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Planned Preventative Maintenance.

(Health and Safety guidance should be followed at all times when carrying out any of the duties listed below) 

A yearly wall planner will help identify when things should be happening and help when constructing your maintenance program.

Servicing of plant equipment and systems.  

Knowledge of servicing contracts required by the school. 

When servicing is due and how often. 

Copies of servicing logged.

Any associated works required reported.

(A copy of the servicing agreements can be found in the Arrangement for Occupation of Schools document, not all may be applicable to your school)
Boiler House / heating plant to be checked several times a day during the heating season to ensure that the system is working correctly. (Make sure someone knows that is your intention)

When arriving on site AM and PM.

When leaving site AM and PM.

Weekend visits will include a security check of the buildings and in freezing conditions an internal inspection of the buildings must be made in order to check for burst pipes etc. So that emergency action can be taken on the day.

(Make sure someone knows that is your intention)

Heating Pumps make sure you alternate them regularly/ make sure you have tested them prior to the start of the heating season. 

Radiators to be checked that they are functioning correctly and set at the correct setting prior to the heating season and any faults reported.

Grease Traps to be checked weekly and cleaned if necessary   

Drains to be checked and cleaned if necessary weekly. 

Guttering to be checked and cleaned if necessary quarterly. (Should this be height prohibitive then a contractor should be secured)    

Lintels to be checked for damage in the spring term.

External Fabric of the Building 

To be checked monthly any problems detected to be reported.

Steps 

Ensure they are clear and well maintained check them daily

Report any deterioration of the steps.

Mobiles

Make sure where possible that the roofs are free from any form of obstruction that would restrict the flow of water. (Beginning of each term)

Make sure that there is no build up of combustible materials underneath the mobile. (Beginning of each term)

Make sure that the doors all function as intended. (Weekly) 

Roofs

Make sure where possible that they are free from any form of obstruction that would restrict the flow of water.  (Beginning of each term)

Report problems with the roof i.e. bubbles appearing.

Water leaking into the premises.

Fabric of the Building Internal

To be checked daily and all staff encouraged to report any problems.

Damage to be repaired, or reported, as necessary.

Encourage staff and pupils to report any problems.

Window fixtures

Make sure they operate as intended check them annually.

Encourage staff to report any problems.

Repair or report any malfunctions.

Blinds

Ensure they operate correctly.

Encourage staff to report any problems.

Ensure they are included within the cleaning program (Summer Clean)

Repair or report any malfunctions.

Taps
Make sure they function correctly and that they are not dripping.

Encourage staff and pupils to report any problems.

Repair or report any malfunctions.

Mains sockets

Check for damage.

Encourage staff and pupils to report any problems.

Report any findings and label socket accordingly. 

Check safety covers are in place where needed.

Replace where missing.

Chairs, desks and other furniture. 

To be checked for damage (and if so removed or repaired) each term and reported.   

Encourage staff and pupils to report any problems.

Doors and associated hardware.

Doors to be checked monthly to ensure they close correctly.

Encourage staff and pupils to report any problems.

That the associated hardware works as intended.

Adjust or report any faults as necessary.  

Fire doors

Ensure they are not obstructed daily, report any doors that are.

Encourage staff and pupils to report any problems.

Ensure that they operate as intended monthly.

Report or adjust where necessary.

Outside areas

Playground equipment

Visually check daily for any hazards.

Encourage staff and pupils to report any problems.

Repair or report any findings.

Make sure an approved contractor annually inspects them

Playgrounds to be checked daily to ensure safety and any damage reported.

Encourage staff and pupils to report any problems.

Playing fields to be checked daily to ensure safety and any damage reported.

Encourage staff and pupils to report any problems.

Paths to be checked regularly: and cleaned when necessary any damage to be reported
Encourage staff and pupils to report any problems.

Outside waste bins to be emptied daily.

Main waste bin areas to be cleaned daily

External lighting.

Ensure they are working as intended (Weekly)

Change bulbs when necessary and clean fitting.

Report any malfunctions.

Encourage staff to report any problems.

Trees to be risk assessed by a competent contractor annually and any associated works carried out. 

Encourage staff and pupils to report any problems.

Fences

Check that there are no breeches in the fence line (Weekly)

Report any findings.

Encourage staff and pupils to report any problems.

Method of reporting and action taken.

The Introduction of a Premises Officers logbook at reception for all staff to enter their requests or faults noticed.

Premises Officer to complete the action needed to comply with the requests or to remedy the faults reported.

Premises Officer to priorities from the list of reports and enter a suggested completion date.

Update staff from the logbook at staff meetings.

Encourage staff to report faults and problems, as this will provide an overview of the whole school and work as an early warning system.

