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1.0
INTRODUCTION 

1.1. Introduction to the Service
Educational Diversity is a multi-site Pupil Referral Unit in Blackpool providing full-time education for young people (ages 7-16) with behavioural, emotional and social difficulties.  We occupy 3 separate buildings owned by Blackpool Council across the town.  Site plans/addresses are included within the tender documentation. 

More information about the service can be found on our website www.eddiversity.com
1.2. Objective and Overall Guidelines
1.2.1. This document sets out the cleaning and monitoring arrangements that are required for the following Educational Diversity buildings: Athena, Pegasus and Willows.
1.2.2.   The Cleaning Contractor shall provide a cleaning service for all areas of the buildings.
1.2.3.   The purpose is to create and maintain a clean, safe and pleasant working environment in each building. 
1.2.4.   It is a requirement that all areas are thoroughly cleaned on a daily basis Monday-Friday during term-time and one annual deep clean during the summer holiday period.  School holidays vary each year but are well documented in advance.  
1.2.5. There are usually 3 parent consultations each year at each site which take place in the evenings and cleaning will need to be scheduled around these times but they will be advised in advance.  
1.2.6.   Good communication will be required to ensure that effective cleaning takes place and areas are not missed.
1.2.7.  The timing of the cleaning is to be agreed between both parties but possible working hours are set out in Section 2. 

1.2.8.   The contractor will ensure that it has suitable equipment in good working order and is available on site for cleaning purposes to ensure effective cleaning.
1.2.9.   The ability to facilitate deep cleans related to COVID.
1.2.10. The contractor will be responsible for providing PPE, uniforms and certain consumables throughout the contract.  
1.2.11. The contractor will ensure that all staff are adequately trained and that there are enough staff to carry out the duties as described within this specification.   
1.3. Scope of Service
1.3.1. The Contractor shall comply with all the requirements set out in the Service Specification.
1.3.2.  The Contractor shall provide the Cleaning Service on a scheduled, planned and reactive basis as may be required to meet the Service Standards.
1.3.3. The Cleaning Service consists of:
· Scheduled cleaning;
· Window cleaning 3 times per year internally and externally;

· Ad hoc service requests including but not limited to;

· Spillages/spoiling (internal and external) of bodily fluids and other substances – although these incidences are rare and will usually have been dealt with by caretakers, the cleaners may have to deal with the aftermath at their next visit
· Replenishment of materials/disposables/consumables, e.g. toilet tissue, hand towels, hand cleanser etc ;

· Untoward incidents such as flooding.
1.3.4.  The Contractor shall be responsible for cleaning of all areas, in compliance with this specification and to the standards and monitoring frequencies described.  
1.3.5.  Within each of these areas as so defined, the Contractor shall be responsible for cleaning to agreed standards of all elements, except where specifically excluded.
1.3.6.  The Contractor shall be responsible for cleaning to the standard required and will be expected to audit, monitor and improve their own quality of work and provide this to the Educational Diversity at regular intervals.  
1.3.7. The Council will provide:
· A secure storage area to safely store the contractor’s equipment and consumables

· All paper consumables e.g. toilet rolls and paper towels, for the contractor to replenish as necessary. 
1.3.8. The Contractor will provide:
· Suitable equipment in good working order.  Any electrical equipment should be PAT tested and operators adequately trained in safe use of any such equipment.  
· All cleaning materials to be used to ensure effective cleaning, which should be stored safely and securely in line with relevant legislation and industry best practice.  Any product safety sheets and risk registers should be available for the Council on request.  
· All uniforms and ID badges for the cleaning staff

· Trained and competent personnel to carry out the described duties effectively and safely.  

