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SPECIFICATION

In this Specification, words and expressions shall have the same meanings as are in the contract terms and conditions.
Overview

Folkestone & Hythe District Council (F&HDC) wishes to enter into a contract with the successful Provider for the delivery of cleaning services ("the services") including window cleaning services to the communal areas of both its general needs housing blocks and Independent Living (sheltered housing) accommodation schemes throughout its administrative district.  
The successful Provider will be required to undertake the services within a social housing environment and their employees will be interacting with a diverse customer base. Therefore courtesy, politeness and an understanding approach towards others is essential in the delivery of an excellent customer service.

The client wishes to develop a relationship with the successful Provider to achieve:

· High quality cleaning standards of the communal areas used by residents and maximisation of resident satisfaction levels. 

· A sense of pride within the workforce and the residents, in maintaining, and where appropriate, improving upon the general cleanliness of the blocks and communal environment.

· the development of positive relationships between the Provider and the residents.

SECTION 1 – standards of work required
1.1      Service Provision
The Provider is responsible for the cleaning of the communal areas and associated cleaning in the General Needs and Independent Living sites as listed in 2.0 below. The services are to be carried out as specified in the technical specification, identified by F&HDC.
The Provider shall employ competent operatives familiar with the type and nature of the services. All services shall be in accordance with relevant legislation and good practice detailed in the specification.
1.2
Programme of Services
The Provider will be required to produce a proposed programme of cleaning services to demonstrate how the requirements will be met which will be agreed prior to commencement of contract. This will include a schedule of attendance at all the sites covered by the contract.
The programme will be reviewed annually.

The provider is expected to attend each site on the same day or days of each week (subject to the frequency in the contract), and to seek approval from F&HDC if any changes to this are proposed.

If it is not possible to attend a site on its allocated day for any reason, the Client Administrator must be informed immediately, and an alternative day arranged.
1.3
Risk Management

F&HDC is conscious of the potential risks to the provision of the service and impact on residents if the service or relationship should falter or fail. These risks can be grouped under the following key headings:

i.
Service Delivery

ii.
Reputation

iii.
Financial

iv.
Health, Safety and Welfare

v.
Staffing and Resources

vi.
Regulatory or Statutory Issues
F&HDC wishes to be confident that the selected Provider has a strong understanding of the risks that may affect F&HDC and its residents and that the selected Provider will take a proactive approach to risk management throughout the term of the contract. 
Therefore, the Provider will be expected to develop a Risk Register prior to commencement of the contract and maintain this is in collaboration with F&HDC.

It is the responsibility of the Provider to familiarise all parties under its direction with the building emergency alarm systems (if one is installed) and means of escape and evacuation strategy, for all the sites included in this Contract.
1.4
Inclusive Service
The Provider shall provide for the performance of all incidental matters which may be inferred from the Specification, according to its true intent and meaning, in order to complete the Services.
1.5
Cleaning Not In Scope
F&HDC may instruct for the execution of additional services during the contract period, which may not have been priced for within the tender or contained within the contract.  The value shall be based on the items therein closest with the description of such cleaning, or as may be agreed. In the case that the services cannot be valued under specific items in the contract the Provider will submit a price or prices for F&HDC consideration.

New items of cleaning (descriptions) and price shall be added to the Schedule of Rates for future use.
1.6
Co-Operating With Other Partners and Contractors

The Provider appointed is expected to co-operate fully with other Partners and or Contractors appointed by F&HDC. When necessary, the Provider should liaise with other parties and co-ordinate services to ensure limited disturbance and disruption for the residents, no additional charge will be accepted for this provision.
1.7
qUALITY OF WORK 

The quality of all types of work under this Contract shall be to the best of their respective kinds and in accordance with current British Standard or Code of Practice as applicable, whether specifically noted or not, this shall be taken to denote the minimum acceptable standard of work.

It is a requirement that all cleaning shall be carried out in accordance with the best possible cleaning practice and methods.
1.8
British Standards

All products, equipment and materials must comply with and be used in accordance with the current relevant British Standard or Code of Practice. Products, equipment, materials may be substituted at F&HDC discretion by a product complying with a grade or category within the UK Government Buying Standards, or by a product complying with another international standard recognised in the UK. Any alternative standard must specify equivalent requirements and assurances in respect of material, safety, reliability, environmental sustainability, fitness for purpose and, where relevant, appearance.

1.9
Addition or removal of individual sites from the contract
Individual new sites may be added to the contract at the request of F&HDC and subject to the variation in the Contract Price being agreed.

Individual sites may be removed either on a permanent or temporary basis from the contract by F&HDC subject to four weeks’ Notice being given.  Where a site or sites is/are removed from the contract, the Contract Price will be reduced accordingly.
The Provider is not permitted to remove sites from the contract other than in exceptional circumstances and only with the agreement of F&HDC.

1.10
Complaints

The Provider is required to have its own procedure for the receipt, consideration and resolution of complaints.  The complaints procedure to allow for complaints to be referred to the F&HDC Formal Complaints Procedure as its final stage.

The Provider will be required to cooperate fully with the investigation of any formal complaints received by F&HDC about the services provided, including the supply of any relevant data or information, and in accordance with the response timescales as set out in the F&HDC Complaints Procedure.
1.11
CUSTOMER (RESIDENT) eNGAGEMENT
F&HDC is committed to meaningful engagement with its tenants and leaseholders to ensure that where possible, services are developed to meet the needs of residents, and that the quality and delivery of the service meets residents’ reasonable expectations.
The Provider will be expected to cooperate with resident engagement throughout the period of the contract in a variety of ways including (but not limited to)
· attendance (not more than quarterly) at residents’ meetings or forums

· occasional attendance at ‘open days’ or other similar events

· responding to feedback received from individual residents

· the provision of performance information

1.12
Contract Management

The Provider is to ensure that the appropriate management team is in place at all times to ensure the services are delivered efficiently and to the required standard.
The management provision will include but is not limited to attendance at meetings, potentially with other Providers, for the purposes of: Contractor liaison, value engineering, process mapping, performance review, progress review, planning and resident engagement.
Site meetings may be held on a bi-monthly basis or as and when required over the duration of the contract.  