IN-TERM CLEANING SPECIFICATION

IN-TERM CLEANING SPECIFICATION

CLASSROOMS

	
	ELEMENT
	SEE NOTE
	WEEKLY FREQUENCY

	1.
	Empty waste bin
	1
	5

	2.
	Put chairs on desks
	2
	5

	3.
	Mop sweep/vacuum floor
	3 & 4
	5

	4.
	Damp mop marks/spillage's
	
	4

	5.
	Damp mop floor
	5
	1

	6.
	General dust/damp wipe surfaces
	6
	5

	7.
	Clean sink/basin
	7 & 9
	5

	8.
	Put chairs on floor
	
	5

	9.
	Dispose of rubbish 
	10
	5


CRAFT ROOM

(ART AND CRAFT, NEEDLEWORK, SCIENCE ROOM, UPHOLSTERY, SOFT TOYS,

HOME ECONOMICS FLAT, JEWELLERY, WEAVING, PROJECT AREA,




SCREEN PRINTING, FASHION DESIGN, GRAPHIC DESIGN.)

	1.
	Empty waste bin
	1
	5

	2.
	Put chairs on desks
	2
	5

	3.
	Mop sweep/vacuum floor
	3 & 4
	5

	4.
	Damp mop marks/spillage's
	
	4

	5.
	Damp mop floor
	5
	1

	6.
	General dust/damp wipe surfaces
	6
	5

	7.
	Clean sink (not science sinks)
	7 & 9
	5

	8.
	Put chairs on floor
	
	5

	9.
	Dispose of rubbish
	10
	5


WORKSHOPS

(WOODWORK, METALWORK, CAR MAINTENANCE, BOAT BUILDING, 




FOUNDRY, ENGINEERING, FURNITURE.)

	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep/brush floor
	3 & 4
	5

	3.
	Damp mop marks/spillage's
	
	4

	4.
	Damp mop floor
	
	1

	5.
	General dust/damp wipe surfaces
	6
	5

	6.
	Clean sink/basin
	7 & 9
	5

	7.
	Dispose of rubbish
	10
	5


POTTERY AND CERAMICS AND KILN ROOM

	1.
	Empty waste bin
	1
	5

	2.
	Wash floor
	8
	5

	3.
	Dry with wet and dry vacuum
	
	5

	4.
	General damp wipe surfaces
	6 & 8
	5

	5.
	Clean sink
	7 & 9
	5

	6.
	Dispose of rubbish
	10
	5


DOMESTIC SCIENCE, STAFF KITCHEN AND COOKERY 

	
	ELEMENT
	SEE NOTE
	WEEKLY FREQUENCY

	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep floor
	
	5

	3.
	Damp mop floor
	
	5

	4.
	General dust/damp wipe surfaces
	6
	5

	5.
	Clean sinks
	7 & 9
	5

	6.
	Dispose of rubbish
	10
	5


STAFF ROOM, OFFICES, MIR, LIBRARY, LECTURE THEATRE AND ASSOCIATED ROOMS, CONFERENCE ROOM, CAREERS ROOM, COMMUNITY LOUNGE, COMMON ROOM, CRECHE, RESOURCES AREA, DRAMA ROOM, REPROGRAPHICS, DRESSING ROOM, TEA BAR AND BAR.

	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep/vacuum floor
	3 & 4
	5

	3.
	Damp mop exposed floor
	5
	1

	4.
	General dust/damp wipe surfaces
	6
	5

	5.
	Clean sink/basin
	7 & 9
	5

	6.
	Dispose of rubbish
	10
	5


COMPUTER ROOM, LANGUAGE LAB, MUSIC ROOM, SOUND STUDIO, PHOTOGRAPHIC STUDIO AND PROJECTION ROOM
	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep/vacuum floor
	3 & 4
	5

