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DISTRICT COUNCIL





SCHEME ADDRESS:  CARLU CLOSE
SITE ATTENDANCE TIME: MONDAY – FRIDAY AFTER 5PM

	AREA
	TASK
	PERFORMANCE STANDARD
	FREQUENCY



	ENTRANCE HALL MATS
	Vacuum – clean fixed entrance hall mats.
	Mats to be free of dirt, dust and litter.
	Daily



	WINDOW SILLS, LIGHT SWITCHES, HANDRAILS, AND LEDGES.
	Spot clean and damp dust all internal windowsills, frames, light switches and ledges.
	All surfaces free from dust.  
	 Weekly

	COMMUNAL DOORS
	Clean all areas of common doors internally & externally. 
	All surfaces to be left clear and free of dirt, dust, grease, other deposits, water marks and smears.  Windows panes and frames should be free from grease dirt, water and rubber marks, stains or streaks.
	Monthly

	KITCHEN/EATING WELFARE UNIT
	Clean and sanitize sink, fixture, counters and tables.
	All surfaces should be left free of dirt, stain marks.


	Daily

	
	Empty/remove all bin liners and caddy liners and replace liner.

	
	Daily

	
	Refill paper and soap products as necessary.
	
	Daily

	
	Sweep and wash floor.
	All surfaces should be left free of dirt, stain marks.
	Daily

	
	Skirtings.

	Ensure skirting boards are left free of dirt and dust.
	Weekly


	
	Clean fridge.
	All surfaces should be left free of dirt, stain marks.


	Monthly

	OFFICE ACCOMMODATION & MEETING ROOM

	Empty/remove all bin liners and caddy liners and replace liner.

	
	Daily

	
	Sweep and wash floor.
	All surfaces should be left free of dirt, stain marks.
	Daily

	
	Wipe all tables and work surfaces (where access allows).
	Tables should be cleaned with a solution of water and smear proof neutral cleaning agent.  To be left dry and free of stains.
	3 x Weekly

	
	Dust all chairs.
	Chairs should be free of all dust and dirt.
	Monthly



	
	Dust and polish all flat surfaces.
	To include window sills and skirting boards.  All surfaces should be left free of dirt, stain marks.
	Weekly

	TOILETS & SHOWER BLOCKS (1 X LADIES & 5 X MENS)

	Clean and sanitize fixtures, under seats, mirrors, sinks, counters and tiled areas under hand dryers. Clean commodes and urinals inside and out including flange.
	Using appropriate cleaning products all surfaces including cubicles and shower heads to be left clear and free of dirt, dust, grease and other deposits.
	Daily

	
	Refill paper products and soap dispenser as necessary.
	
	Daily

	
	Sweep and wash floor.
	All surfaces should be left free of dirt, stain marks.
	Daily

	
	Clean all internal glass.
	Windows panes should be free from grease, dirt, water and rubber marks, stains or streaks.
	Monthly

	ALL COMMUNAL AREAS
	Doorframes, ceilings, stairwells, light fittings.
	High dust for cobwebs.
	Monthly

	COMMUNAL WINDOWS IN ALL 
	Clean all internal glass.
	Windows panes should be free from grease, dirt, water and rubber marks, stains or streaks.
	Monthly

	OTHER


	General cleaning tasks.
	To assist with the good cleansing upkeep of the building.
	

	SECURITY


	As required de-activate security alarm and re-set upon departure ensuring all buildings and pedestrian access gate is closed and secure.
	
	Daily


Please note the following: -

1. The contractor shall provide, run and maintain suitable machinery & tools in accordance with the manufacturer’s instructions and health and safety recommendations for safe use, for cleaning services, at no additional cost.
2. The contractor shall provide appropriate cleaning products and consumables.

3. The contractor will be required to submit Health and Safety monitoring sheets for each visit which will be submitted with  monthly invoices for works undertaken, each equal to 1/12th of the annual contract value ( + the cost of any additional works approved by the Property Services Team).

4. Appropriate protection and signage to be in place whilst works are in progress to ensure the health and safety of staff, contractor’s operatives and the general public where applicable.

5. Fuel for machinery should be included in the quotation figure, and the contractor will ensure safe storage and transport of any fuels in accordance with health and safety guidelines.

6. All additional work is to be authorised in advance by the Property Services Department and the Estate Management Department, invoiced separately along with the normal monthly charge.

7. All chemicals used must be non-hazardous to animals and people and used according to manufacturer’s instructions, COSHH documentation and control measures must be provided prior to any works being undertaken.

8. All work is to be carried out in accordance with the Mid Devon District Council Code of Conduct.

STANDARD SPECIFCATION FOR CLEANING SERVICES
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