A monthly performance report will be required from the Provider, the format of this will be agreed with the Contract Administrator at the Contract Pre-Start Meeting. 

1.13
Contract Supervision

The Provider shall provide full and adequate supervision during the progress of the contract and shall keep a competent and qualified supervisor(s), approved by F&HDC, (whose approval may be withdrawn at any time). The supervisor(s) must be able to receive and act upon (on behalf of the Provider) all instructions, directions or orders issued by the F&HDC Representative. 
The Provider will ensure that supervisors are equipped with the appropriate tools to monitor performance of the service, to record any scores or findings, and to produce performance reports and data.  It is expected that regular performance reports will include photographs and a scoring system.
1.14
Operatives

The Provider shall only engage competent operatives for the services. Prior to the commencement and to be maintained during the term of the contract, the Provider shall provide a schedule of all staff who might be engaged on the F&HDC service provision. This schedule will include:
•
Name of each member of staff.
•
Details of any relevant training or qualification for each member of staff.
•
Proof of Data Barring Servicing (DBS) for staff interacting with residents.

The Provider's operatives, including sub-contractors, must be provided with and always wear appropriate and corporate branded clothing/overalls for the services, including protective clothing as necessary.

F&HDC shall reserve the right to exclude any member of the Provider’s staff from working on/in its property on the grounds of being unqualified or any other reason which must be agreed with the Provider.

Whenever additional staff are assigned to the contract, their details shall be provided by the Provider to F&HDC before they perform any cleaning.

The Provider must undertake a Risk Assessment on all services to be undertaken to ensure the health, safety and welfare of all parties.
1.15
Sub-Contractors

The Provider shall not, without the consent in writing from F&HDC and then only to such firm or firms to whom F&HDC shall not object, sub-let as piece or task work, or otherwise, or make a sub-contract for the execution of the services or any part thereof except for the supply of materials and the Provider shall not, without like sanction, assign this contract or any part thereof.

1.16
Identification 

The Provider will supply to all working personnel, (including any agreed sub-contractors), employed to deliver services on-site a form of identification card approved by F&HDC which will contain the following details: -
•
Photograph of operative.
•
Operative's name.
•
Contractor’s name, logo, address, telephone number and email address.
•
Expiry date of card.
•
Unique Reference Number.

All working personnel including sub-contractors are to present their ID card on request to the residents of F&HDC property, or to F&HDC staff.

All the operatives employed by the Provider, (or sub-contractors), shall always wear clean uniform, clearly and permanently bearing the Providers logo and name on them.
1.18
Unofficial Instruction

Should the Provider be requested by a resident or other unofficial individual, to change, alter or modify in any way the F&HDC instructions, the Provider shall refer to F&HDC and obtain further instructions before proceeding. No payment shall be made for cleaning carried out other than ordered by F&HDC.
1.19
Working Hours

Normal working hours shall be between 0800 hours and 1700 hours, Monday to Friday inclusive. 
During the months May-September, an earlier start time (no earlier than 0700) may be agreed if requested by the Provider, and subject to resident consultation.

1.20
Access Arrangements

The Provider will be provided with the relevant information to access the communal areas of all sites by the Contract Administrator.  Thereafter, they shall make their own arrangements to gain access to the buildings. Where applicable, F&HDC will provide keys or access codes for access, and these must be surrendered to the Contract Administrator on termination of the contract.
Regarding Independent Living schemes, the Provider shall be responsible for making arrangements directly with the relevant Independent Living Officer (ILO) concerned to gain access.

Contact details for ILO will be provided by F&HDC at the start of the contract and updated as and when necessary and will include the name, email address and telephone number.
In the event of access not being possible, this shall be referred to F&HDC immediately so access arrangements can be made.

No payment will be made to the Provider for abortive (no access) visits.
1.21
Parking Restrictions

It is brought to the Provider's attention that restricted parking may operate within F&HDC residential sites, or the surrounding areas. This contract does not impart any authority to exclude the Provider from these restrictions. Any costs, fines or penalties imposed on the Provider while carrying out duties required under this Contract shall be borne by the Provider.  It will not be possible for F&HDC to issue parking permits as part of the Contract, but the Provider is free to apply for, and purchase Trade Permits. 
1.22
Data Usage

All data obtained by the Provider in the execution of their duties shall be used within the conditions of the Data Protection Act 2018. In addition, all data or information obtained as part of this contract shall be treated as confidential and shall not be shared with any third party without the express authority of the Contract Administrator.
1.23
Quality Control

The Provider is required to establish and implement a robust and well-defined Quality Management System for all elements of services and or services. These systems will require the implementation of standard forms and procedures that the Provider shall allow audit and inspection by F&HDC with the aim of ensuring their use throughout the term of the Contract.
Any Quality Management System will be expected to include as a minimum:
· regular and ongoing checking of sites after the cleaning team have attended

· a scoring system approved by F&HDC

· a clear process for dealing with sites that fall below an acceptable quality score, to include re-visits at no extra charge

· recording and reporting on any complaints or negative feedback received

· regular reporting to F&HDC in a clear style, suitable for sharing with residents
Within three months of the contract start date, it is expected that a process of joint inspection and/or a joint scoring system will be developed and agreed between F&HDC and the Provider.
In addition to complying with the above, the Provider will also be required to provide a consistently high quality of service using high-quality standards for its management processes including accreditation to recognised Quality Management Systems such as Investors in People, etc.
1.24
Code of Conduct (Onsite)

Operatives must drive carefully in and around our neighbourhoods; park considerately, not causing damage to grass verges, or causing an obstruction.