	3.
	Damp mop
	5
	1

	4.
	General dust/damp wipe surfaces
	6  & 13
	5

	5.
	Dispose of rubbish
	10
	5


BEAUTY ROOMS AND HAIRDRESSING SALON

	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep/vacuum floor
	3 & 4
	5

	3.
	Clean mirrors
	
	5

	4.
	Dust dryers
	
	5

	5.
	General dust/damp wipe surfaces and seating
	6 & 13
	5

	6.
	Clean sinks
	7 & 9
	5

	7.
	Wet mop floor
	
	5

	8.
	Dispose of rubbish
	10
	5


HALL, GYM, SPORTS HALL, STAGE AND BALCONY, LIGHTING GALLERY, EQUIPMENT STORES
	1.
	Mop sweep floor
	3 & 4
	5

	2.
	Damp mop
	
	1

	3.
	Vacuum all carpet areas
	4
	5

	4.
	General dust/damp wipe all surfaces
	6
	5

	5.
	Dispose of rubbish
	10
	5


CHANGING ROOMS AND SHOWERS
	
	ELEMENT
	SEE NOTE
	WEEKLY FREQUENCY

	1.
	Empty waste bin
	1
	5

	2.
	Mop/brush sweep floor
	3 & 4
	5

	3.
	Wet mop changing room floor
	
	5

	4.
	Scrub and disinfect showers and wipe walls
	
	5

	5.
	Remove gratings and clean gullies and gratings
	
	5

	6.
	General dust/damp wipe all surfaces
	6
	5

	7.
	Clean sink/basin
	7 & 9
	5

	8.
	Clean water fountain
	
	5

	9.
	Dispose of rubbish
	10
	5


TOILETS

	1.
	Empty waste bin
	1
	5

	2.
	Broom sweep floor
	4
	5

	3.
	Dust/damp wipe all fittings
	6
	5

	4.
	Wet mop floor
	
	5

	5.
	Clean gullies and gratings
	
	5

	6.
	Clean and disinfect urinals
	9
	5

	7.
	Descale urinals
	9
	1

	8.
	Clean and disinfect WC (incl. both sides of seat and partitions)
	
	5

	9.
	Clean water fountain
	
	5

	10.
	Clean sink/basin
	7 & 9
	5

	11
	Dispose of rubbish
	10
	5


ENTRANCE HALL, FOYER OR LOBBY, DISPLAY AREA, EXHIBITION AREA
	1.
	Empty waste bin
	1
	5

	2.
	Move furniture as necessary
	
	5

	3.
	Mop sweep/vacuum floor
	3 & 4
	5

	4.
	General dust/damp wipe all surfaces
	6
	5

	5.
	Damp mop floor
	5
	5

	6.
	Clean door glass
	
	1

	7.
	Vacuum dust control mats
	
	5

	8.
	Lift and shake other mats. Clean mat well.
	11
	5

	9.
	Dispose of rubbish
	10
	5


CORRIDOR/CLOAKROOM
	1.
	Empty waste bin
	1
	5

	2.
	Mop sweep/vacuum floor
	3 & 4
	5

	3.
	Damp mop marks/spillage's
	
	5

	4.
	Damp mop floor
	5
	1

	5.
	General dust/damp wipe all surfaces
	6
	5

	6.
	Clean sink/basin
	7 & 9
	5

	7.
	Dispose of rubbish
	10
	5


STAIRCASE/LANDING
	
	ELEMENT
	SEE NOTE
	WEEKLY FREQUENCY

	1.
	Mop sweep, brush sweep or vacuum
	3 & 4
	5

	2.
	Damp mop non-carpet areas
	5
	1

	3.
	General dust/damp wipe all surfaces
	6
	5

	4.
	Dispose of rubbish
	10
	5


MISCELLANEOUS ITEMS/ LIFTS
	1.
	Mop sweep floor
	3
	5

	2.
	Damp mop floor
	
	1

	3.
	Damp wipe surfaces including both sides of doors
	
	1


CLEANING NOTES – TERM TIME

1. Waste bin to be damp wiped inside and outside once per week.

2. Chairs to be damp wiped once per week.

3. Mop sweepers treated with mop dressing fluid are to be used on all smooth floor surfaces.

4. Clean out corners and under furniture and radiators/pipes.

5. Carpets to be spot cleaned as necessary.

6. No ‘dry dusting’ is to take place. A Nenette mop treated with mop dressing or a damp cloth is to be used. ‘Surfaces’ means all horizontal surfaces, desks, tables, sills, chalk board sills, ledges, radiators and heaters. Doors and door glass to be damp wiped daily. Remove cobwebs (see note 13 for computer rooms).

7. Clean sink and basins using detergent cleaner. Glue and any other substance adhering to the surface is to be wiped off. Wipe any splash backs and draining boards.

8. Brooms, brushes and dry dusters must not be used in pottery, ceramic and kiln rooms.

9. Use only proprietary stainless steel cleaners and descalers where appropriate.

10. Rubbish to be removed to waste bins nominated on site.

11. Mats are to be shaken outside the building.

A damp cloth only is to be used in the vicinity of computers. On no account is any mop dressing, impregnated cloth, or mop to come into contact with computer equipment.

Out of term cleaning

HOLIDAY CLEANING (SUMMER)

Planning and preparation prevents poor performance.

Planning
This is an important part of a Premises Officer’s duties and the quality of the clean which takes place during the Summer break can play a large part in determining the quality and standard of those areas which the Premises Officer is responsible during the following year. 

The clean should always be a planned operation since educational establishments are increasingly used for playschemes and contractors normally carry out major works during the school break.

It is important to liase with the Headteacher/Principal in order to determine whether or not the premises will be used for any activities/playschemes, and if so, which areas will be allocated to them.

Likewise if contractors are expected, attempt to find out exactly where they will be working and plan accordingly. Good liaison between the Premises Officer, Headteacher and any groups/contractors likely to use the premises is essential if the holiday is to be planned and carried out successfully.

