Frequency of Cleaning Requirements
The Contractor must perform the Cleaning Services in accordance with the following general requirements as to the nature and frequency of cleaning.

DAILY

Daily: Toilets and Washrooms

· Remove stains and spillage from all toilet fixtures, surrounding walls and skirting surfaces, with an approved industry standard disinfectant.

· Wash toilet floors and urinal steps free from surface dirt, with an approved disinfectant.

· Empty waste bins, baskets and dispensers and wash inside and outside.

· Clean toilet seats, topside and underside, with an approved industry standard disinfectant.

· Remove watermarks, stains and soil from inside and outside of toilet pans.

· Remove watermarks and stains from urinals and strainer cups (steel wool is not to be used).

· Sluice down urinals with water containing an approved deodorant.

· Remove all marks from mirrors, doors, walls, washable paint work, tiles and hand dryers.

· Wipe free of all surface soil dividing walls and wall tiles.

· Clean all basins, sinks, strainers, bench-tops and exposed piping.  Where chromed piping or similar is evident, the surface must be polished to a high sheen.

· Clean shower areas thoroughly including shower recesses, glass, bench tops, hand basins, wall mirrors, piping, seating, etc.

· Replenish soap, paper towelling and toilet paper.

· Remove dust from all equipment, windowsills, tops of dividing partitions, walls and hinges on doors, ceiling vents and exhaust fans.

· Deodorant crystals are not to be used in urinals unless water- soluble.

· Cleaning equipment used in toilets is not to be used in other areas and is to be colour coded as specified by the Responsible Officer.

· Soap, paper towelling and toilet paper will be supplied by the University.  However, it is the Contractor’s responsibility to ensure there is a sufficient supply for three weeks in advance.

Daily: Cafeteria, Kitchens, Staff Lounge

· Empty and wash all bins containing waste paper, food rubbish and tea-leaves and place contents in the receptacles provided.

· Clean all sinks and strainers.

· Damp wipe all cupboard doors free of stains, spillage and marks.  Mop resilient floor areas, full vacuum clean carpets, and replace ready for use all tables and chairs.

Daily: Floor Maintenance

Carpet

(i) Lifts, foyers, corridors:


Full vacuum


Executive areas,



Remove spillages and litter


Reception areas:

(ii)
General Office and teaching areas:

Remove litter and spot clean to achieve a                                                                           neat and tidy appearance

Vinyl

Foyers, corridors, kitchens and tea rooms:

Sweep, remove spillage marks and litter

Concrete, Paving, Internal Stairways:


Sweep, remove spillage and litter

Marble, Ceramic Tiles




Remove spillage and litter

Daily: Lifts, Furniture, Equipment, Fittings and Fixtures

· Remove surface dust, fingermarks, smears, streaks, spots and stains from wall drinking fountains.

· Remove dead insects and litter from window frames and sills.

· Remove dust and litter from and spot clean all furniture and equipment, which includes desktops and tables.

· Remove dust and fingermarks where necessary on all glass doors and partition glass (both sides).

· Clean both mat and mat wells.

· Clean stainless steel surfaces where necessary.  Abrasive materials must not be used.

· Clean interior of all lifts (including walls) and ensure that lift door tracks are kept free from dirt and litter.

· Wipe clean stainless steel lift indicators.

· Damp wipe lift doors and surrounds where necessary.

Daily: Waste Removal

· Remove all waste from site including waste from the external wall mounted bins located on the balconies and the bins located at ground level throughout the campus.

ALTERNATE DAYS
· Sweep, then machine buff all vinyl, and other resilient floor surfaces.  Remove marks.  Apply non-slip polish when required.

WEEKLY
· Office carpet areas:

· Full vacuum of all free areas.

· Dust interior ledges to a height of 2 metres.

· Remove cobwebs from all external areas up to a height of 5 metres where necessary (ceilings, walls, glass safety railings, loading docks and fire stairs, etc).

· Sweep clean then damp mop and remove stains on fire stairs.

· Damp wipe handrails in all stair ways and external barrier rails.

MONTHLY
· Office and teaching carpet areas:

· Full vacuum of the area with an approved vacuum cleaner, including edges, corners, under equipment, etc. 

· Clean all wall and door vents.

· Foyer glass to be cleaned both sides.

· Damp wipe using a non-abrasive cleaning agent all fingermarks and smears from around wall switches, door knobs and all metal work.

· Remove stains from all floor surfaces.

· Entry foyers and lift – jet extract carpets, or similar method as approved and directed by the Campus Services Coordinator.

· Wash all external wall mounted bins on balconies.

QUARTERLY
· Wash with water and disinfectant all waste paper bins except where bin liners are provided.

SIX MONTHLY (January and July)

· Walls, exposed ventilation ducting areas ceiling to 4.0m to be brushed free of cob webs and surface dirt.

· Entry foyers and lifts – jet extract carpets, or similar method as approved and directed by the Campus Services Coordinator.

· All internal glass to be washed including doors and door inserts.  (This does not include external windows to buildings) refer Schedule 2 item 1.

· All woodwork such as skirtings, lintels door frames, door panels, to be damp wiped and left free of stains.

· All painted dado wall surfaces to be washed.

· Scrub all balconies, foyers and walkways to remove all stubborn marks refer 2.5.  

· All toilet floors to be machine scrubbed.

· All glass in display cabinets, notice boards, etc to be washed.

· Air vents in ceilings and walls and exhaust fans to be cleaned.

· Door mats and recess and antistatic entrance mats to be cleaned.

· Vacuum all material seating and services.

· Dust the tops of all tall cabinets.

*Please Note: that the Campus Services Coordinator is to be advised before, and on completion of these tasks.

ANNUALLY
· Clean all washable walls including partitions and ledges by an approved method.  Abrasive cleaning agents are not to be used.

· Areas receiving heavy usage, such as corridors, balconies, lifts, etc, may on advice from the Campus Services Coordinator require more frequent cleaning.  Wet scrub and seal all vinyl floors.

· Clean all windows not included in the general cleaning.

BI YEARLY
· Strip back all vinyl using a stripping solution to remove existing sealer.  Apply two coats of polish to bring to an acceptable standard. 