The following behaviours will not be accepted by the Contract Administrator:

· Language that is abusive or offensive.
· Behaviour that is rude, obstructive, unhelpful, or aggressive.
· Being critical of another’s work.
· Playing loud music.
· Harassment of any kind – this includes over-familiarity, sexist behaviour, derogatory or racist comments, intimidation of any kind.
· Insensitivity towards disability or vulnerability.
· Asking questions not relevant to completing the task.
· Smoking at any time while working on site.
· Working under the influence of alcohol or drugs.
· Excessive use of mobile phone for personal reasons.
· Carelessness with sharp tools, electrical equipment, or toxic substances.
Security and Safety of the premises
•
Doors and windows should not be left open unnecessarily.
•
If, during cleaning, the condition of the property becomes dangerous, or any serious health and safety concerns are apparent, the Provider must immediately inform:

o
The ILO if in a sheltered housing scheme
o
The Contract Administrator.
•
Cleaning crews must pay particular attention to the safety of all residents and their visitors 
1.25 On site Attendance Records

On site attendance records are valued by F&HDC residents and staff as a quick and easy way to check the cleaning service attendance. 

Unless agreed otherwise, the Provider will be required to maintain on display in each entrance area an attendance sheet, to be updated at each cleaning visit.  This should display the Provider’s and F&HDC’s logos.
Unless one is already in place, the Provider will be responsible for the supply and installation of a fire rated A4 size frame to accommodate the attendance sheet.
The on-site attendance record must be completed at every cleaning visit and be kept up to date.  Failure to complete the on-site attendance record will be deemed to mean non-attendance and a deduction in payment may be made.

1.26 Problems preventing the provision of the service

It is recognised that from time to time, situations may arise that prevent the cleaning service from taking place. Examples include extensive building works going on, or a damaged power socket.

In such circumstances, it is the responsibility of the Provider to contact the Contract Administrator promptly (preferably the same day) to discuss the situation and agree a way forward.  Unless otherwise notified, the Contract Administrator will assume all services are being provided at all times. 
1.27 Frequency of attendance at INDEPENDENT living (sheltered) housing schemes
Please note the following

· Where a scheme has a gust room, we will require it to be cleaned as per the Contract Standards set out in Section2, after each use.  Based on current usage we expect this to average 12 cleans per guest room per year and the contract should be priced accordingly.  This will be reviewed annually and may be adjusted up or down.

· Where a sheltered scheme has some daily services (i.e. communal kitchen), we require the cleaner to attend daily to do the weekly tasks as well (spread over the week).  This is to avoid having someone come in for a few minutes a day to do the daily tasks and then (possibly a different team) coming once a week to do the weekly tasks.
· Daily attendance is assumed to be carried out 253 times per year.  This equates to 365 days less weekends and bank holidays.
SECTION 2 – contract standards
2.1
Environmental STANDARDS

When selecting and using cleaning products, the provider is required to meet, as a minimum, the mandatory standards in the UK Government Buying Standards for cleaning products and services.  The Provider is encouraged to mee the Best Practice Levels.
Details of the Buying Standards are here

Sustainable procurement: the Government Buying Standards (GBS) - GOV.UK (www.gov.uk)
The Provider will be required to supply at the at the Contract Pre-Start Meeting details of all the cleaning and other materials to be used.
The Provider will also be required to supply a method statement detailing its approach to environmental sustainability including such aspects as water usage, recycling, the use of recycled materials such as bin bags etc.
2.2
MINIMUM STANDARDS

Both regular and unannounced inspections will be undertaken throughout the term to ensure that the Client's expected standards of cleanliness are being achieved and maintained. 

Such inspections shall be undertaken in accordance with the terms of the contract and shall be assessed with reference to the agreed Key Performance Indicators (KPIs), these shall be agreed at the Contract Pre-Start Meeting, or within 3 months of the Contract start date. 

The Provider will be informed immediately when either the client or the client representative considers or has been informed that the standard achieved falls below the level expected of them. 

Accordingly, the Provider will be required to allocate a designated employee to this contract who shall act in a supervisory capacity and attend sites as required in order to inspect and rectify any defect which the client representative deems to be below the client's minimum standard.

2.3
USE OF AIR FRESHENER

As required after cleaning, a spray or liquid air freshener is to be applied to neutralise unpleasant odours as necessary.
2.4
HYGIENE

In the interests of hygiene, separate cleaning cloths and utensils must be used for different cleaning functions; for example, cloths used for cleaning taps, drinking fountains, wash basins etc should not be used for cleaning other areas.

2.5
DISPOSAL OF WASTE

The Provider will be responsible for the removal and disposal of all waste produced or collected from a specific site with the costs of disposal of such items deemed to be included within the Provider's Term Proposal. The Provider is encouraged to meet best practice in the environmentally sustainable disposal of waste.
Where there are communal refuse bins on site, these should be used.

2.6
WATER SUPPLY FOR THE SERVICES

The Provider shall be responsible for providing clean, fresh water for use on the services at their own expense if none is found to be accessible at a site. 


The Provider should therefore ensure that alternative supplies of both hot and cold water are always available, and it is expected that the Provider will have the necessary plant and equipment to generate and store hot and cold water within its vehicles.  

It will not be acceptable for water supplies to be obtained from residents.

2.7
ADDITIONAL SERVICES
Additional services expected from the Provider, which must be undertaken in such a way that it does not disrupt / have a negative effect upon the normal provision of the services, will include (but not be limited to) activities such as.
· emergency cleans (dealing with the removal of bodily fluids, human excrement, deceased animal, animal faeces, knives, sharps and other drug taking paraphernalia).
· the provision of an ad-hoc 'cover service' for caretakers who are on leave, sick or otherwise absent.
The cost of such services will be paid for in accordance with the hourly rate(s) or agreed sum set out in the contract or otherwise agreed in accordance with the terms of the contract. 
2.8
EMERGENCY SERVICES
During the contract the Provider will be required to provide a 24-hour emergency response service for cleaning including (but not limited to) any such services which fall outside the immediate scope of the contract as directed by the client representative. 

