ILLNESSES THROUGH REGULAR
DISINFECTION

A study comparing offices with routine disinfection vs. those without shows a significant decrease in

sick leave.
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GRAPH 2. GERM HOTSPOTS IN OFFICES

Demonstrates how bacteria concentration is highest on shared office equipment and break rooms.

Germ Hotspots in Offices

Desks

Elevator Buttons

Break Rooms

Office Surface

Doorknobs

Keyboards

0 200 400 600 800 1000 1200
Bacteria Count per Square Inch




INDUSTRY WHITE PAGES

Resources & Guidelines

MAINTENANCE ONE

GRAPH 3: IMPACT OF CLEANING FREQUENCY ON EMPLOYEE PRODUCTIVITY

Shows a correlation between consistent cleaning schedules and improved employee attendance

and efficiency.
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CONCLUSION

A balanced approach to cleaning and disinfection is critical for maintaining a safe and productive
office environment. By implementing structured cleaning routines, focusing on high-touch areas,
and using effective disinfectants, businesses can minimize health risks and promote a healthier
workspace. Investing in professional cleaning services ensures thorough, consistent maintenance,

helping companies maintain hygiene standards year-round.




INDUSTRY WHITE PAGES

Resources & Guidelines

MAINTENANCE ONE

MAINTENANCE ONE - HARTFORD

(800) 588-3609

100 Pearl St.
Hartford, CT 06103, USA
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157 Church St. 19th Floor
New Haven, CT 06510, USA

MAINTENANCE ONE - STAMFORD
(203) 348-1700

263 Tresser Blvd. 9th Floor
Stamford, CT 06901, USA
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New Rochelle, NY 10801, USA

MAINTENANCE ONE - RESTON
(888) 987-3663

11951 Freedom Dr.13th Floor
Reston, VA 20190

MAINTENANCE ONE - FAIRFAX
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