1.4. Key Requirements
The Contractor shall:

1.4.1. Comply with the following legislation:

· Work at Height Regulations 2005 (as amended)
· Control of Substances Hazardous to Health Regulations 2002 (as amended)
· Workplace (Health, Safety and Welfare) Regulations 1992
· Personal Protective Equipment at Work Regulations 1992 (as amended)

· Health and Safety at Work, etc Act 1974
Any other applicable legislation as pertains to the act of carrying out the duties required to fulfil this contract.  
1.4.2.  Achieve a high level of environmental cleanliness throughout the facilities.
1.4.3.  Provide a quality driven Cleaning Service which achieves an optimum standard of cleaning for all buildings and areas of all sites appropriate for their use, and is held in high regard by the users.
1.4.4.  Provide a standard of Service that helps to provide a positive image of the premises and provides a level of cleanliness which provides a clinical and socially acceptable environment for students, visitors and staff.
1.4.5.  Encourage Cleaning Staff to develop quality routines and to identify opportunities to improve Service delivery.
1.4.6.  Ensure that every member of the Cleaning staff shall share a common objective and subscribe to the process of change and quality improvement. The Contractor shall develop staff through training for the mutual benefit of both individuals and the client.

1.4.7.  Maintain a safe environment and safe working practices including the use of a recognised risk assessment/management system.
1.4.8. Ensure that standards of comfort and cleanliness stay high, and any reduction in the quality of service is recognised and corrected.
1.4.9. Ensure that the buildings have a clean and tidy environment consistent with the requirements of the users.

1.4.10. Ensure that any potential maintenance issues e.g. broken locks, loose fixtures and fittings, chipped walls are flagged up in good time to allow for timely repairs or replacement.  
1.4.11. Create a favourable impression to students, staff and visitors. Well-cleaned premises reflect on the quality of services.  This entails: 

· Having a high standard of cleanliness.  This is essential in high-profile environments where visitors or members of the public are received;

· Infection control. Effective cleaning controls the growth of harmful bacteria present in all environments. The control of bacteria resulting from high standards of hygiene is especially important in washrooms and kitchens;

· Dust and dirt control. Dirty surfaces present potential risks to everyone;

· Safety. Rubbish and liquids spilled on floors can result in safety hazards, such as slippery floor surfaces;

· Maintaining fabrics, fixtures and fittings. Failure to clean fabrics, fixtures and fittings properly leads to a build-up of grease and dirt and will progressively lead to their deterioration. Proper routine cleaning ensures the effective lifetime of fabrics, fixtures and fittings reducing future lifecycle costs.
1.4.12. Have a performance management regime in place which will encourage the required cleaning standards including regular audits and monitoring processes.
1.4.13. Undertake Cleaning Risk Assessments at the planning stage of any cleaning project or job, along with suitable work statements. The risk assessment should aim to identify any risks or hazards that might be involved in the job. Control measures or safe systems of work should then be put in place to reduce or remove unacceptable risks.
1.4.14. Operate in accordance with appropriate and relevant policies and procedures.  Policies should be comprehensive to meet the needs of the service and safe practice will include, but not limited to;
· DCSF guidance of Safer Working Practice for Adults who work with Children and Young People

DCSF guidance on Safer Working Practice for Adults who work with Children and Young People
· DCSF guidance on Working Together to Safeguard Children

DCSF Guidance on Working Together to Safeguard Children
· Local Safeguarding Children’s procedures

http://panlancashirescb.proceduresonline.com/index.htm
· Safeguarding guidelines for Recruitment and Training:

These guidelines must be read in conjunction with DCSF publication Safeguarding Children and Safer Recruitment in Education

Keeping children safe in education
Safeguarding children and Safer Recruitment in Education
· Blackpool LSCB Procedure for Managing Allegations against adults who work with Children and Young People.

http://panlancashirescb.proceduresonline.com/chapters/p_allegations.html
· Workforce Development 

Workforce Development
· Hear by Rights Standards Framework

Hear by Rights Standards Framework
· You’re Welcome Standards

You're Welcome Standards


· ‘Care Quality Commission’ (CQC) New Registration Requirements (where applicable).  Please refer to website for full guidance, advice and further information.  

http://www.cqc.org.uk/content/what-registration
Please note that the above links, documents and over-arching legislation can be subject to change and it is the Contractor’s responsibility to ensure they adhere to the most up to date and appropriate policy, procedure and legislation and keep themselves updates of these changes.
1.4.15. Agree to comply with Blackpool’s Serious Case Review procedures with regard to the format of internal management reviews and all related processes. Should the Contractor be asked to contribute to a Serious Case Review, the Authority will offer further guidance at the time.
1.4.16. Maintain formal procedures / systems for the keeping of accurate records that fully comply with any health and safety regulations.  