Emergency call-out orders must be acted upon immediately and will be paid for in accordance with the hourly rate(s) or agreed sum set out in the contract or otherwise agreed in accordance with the terms of the contract. 
The Provider shall execute all emergency orders promptly to prevent further damage occurring to either persons or property and to facilitate the rapid execution of such services shall, immediately upon commencing the task, place himself in telephone communication with the client representative.
SECTION 3 – THE detailed SPECIFICATION
SECTION 3.1 – ALL SITES 
3.1.1
MOVING AND Repositioning Of Furniture ETC.
Wherever practical small furniture and other items shall be moved to allow for cleaning and repositioned afterwards.  This includes for example (but not limited to):

· doormats

· potted plants

· non-fixed litter bins

· small electrical appliances (in communal kitchens)
3.1.2
VACUUM CLEAN

· Using an industrial electric vacuum cleaner, vacuum clean to remove soil from the carpet surface as a whole. 

· All houseplants and portable furniture i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be vacuumed, including corners and edging. 
· Where heavy stains or soiling occur, these should be removed using approved solvents and/or disinfectants.  

· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.1.3
SWEEP FLOORS

· Sweep or vacuum clean the whole floor area leaving the surface in a safe and soil-free condition. 

· All houseplants and portable furniture, i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be swept, including corners and edging. 
· Where heavy stains or soiling occur, these should be removed using appropriate solvents and/or disinfectants.  

· The Provider is responsible for the removal of all sweepings and refuse from these areas.

3.1.4
WASH OR MOP HARD FLoorING
· Sweep or vacuum area initially.  

· Using an appropriate cleaning agent in correct dilution, mop entire area to remove all surface marks and soil, leaving surface in a safe and clean condition with no streaks or film. 

· All houseplants and portable furniture, i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be swept, including corners and edging. 
· Where heavy stains or soiling occur, these should be removed using appropriate solvents and/or disinfectants.  

· The Provider is responsible for the removal of all sweepings and refuse from these areas.

3.1.5
SPOT-MOP FLOOR

· Sweep or vacuum area initially.  

· Using an appropriate cleaning agent in correct dilution, spot mop to remove localised surface marks and soil, leaving the surface in a safe and soil-free condition with no streaks or film.  

· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.1.6
POLISH METAL WORK

To include brass and all other bright metalwork including banister rails, light fittings, electric sockets, finger plates and the like.

· Apply appropriate polish and then buff with a clean duster to produce a bright sheen surface with no streaks or film residue. 

· Splashes on floors and surrounds should be removed at the end of the operation.
3.1.7
dusting and damp-wiping

Dust and/or damp-wipe surfaces using an appropriate cleaning agent, to remove all surface soiling and dust from all ledges including window frames and sills, skirting, shelves, framed pictures, radiators, pipework, handrails, venetian blinds, light fittings, telephones, all accessible surfaces of furniture, and other fixtures and fittings.

3.1.8
EMPTYING OF WASTE / LITTER BINS (FIXED AND FREE-STANDING)
· All bins are to be emptied, wiped clean where necessary and have the liners replaced where applicable, all waste to be removed and the bin repositioned.

· The Provider is responsible for the removal of all sweepings and refuse from these areas.
· Where there are separate waste/litter bins for recyclable waste, this waste must be disposed of correctly.
3.1.9

CLEAN WASTE / LITTER BINS
· All litter bins without liners are to be emptied, washed (to remove all marks and stains) with an appropriate cleaning agent, dried and repositioned, all waste to be removed.

· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.1.10 
REMOVAL OF LOOSE DUST AND COBWEBS

Vacuum clean or otherwise remove all loose dust and cobwebs at all levels.

3.1.11

DOOR MATS

· Door mats should be vacuumed in-situ if fixed in a well. 

· If loose laid the mat should be removed and vacuumed, all debris to be removed from the mat well. 
· The mat should then be replaced.  
· The Provider is responsible for the removal of all sweepings and debris from these areas.
3.1.12

WALLS

All internal communal wall surfaces are to be cleaned as required to remove stubborn marks and grime without affecting decoration using appropriate cleaning agents.

3.1.13

CEILINGS and light fittings
All ceilings are to be thoroughly dusted of cobwebs, loose dust and other foreign matter as required. 
Light fittings to be cleaned in accordance with section 3.9.  Any significant build-up of insect or other debris inside a light fitting to be reported to the Contract Administrator.
3.1.14


CLEANING OF INSIDE AND OUTSIDE OF COMMUNAL EXTERNAL DOORS INclUDING FRAMES AND SILLS
· The inside of all external communal area windows and doors must be cleaned using an appropriate cleaning agent in correct dilution to remove all soil and marks and polished to a smear-free finish, taking care not to leave any run marks on the windows or surrounding areas. 
· Particular attention should be paid to touch points such as handles and finger plates.

· The outside of communal external doors must be cleaned using an appropriate cleaning agent in correct dilution to remove all soil and marks and polished to a smear-free finish, taking care not to leave any run marks on the windows or surrounding areas. 
· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.
3.1.15


CLEANING OF INternal glass WINDOWS, DOORS, SCREENS AND PARTITIONS INCLUDING FRamES AND SILLS
· For clarification, the term ‘internal glass windows’ refers to windows where both sides of the glass are internal – internal partitions for example.

· All internal glass windows, doors and partitions with glazing must be cleaned both sides using an appropriate cleaning agent in correct dilution to remove soil and marks from all glass (or glazing substitutes) and frames and dry polished to leave glass soil free with no streaks. 

· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.

3.1.16


CLEANING OF NOTICE BOARDS AND INTERnAL signage

· All clear-fronted notice boards and permanent signage is to be cleaned using an appropriate cleaning agent in the correct dilution. 

· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.
3.2
all sites - EXTERNAL AREAS 
3.2.1
EXTERNAL AREAS

· All external walkways and footpaths immediately surrounding the block, entrance areas, sitting areas and patio areas are to be swept clean with a hard broom. 

· This will include picking up of leaves and blown litter and the removal of any small weeds as appropriate. 

· Where specified, the cleaning of gullies, channels and surface drains.  Report to the Client Representative any broken or blocked gullies, channels and surface drains.

· The Provider is responsible for the removal of all sweepings and refuse from the conveniences.  
3.2.2
CLEANING OF EXTERNAL COMMUNAL DOORS INCLUDING FRAMES AND SILLS

· External entrance doors inside and out including frames and surrounding windows, must be cleaned using the appropriate cleaning agent in correct dilution to remove all soil and marks from glass (or glazing substitutes) and frames then dry polished to leave glass soil free with no streaks. 

· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.
3.2.3
CLEANING OF EXTERNAL COMMUNAL UPVC FRAMES, CLADDING 

· Doors, cladding in entrance areas, and facings of uPVC materials are to be cleaned using appropriate cleaning agent in correct dilution. 

· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.
3.2.4
CLEANING OF EXTERNAL signage

· All permanent signage is to be cleaned using an appropriate cleaning agent in the correct dilution. 

· Any splashes left on floors and surrounds should be removed at the end of the operation.  

· All spillages must be cleared up.
3.3 independent living (sheltered housing) schemes 
3.3.1
FURNITURE

All static and mobile furniture shall be dusted and polished using an appropriate cleaning agent, with cushions vacuum cleaned and plumped once per month using an approved cleaning agent. This is particularly important in the communal lounge areas of Independent Living schemes.
3.3.2
CLEANING OF communal laundry rooms 
· Thoroughly sweep and clean all floors, drainage channels and gullies, and thoroughly scrub with disinfected water or other appropriate cleaning agents, rinse and mop dry. 

· Wash down with clean water containing appropriate cleaning agents, dry and polish all sinks, taps, tiled areas and ledges.  

· Remove all stains, clean and sanitise all work tops, cupboards, white goods, fixtures and fittings, door handles and bolts etc., and leave dry.  

· Clean and sanitise, as necessary, all soiled areas of internal walls, partitions and doors and remove superficial graffiti.  

· Wash hand basins and sinks: remove all silt and deposits from overflows, trap seats and waste fittings. 

· Thoroughly clean underneath bowls including trap recesses.  

· Remove and dispose of lint from tumble dryers.   

· Empty all litter bins where provided and dispose of contents and replace liners where applicable.

· The Provider is responsible for the removal of all sweepings and refuse from these areas.  
3.3.3
CLEANING OF guest rooms
Guest rooms are to be cleaned after each use as requested by the scheme ILO. We estimate this averages at 12 cleans per year.  This will be reviewed annually and maybe revised if necessary and by the agreement of both parties.

· Thoroughly vacuum clean to remove soil from the carpet surface as a whole.  

· All house plants, ornaments and portable furniture shall be moved to enable as much of the floor as possible to be vacuumed, including corners and edging.  

· Where heavy stains or soiling occur, these should be removed using approved solvents and/or disinfectants.

· Thoroughly sweep and clean all vinyl/altro floors, drainage channels and gullies, and thoroughly scrub with disinfected water or other appropriate cleaning agents, rinse and mop dry. 

· All ornaments and portable furniture shall be moved to enable as much of the floor as possible to be cleaned, including corners and edging. 

·  Wash down kitchenette/bathroom area with clean water containing suitable cleaning agents, dry and polish all sinks/wash hand basins, taps, tiled areas and ledges.  

· Remove all stains, clean and sanitise all work tops, white goods, fixtures and fittings, door handles and bolts etc., and leave dry.  

· Clean and sanitise, as necessary, all soiled areas of internal walls, partitions and doors and remove superficial graffiti.

· Remove all stains, clean and sanitise all WC seats, cistern handles, WC pans, shower seats, shower hoses and rails, grab rails, fixtures and fittings, door handles and bolts etc., and leave dry. 

·  Remove all silt and deposits from overflows, trap seats and waste fittings of wash hand basins and sinks. 

· Thoroughly clean underneath bowls including trap recesses.

· Dust and/or damp wipe using an appropriate cleaning agent as required to remove all soiling and dust from all ledges including window frames and sills, skirting, shelves, framed pictures, radiators, pipework, handrails, venetian blinds, light fittings, telephones, all accessible surfaces of furniture and other fixtures and fittings.

· Vacuum clean and plump all cushions and soft furnishings. Vacuum clean or otherwise all loose dust, foreign matter and cobwebs at all levels, including ceilings.

· Empty all litter bins where provided and dispose of contents and replace liners where applicable.

· The Provider is responsible for the removal of all sweepings and refuse from these areas.  
3.3.4
CLEANING OF communal lounges

· Thoroughly vacuum clean to remove soil from the carpet surface as a whole. 
· All house plants, ornaments and portable furniture shall be moved to enable as much of the floor as possible to be vacuumed, including corners and edging.  

· Where heavy stains or soiling occur, these should be removed using appropriate solvents and/or disinfectants.

· Dust and/or damp wipe using an appropriate cleaning agent as required to remove all soiling and dust from all furniture including ledges, window frames and sills, skirting, shelves, framed pictures, radiators, pipework, handrails, venetian blinds, light fittings, telephones, all accessible surfaces of furniture and other fixtures and fittings.

· Vacuum clean and plump all cushions and soft furnishings. 