1.4.17. Ensure that front-line staff have Enhanced DBS clearance via the Disclosure and Barring Service (DBS) in line with Safer Recruitment. 

1.4.18. Have an auditable process in place to provide continuity of service in times of emergencies, disruptions or major incidents.  A copy of this must be made available to the school or the Council as and when requested.  

1.4.19. Ensure HR polices are up to date, fair and well-embedded throughout the organisation including training, welfare, payroll, reward and disciplinary procedures.
1.4.20. Ensure staff are trained in the use of equipment and cleaning products e.g. stepladders and powered equipment, such as buffers and floor scrubbers and any safe storage and chemical handling processes. Staff must be encouraged to adopt safe working practices including but not limited to:
· Using equipment only if they have been trained or instructed in its use

· Lifting supplies and equipment properly

· to follow manufacturers’ or suppliers’ usage guidelines

· not to tamper with equipment if it is defective

· not to block fire exits or staircases with equipment or waste

· not to leave trailing electrical leads on floors

· to use safety warning signs, e.g. to warn individuals about slippery surfaces
· to use chemicals correctly and with the correct formulation and dilution appropriate to the area being cleaned

· issues of cross-contamination and use of correct janitorial products for the right job. 
2.0 SCHEDULE OF CLEANING TIMES /AREAS TO BE CLEANED
· Which site is to be cleaned:

· Times of day when work can be carried out;

· Times of day when cleaning cannot take place, or number of days that work can be done e.g. bank holidays, weekends.

	
	Site
	Times of day when work can be carried out
	Main areas to be cleaned 

	1
	Athena, 278a Whitegate Drive, FY3 9JW (formerly the Oxford Centre)

Monday - Friday
	3 pm onwards

    
	Whole site

	2
	Willows, 10 Clifton Ave, FY4 4RF (formerly The Willows)

Monday - Friday
	3 pm onwards

    
	Whole site

	3
	Pegasus,  Bathurst Avenue, Blackpool (formerly Christ the King)
	3 pm onwards
	Whole site

	4
	All Sites 

School Holidays/ Weekends/Bank holidays
	The buildings will be closed during School Holidays, Weekends and Bank holidays

	
	
	


Cleaning Frequencies

Cleaning frequency is proportional to the risk.  Where a risk is above low risk, the rooms adjacent to the area are given the same risk.  
Most areas within the PRU environment can be classified as follows: 
· Significant Risk -  (reception areas, areas used by pupils and staff, public thoroughfares and toilets)

Frequency – Full daily clean - outcomes achieved by 1 full clean per day.

· Low Risk – (Administrative areas, none sterile supplies, records, storage, archives.)

Frequency – regular clean – “Regular” is open to interpretation  
3.0
ROUTINE CLEANING SCHEDULE    

COLOUR CODING OF MATERIALS AND EQUIPMENT
	COLOUR CODING

The colour coding of materials and equipment is based upon the colour coding for hospital cleaning materials and equipment National Patient Safety Agency notice issued on the 10th January 2007 ref NPSA/2007/15
	TYPE OF AREA.

Colour coding of hospital cleaning material and equipment ensures that these items used are not used in multiple areas  To reduce the risk of cross infection. For example cloths (re-usable and disposable gloves, mops, buckets, aprons and gloves should be colour coded
	LOCATION 



	Colour coded Blue
	General Areas
	All access, corridors, common areas, stairways, office, meeting/conference rooms, waiting/ reception  areas

	Colour coded Red
	Washroom Areas
	All toilet and washroom areas, gents, disabled and ladies.

	Colour coded Green
	Kitchen/ canteen/restaurant areas
	kitchen/ canteen/restaurant areas

	Colour coded Yellow
	Treatment Areas
	First aid rooms , etc


	ALL SITES

	
	Area
	Frequency

Daily

AM
	Frequency

Daily

PM
	Risk

Category
	Colour coding for materials
	Specification  Outcome

	
	Entrance areas
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	Corridors
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	Offices
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.  (full clean)

	
	All classroom areas
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	HT Offices 
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	Boiler Rooms (to be done by caretaker)
	
	Termly
	Low
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements. ( regular clean)

	
	Computer Rooms
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	General stores
	
	Termly
	Low
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements. ( regular clean)