· Vacuum clean or otherwise all loose dust, foreign matter and cobwebs at all levels, including ceilings.

· Empty all litter bins where provided and dispose of contents and replace liners where applicable.

· The Provider is responsible for the removal of all sweepings and refuse from these areas.  
3.3.5
CLEANING OF communal toilets and shower / bathroom areas

· Thoroughly sweep and clean all floors, drainage channels and gullies, and thoroughly scrub with disinfected water or other appropriate cleaning agents, rinse and mop dry. 

· All ornaments and portable furniture shall be moved to enable as much of the floor as possible to be cleaned, including corners and edging.  

· Wash down with clean water containing suitable cleaning agents, dry and polish all hand basins, taps, mirrors, sanitary fittings, tiled areas and ledges.  

· Remove all stains, clean and sanitise all WC seats, cistern handles, WC pans, shower seats, shower hoses and rails, grab rails, fixtures and fittings, door handles and bolts etc., and leave dry.  

· Clean and sanitise, as necessary, all soiled areas of internal walls, partitions and doors and remove superficial graffiti.  

· Wash hand basins and sinks; remove all silt and deposits from overflows, trap seats and waste fittings. 

· Thoroughly cleanse underneath bowls including trap recesses.  

· Refill all liquid soap dispensers, paper hand towel holders and toilet roll holders/dispensers.  

· Dust and/or damp wipe using an appropriate cleaning agent as required to remove all soiling and dust from all furniture including ledges, window frames and sills, skirting, shelves, radiators, pipework, handrails, venetian blinds, light fittings, all accessible surfaces and other fixtures and fittings.

· Shower areas: remove shower head, clean and de-scale using suitable cleaning agents, rinse thoroughly and re-attach.  

· Remove trap head from shower gulley, remove all silt and deposits, rinse out and re-fix trap head.  

· Empty all litter bins where provided and dispose of contents, and replace liners where applicable

· The Provider is responsible for the removal of all sweepings and refuse from the conveniences.  

3.3.6
CLEANING OF communal kitchens

· Thoroughly sweep and clean all floors and thoroughly scrub with appropriate cleaning agents, rinse and mop dry. 

· All house plants, ornaments and portable furniture shall be moved to enable as much of the floor as possible to be vacuumed, including corners and edging.  
· Wash down with clean water containing appropriate cleaning agents, dry and polish all sinks, taps, mirrors, tiled areas, worktops, kitchen cupboards, white goods, door handles and ledges.  

· Clean and sanitise as necessary, all soiled areas of internal walls, partitions and doors and remove superficial graffiti.  

· Remove all silt and deposits from sink overflows, trap seats and waste fittings. 

· Thoroughly clean underneath bowls including trap recesses.  

· Refill all liquid soap dispensers, paper hand towel holders and toilet roll holders/dispensers.  

· Empty all litter bins where provided and dispose of contents, and replace liners where applicable

· The Provider is responsible for the removal of all sweepings and refuse from the conveniences.  
3.3.7
CLEANING OF lifts

· Thoroughly sweep and clean floors and thoroughly scrub with clean water and appropriate agents, rinse and mop dry.  

· Vacuum if carpeted.  

· All portable chairs shall be removed to enable as much of the floor as possible to be cleaned/vacuumed, including corners and edging.

· Clean and sanitise as necessary, all of lift cabin including walls, doors, railings, grab rails, mirrors, rinse and dry. 

· Clean and sanitise operation panels, which should be cleaned with utmost care and not rinsed. 

· The Provider shall be responsible for the removal of all sweepings and refuse.
3.3.8
CLEANING OF ON-SITE OFFICES

· Thoroughly vacuum clean to remove soil from the carpet surface as a whole.  

· All objects and portable furniture shall be moved to enable as much of the floor as possible to be vacuumed, including corners and edging.  

· Where heavy stains or soiling occur, these should be removed using approved solvents and/or disinfectants.

· Dust and/or damp wipe using an appropriate cleaning agent as required to remove all soiling and dust from all furniture including ledges, window frames and sills, skirting, shelves, framed pictures, radiators, pipework, handrails, venetian blinds, light fittings, telephones, computers, all accessible surfaces of furniture and other fixtures and fittings.  

· Vacuum clean and plump all cushions and soft furnishings. 

· Vacuum clean or otherwise all loose dust, foreign matter and cobwebs at all levels, including ceilings.  

· Empty all litter bins where provided and dispose of contents and replace liners where applicable.

· The Provider is responsible for the removal of all sweepings and refuse. 
3.4
 all sites - PERIODIC TREATMENTs 

3.4.1
 CARPETS – PERIODIC TREATMENT
A deep clean to be carried out to all carpeted areas twice a year with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.

· Sweep or vacuum area initially.

· Using an appropriate cleaning agent and equipment, such as a heavy-duty soil extraction carpet shampoo machine, thoroughly clean all carpets. 
· A trial should be conducted on a small area of carpet to test for colour fastness before commencing with the operation. 
· All houseplants and portable furniture i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be shampooed. 
· Arrangements should be made with the Client Representative for any heavy items of furniture etc. to be moved if possible. 
· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.4.2
hARD FLOORS STRIP AND RE-POLISH – PERIODIC TREATMENT
Strip and re-polish to be carried out to all hard floor areas twice a year with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.

· Sweep or vacuum area initially. 

· Strip all floors/stairs/landings of all polish and stubborn marks and, using an applicator fitted with a fibre head and applicator tray, spread the appropriate polish, as directed by the manufacturer/supplier, onto the floor surface. 
· The first coat (or coats) should be applied to the main traffic lane, stopping at an appropriate distance from the wall. 
· The final coat should be applied overall to present an even appearance. 
· The type of polish and number of coats to be applied will be proposed by the Provider and subject to approval by the Client Representative.  