	
	Cloakrooms
	
	Daily
	Significant
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements.( full clean)

	
	External store areas 
	
	Termly
	Low
	Blue
	General Area: The outcomes should be visibly clean and comply with the outcome specification requirements. ( regular clean)


	ALL SITES

	
	Area
	Frequency

Daily

AM
	Frequency

Daily

PM
	NHS Risk

Category
	Colour coding for materials
	Specification  Outcome

	
	Disabled Toilets
	
	Daily
	High
	Red
	Washroom areas clean as per task description – full clean each day: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Staff Toilets
	
	Daily
	High
	Red
	Washroom areas clean as per task description – full clean each day: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Children’s Toilets
	
	Daily
	High
	Red
	Washroom areas clean as per task description – full clean each day: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Food Stores 
	
	Daily
	Significant
	Green
	Kitchen / canteen and restaurant areas: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Sculleries 
	
	Daily
	Significant
	Green
	Kitchen / canteen and restaurant areas: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Servery areas/Kitchens
	
	Daily
	Significant
	Green
	Kitchen / canteen and restaurant areas: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Hall/dining areas
	
	Daily
	Significant
	Green
	Kitchen / canteen and restaurant areas: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)

	
	Staffrooms
	
	Daily
	Significant
	Green
	Kitchen / canteen and restaurant areas: The outcomes should be visibly clean and comply with the outcome specification requirements. (full clean)


4.0          DEEP CLEANING 
An annual deep clean should be carried out in the summer holidays for each site.  This should comprise all of the routine activities plus carpet cleaning and high level dusting.  
5.0          WINDOW CLEANING 
The method chosen for cleaning a window or a façade will vary according to the design, quality, condition, building methods and design. The nature, distribution and amount of soiling will also be a factor to consider. It is possible that, in certain cases, a number of different methods may have to be used for safe and effective cleaning.
At the point of cleaning windows should be clean and smear free.  

All window cleaning operatives should be suitably trained and should be competent to carry out their role effectively and safely. 
1 Operatives who have a need to work from height or use a ladder/stepladder should receive specific training.

2 The use of water fed poles, operators must control the risks associated with trailing training leads to the water pump, wet pathways and the manual handling implications involved in manipulating the poles.
3 Water-fed poles should not be used in adverse weather conditions, particularly strong winds when they could get blown over.
A site visit is highly recommended for any Contractor to satisfy themselves of their capability to carry out this part of the contract.  

6.0 MONITORING ARRANGEMENTS 

The effectiveness of the cleaning will be measured against an auditing / monitoring system determined by the supplier.
Each site should be audited at least once per half term and the results and improvement plans should be shared with the Council. Informal auditing and monitoring should take place in areas where cleanliness levels are considered poor.  

The audits should cover both overall appearance and odour control. 

The fabric of the buildings (walls, floors and ceilings) and fixtures and fittings e.g. light switches, radiators and furniture should be included in the audit and monitoring.  
Timeframe for rectifying problems

The table below can be used to measure the importance of cleaning each element in any particular functional area. Elements in every room should be assigned one of the three levels of priority below.
	Priority
	Time frame for rectifying problems


	A.   Constant.

Cleaning critical (very high risk and high risk functional areas). Treatment areas (first aid rooms etc.) 

	Facility officer , person on site make safe notify the Service Provider who will respond  ( under 1 hour) 



	B.   Frequent.

Cleaning important and requires maintaining significant  Areas missed e.g. washrooms and kitchen areas

	Same working day

	C.  Regular.

On a less frequent scheduled basis, and as required between cleans (low risk functional areas).

General areas
	Next working day ;


7.0       
ELEMENT OUTCOMES 
Fixed Assets
	Element
	Outcome 

	Switches, sockets and data points
	All wall fixtures such as switches, sockets or data points should be visibly clean, with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.



	Walls
	All wall surfaces (including skirting) should be visibly clean, with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.

	Ceiling
	All ceiling surfaces should be visibly clean, with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.

	All doors
	All parts of the door structure should be visibly clean, so that all door surfaces, vents, frames and jambs have no blood or body substances, dust, dirt, debris, adhesive tape and spillages.