· All houseplants and portable furniture i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be cleaned. 
· Arrangements should be made with the Client Representative for any heavy items of furniture etc. to be moved if possible. 
· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.4.3
BUFF WOODEN FLOORS - periodic treatment
All wooden floor areas to be polished twice a year with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.

· This task is carried out on designated wood type floor areas treated with solvent wax and consists of using a high-speed floor polishing machine (300-500 RPM) with appropriate pad or brush. 

· The area is to be swept or vacuumed initially.  
· The machine is passed over the entire floor surface until the surface is safe and soil-free and a gloss finish is achieved. 
· All houseplants and portable furniture i.e., chairs, small tables, light desks, door mats etc., shall be moved to enable as much of the floor as possible to be cleaned. 

· Arrangements should be made with the Client Representative for any heavy items of furniture etc. to be moved if possible. 
· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.4.4
COMMUNAL dustBINS – periodic TREATMENT
· To be carried out to all external communal bins annually with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.
· All communal dustbins are to be emptied, washed with an appropriate cleaning agent, disinfected, dried, repositioned and any waste put back.
· The Provider is responsible for the removal of all sweepings and refuse from these areas.
3.4.5
CLEANING OF inside and OUTSIDE of EXTERNAL COMMUNAL WINDOWS INCLUDING FRAMES AND SILLS – periodic treatment
· To be carried out to all external communal windows at all levels quarterly with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.
· 
The inside and outside of all external communal windows must be cleaned using an appropriate cleaning agent in correct dilution to remove all soil and marks and polished to a smear-free finish, taking care not to leave any run marks on the windows or surrounding areas.  
· The Provider will be required to use suitable equipment and materials to gain access to all communal windows for cleaning.
· 
Any splashes left on floors and surrounds should be removed at the end of the operation.  

· 
All spillages must be cleared up.
3.4.6
CLEANING OF EXTERNAL COMMUNAL entrance CANOPIES – periodic treatment
· External entrance canopies including frames and surrounding windows, any uPVC boarding/railings/metalwork/cladding, including the internal areas of any canopies must be cleaned using an appropriate cleaning agent in correct dilution to remove soil and marks from glass (or glazing substitutes) and frames, then dry polished to leave glass soil free with no streaks.

· Any splashes left on floors and surrounds should be removed at the end of the operation.

· All spillages must be cleared up.
3.4.7 Domestic oven deep clean periodic treatment (sheltered housing communal kitchens only) – periodic treatment
· To be carried out to all domestic ovens within sheltered housing communal kitchens annually with a rota of these services to be submitted by the Provider to the Client Representative within six (6) weeks of the Commencement Date.
· All ovens and oven shelves are to be thoroughly cleaned using a proprietary oven cleaner, rinsed and left ready for use.
· Because of the hazardous nature of oven cleaning materials, extra care must be taken to protect staff and residents from coming into contact with cleaning materials or exposure to fumes.  This may include temporary closure of the kitchen area, in discussion with the ILO.
· The Provider is responsible for the removal of all sweepings and refuse from these areas.
SECTION 4 – SCHEDULE AND FREQUENCY OF SPECIFIC TASKS

CA
ABBREVIATIONS

The following abbreviations used in the Schedule of Tasks shall have the following meanings assigned to them:

D

Daily
TW
Twice weekly. NB must be 3 days apart i.e. Mon & Thur or Tues & Fri
W
Weekly

M
Monthly

A
Annually

BA
Bi-annually (every 6 months)

Q
Quarterly (every 3 months)

OR
On Request

4.1
General needs PROPERTIES

NB This list is also available as a spreadsheet, for ease of sorting, filtering etc.
1. 115-119 Abbot Court, Dover Road, Folkestone, Kent, CT20 1NL

2. Alexandra Court, Dymchurch Road, Hythe, Kent, CT21 6LT
3. Ashley House, Ashley Avenue, Cheriton, Folkestone, Kent, CT19 4PX
4. Ashley House Annexe, Ashley Avenue, Cheriton, Folkestone, Kent, CT19 4PX
5. Bennett Court, Harbour Way, Folkestone, Kent, CT20 1LT

6. 56-60 Blackbull Road, Folkestone, Kent, CT19 5QU

7. Boulogne Court, Harbour Way, Folkestone, Kent, CT20 1QP

8. 2-12 Bridge Street, Folkestone, Kent, CT19 6HA

9. Bridgeman Court, Sir John Moore Avenue, Hythe, Kent, CT21 5EB

10. Cavalry Court, Naseby Avenue, Folkestone, Kent CT20 3SN

11. Channel View, North Street, Folkestone, Kent, CT19 6AG

12. Cheriton Wood House, Shaftesbury Avenue, Cheriton, Folkestone, Kent, CT19 4QR

13. 71-77 Craufurd Green, Cheriton, Folkestone, Kent, CT20 3LS

14. Cubitt House, Black Bull Road, Folkestone, Kent, CT19 5SH
15. Cubitt House Annexe, Black Bull Road, Folkestone, Kent, CT19 5SH
16. Derville House, Wiles Avenue, New Romney, Kent, TN28 8JN