	All glazing including partitions
	All internal glazed surfaces should be visibly clean, with no blood or body substances, dust, dirt, debris, adhesive tape and spillages visibly present and have a uniform appearance.

	Mirrors
	Mirrors should be visibly clean and smear free with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.



	Radiators
	All parts of the radiator (including between panels) should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.

	Ventilation grills extract and inlets
	The external part of the ventilation grille should be visibly clean with no blood or body substances, dust, dirt, debris, and cobwebs. 


Hard floors
	Element
	Outcome 

	Floors - polished
	The complete floor, including all edges, corners and main floor spaces, should have a uniform shine and be visibly clean with no blood or body substances, dust, dirt, debris, spillages and scuff marks.

	Floors – non – slip 
	The complete floor, including all edges, corners and main floor space, should have a uniform finish and be visibly clean with no blood or body substances, dust, dirt, debris and spillages.


Soft Floors
	Element
	Outcome 

	Soft Floor


	The complete floor, including all edges and corners, should be visibly clean with no blood or body substances, dust, dirt, debris and spillages. Floors should have a uniform appearance and an even colour with no stains or watermarks.




FIXTURES

Electrical fixtures and appliances
	Element
	Outcome 

	Pest control devices
	The pest control device should be free from dead insects, animals or birds and visibly clean.


	Electrical Items
	The casing of any electrical item should visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape.


	Cleaning equipment
	The cleaning equipment should be visibly clean with no blood or body substances, dust, dirt, debris or moisture.


	Low Surfaces
	All surfaces should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.



Furnishings, fixtures and fittings
	Element
	Outcome 

	High Surfaces
	All surfaces should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.


	Chairs
	All parts of the furniture should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape, stains and spillages.


	Beds
	All parts of the bed, including mattress, bed frame and wheels/castors, should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.


	Lockers
	All parts of the locker, including wheels/castors and inside, should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape, stains and spillages.


	Tables
	All parts of the table, including wheels/castors and underneath should be visibly clean with no blood or body substances, dust, dirt, debris, stains, adhesive tape and spillages visibly present.

	All dispensing and holders
	All part of the surfaces of hand soap, paper towel and toilet tissue should be visibly clean with no blood or body substances, dust, dirt, debris, adhesive tape and spillages.


	Waste receptacles
	The waste receptacle should be visibly clean, including lid and pedal, with no blood or body substances, dust, dirt, debris, stains and spillages.


	Curtains and blinds
	Curtains and blinds should be visibly clean with no blood or body substances, dust, dirt, debris, stains and spillages visibly present.



Kitchen fixtures and appliances
	Element
	Outcome 

	Dishwasher
	Dishwashers should be visibly clean with no blood or body substances, dust, dirt, debris, stains and spillages and food debris.


	Fridge and/or freezer
	The fridge and/or freezer should be visibly clean with no blood or body substances, dust, dirt, debris and spillages, food debris, build up of ice.



	Ice machine and/or hot water boiler
	The ice machine and/or hot water boiler should be visibly clean with no blood or body substances, dust, dirt, debris and spillages.



	Kitchen cupboards
	The kitchen cupboards should be visibly clean with no blood or body substances, dust, dirt, debris, stains and spillages and food debris.


	Microwave
	All microwave surfaces should be visibly clean with no blood or body substances, dust, dirt, debris and spillages and food debris.


Toilets, sinks, hand-wash basins and bathroom fixtures
	Element
	Outcome 

	Shower
	The shower, and equipment such as wall-attached shower chairs, should be visibly clean with no blood or body substances, scum, dust, lime scale, stains, deposit and smears.


	Toilet and Bidet
	The toilet and bidet should be visibly clean with no blood or body substances, scum, dust, lime scale, stains, deposit and smears.


	Consumables
	There should be plenty of all consumables such as soap available.


	Sink and Dispensers
	The sink, and items such as wall-attached dispensers, should be visibly clean with no blood or body substances, dust, dirt, debris, lime scale, stains and spillages. Plugholes and overflow should be free from build-up.


	Baths
	The bath should be visibly clean with no blood or body substances, dust, dirt, debris, lime scale, stains and spillages. Plugholes and overflow should be free from build-up.



8. SITE PLANS

	Drawing  No
	Title

	FLOOR PLANS 
	Attached with tender documentation
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