17. Everist Court, 63 Station Road, Lyminge, Kent, CT18 8HQ

18. Glenlee, 33 Cheriton Gardens, Folkestone, Kent, CT20 2AP

19. 1, 8, 10 Gurkha Way, Folkestone, Kent, CT20 3FU

20. 58-69 Harbour Way, Folkestone, Kent, CT20 1ND

21. 70 Harbour Way, Folkestone, Kent, CT20 1LZ

22. 18. Harvey Place, Rendezvous Street, Folkestone, Kent, CT20 1EZ

23. 19. 48-54 Harvey Street, Folkestone, Kent, CT20 1LH

24. Hay House, Sir John Moore Avenue, Hythe, Kent, CT21 5DF

25. Herne Court, Horn Street, Cheriton, Folkestone, Kent, CT19 4QT

26. Hollands Avenue – Fairling Court, Folkestone, Kent, CT19 6PW

27. Hollands Avenue – Neame Court, Folkestone, Kent, CT19 6PW

28. Hollands Avenue – Swiss Court, Folkestone, Kent, CT19 6PW

29. James Morris Court, Sandgate High Street, Sandgate, Kent, CT20 3RR

30. Kingsbridge Court, Harbour Way, Folkestone, Kent, CT20 1LX

31. Kitchener Square, Folkestone, Kent, CT19 6JB

32. Lennard Court, 4 Lennard Road, Folkestone, Kent, CT20 1PB

33. 4 Longford Terrace, Folkestone, Kent, CT20 2AL

34. 9-19 Margaret Street, Folkestone, Kent, CT20 1LJ

35. 4-7 Minnis Green, Stelling Minnis, Kent, CT4 6AB

36. 37-43, 45-51, 53-69 Naseby Avenue, Cheriton, Folkestone, Kent, CT20 3SJ

37. Neason Court, Warren Close, Folkestone, Kent, CT19 6DZ

38. Newman Court, Cinque Ports Avenue, Hythe, Kent, CT21 6HZ

39. 22-28 Peter Street, Folkestone, Kent, CT20 1JE

40. Phoenix Court, Clarence Street, Folkestone, CT20 1HZ

41. 12 Princess Street, Folkestone, Kent, CT19 6EB
42. Quaker Court, Bradstone Road, Folkestone, Kent, CT20 1HS

43. Queens Court, Albert Road, Hythe, Kent, CT21 6BW
44. Reachfields: 1-24, 25-28, 29-32, 33-42, 58-63, 64-67, 68-71, 72-75 Reachfields, Hythe, Kent, CT21 6QD

45. Roman Court, 244 Horn Street, Cheriton, Kent, CT19 4JR

46. Ross House, Ross Way, Cheriton, Kent, CT20 3UJ

47. Rossendale Court, Rossendale Road, Folkestone, Kent, CT20 1NT

48. Rowan Court, Peter Street, Folkestone, Kent, CT20 1JE

49. Ryland Court, Ryland Place, Folkestone, Kent, CT20 1RF

50. St Gabriel’s Court, Dover Road, Folkestone, Kent, CT20 1NW

51. St Michael’s Court, Harbour Way, Folkestone, CT20 1LY

52. 48A-54B Sandgate High Street, Sandgate, Folkestone, Kent, CT20 3AP

53. Setterfield House, Earlsfield Road, Hythe, Kent, CT21 5PD

54. Sir John Moore Avenue:  69-74, 75-80, 81-84, 85-90, 91-96, 97-104, 105-112, 116-121 Sir John Moore Avenue, Hythe, Kent, CT21 5DG

55. Telford Court, Canterbury Road, Folkestone, Kent, CT19 5UJ

56. Tolputt Court, Gladstone Road, Folkestone, Kent, CT19 5NE

57. 33 Tudor Road, Folkestone, Kent, CT19 4HJ

58. 7-10, 11-14 Upstreet, Canterbury Road Etchinghill, Folkestone, Kent, CT18 8BS 

59. 1-4, 55-58 Wakefield Way, Hythe, Kent, CT21 6HT

60. Warren Close: 100-104, 110-124, 120-122, 124-130, 132-138, 142-146, 170-184 Warren Close, Folkestone, Kent, CT19 6QJ

61. 12 West Parade, Hythe, Kent, CT21 6BX

62. Whiting House, Greenway, Lydd, Kent, TN29 9HE

63. Worthington Court, Elizabeth Gardens, Albert Road, Hythe, Kent, CT21 6BZ

4.2
Independent Living (SHELTERED) ACCOMMODATION

NB This list is also available as a spreadsheet, for ease of sorting, filtering etc.

Site addresses Independent Living

1. Albert Costain Court, Foord Road, Folkestone, Kent, CT20 1HB

2. Bradfoord Court, Foord Road, Folkestone, Kent, CT19 4NL

3. 1-12, 13-18 Churchill Court, Cinque Ports Avenue, Hythe, Kent, CT21 6HX

4. Coronation Cottages, Cheriton High Street, Cheriton, Folkestone, Kent, CT19 4HR

5. Green Court, Green Lane, Folkestone, Kent, CT19 6QS

6. Halliday Court, Sir John Moore Avenue, Hythe, Kent, CT21 5DQ

7. Mackeson Court, Military Road, Hythe, Kent, CT21 5BJ

8. Middelburg House, Cheriton High Street, Cheriton, Kent, CT19 4HP 14. 

9. Mittell Court, Vinelands, Lydd, Kent, TN29 9BJ

10. Nailbourne Court, Palm Tree Way, Lyminge, Kent, CT18 8LX

11. Nailbourne Court Annexe, Palm Tree Way, Lyminge, Kent, CT18 8LX

12. Philippa House, Warren Road, Folkestone, Kent, CT19 6DW

13. Prescott House, Rolfe Lane, New Romney, Kent, TN28 8JR

14. Romney Marsh House, Orgarswick Avenue, Dymchurch, Kent, TN29 0PP

15. Stephen Court, Foord Road, Folkestone, Kent, CT20 1HN

16. Stockham Court, Elventon Close, Cheriton, Folkestone, Kent, CT19 4QP

17. Stockham Court Annexe, 101-107, 110-128 Bigginswood Road, Cheriton,

Kent, CT19 4NL

18. Walmsley House, Princess Street, Folkestone, Kent, CT19 6QP

18a Walmsley House Annexe, 46-58, 49-59, 61-67 Bridge Street, Folkestone, Kent, CT19 6HB
19. Win Pine House, Lyell Close, Hythe, Kent CT21 5JD


Communal Cleaning 2023 Final