This information can be passed onto the contract cleaning supervisor (if applicable) who will be able to provide you with a copy of their cleaning programme. The clean can then be carried out in an orderly manner with all parties being aware of what is happening, and when. 

There are certain tasks that can be carried out prior to the end of term. This will afford more time in the holiday period to complete the major part of the cleaning operation. For example, polish build-up can be removed from certain floor areas, and lightshades/diffusers can be taken down and cleaned.
Efficient preparation is also an important factor before the Summer clean and it is important to ensure that all equipment, steps and mechanical aids are in safe condition and operating correctly. It is the responsibility of the Premises Officer to ensure that all staff are aware of their Health and Safety responsibilities, and that they are carried out.

An adequate amount of cleaning facilities (and COSHH information) should also be available.

When approaching the end of term, it is a good idea to ask the Headteacher/Principal to remind teachers to store away teaching aids, remove all posters/pictures from walls/notice boards and ask if desks can be emptied. Also, ask for any livestock within the establishment to be removed during the holiday period or ensure that adequate provision is made to care for it whilst the school is closed.

The clean which takes place during the Summer holiday break is most significant as the quality of the operation largely determines durability and quality standard throughout the year. There are three key words a Premises Officer should bear in mind, PLAN, PREPARE and PERFORM. These are described in more detail overleaf. 

The main holiday clean must always be a planned operation, but where and how does a Premises Officer commence? Before a major holiday clean it is good practice for a premises Officer to walk round the school with a notebook and make a list of work to be carried out. Make a rough calculation on how much time can be spent on each area to be cleaned and attempt to fit this in with the number of working hours available. 

This is also a reliable guide to future operations in holiday cleaning. In the past few years, schools and colleges have been used more frequently during the Summer break. Activities such as playschools often disrupt the plans of the Premises Officer. To overcome this and other associated problems, good and sensible planning is essential.

Efficient preparation is another important factor before a major clean. It is imperative that the premises Officer ensures that an adequate amount of cleaning material/equipment is available, check that all mechanical aids are working, and that steps/ladders are safe to use. Indeed it is the responsibility of the Premises Officer to ensure that all safety procedures are known and carried out. It is good practice for a Premises Officer to obtain full co-operation from the Headteacher and other teaching staff to see that school equipment, teaching aids, pictures, models, displays etc are moved and locked away, desks are emptied and rubbish cleared.

Some Premises Officers are often unaware what is about to take place in their school regarding contractors, and one of the added frustrations on occasions is appearance of contractors on the premises during a major clean. 

It is obviously an advantageous to try and arrange with them that your work fits in with theirs. There is nothing worse than having fully completed work in an area, and then finding a contractor needs to occupy that area to carry out essential work which will ruin all the work already completed by the Premises Officer/cleaning staff.

It is the duty of the Premises Officer to find out in advance if contractor’s work is to be carried out in their school, it forms part of the forward planning required on such occasions. It is always good sense and good planning to allow one or two days spare at the end of a major clean. This will enable the premises Officer to look around and see if anything has been missed and also gives the opportunity to carry out extra tasks not originally thought possible. When the premises Officer has fully planned the work programme he/she should now be ready to perform the arduous task of a major clean. 

Practical Cleaning

It is not intended at this stage to determine how a Premises Officer deploys and uses their cleaning staff. However, where there is a large cleaning staff it is recommended that work is carried out in pairs, and to alternate the type of work if possible. 

The cleaning of a school or college, whether it is single or multi-storey, should start from the highest part and work downwards and inwards towards the centre of the school. 

In classrooms, all furniture should be removed either into a corridor or another classroom to enable the cleaning staff to move in and clean them.

The Premises Officer and assistants (where applicable) should begin in the classroom where the walls meet the ceiling and brush or mop down all dust and dirt including electric light shades and window ledges. In older buildings it is a good tip to have a small paintbrush to clean dust or dirt from awkward corners, but if dirt has been cleared away regularly this should not be such a problem.

Never clean the lower half of a wall and leave the top as this will result in a tide mark. All radiators, cupboards, doorframes etc should be washed and internal glass cleaned. Always ensure that there is a minimum amount of movement of stepladders and mechanical aids, etc. In the initial stages of the clean premises Officers should work in advance of the cleaners (where applicable) cleaning the high level areas and ensure that cleaners are not being held up due to lack of work through bad programming. Following the completion of the cleaning, Premises Officers will then concentrate on cleaning and treating floor surfaces.

When floors are completed the cleaned desks and furniture should be returned to the room and put into place. When the work has been completed the room should be locked. 

On completion of all rooms and lavatories in an area, the same cleaning formula is carried out in the corridor. In multi-storey schools when rooms and landings have been completed, steps should be hand scrubbed. This can be tiring work and should not be left to one person.

In many schools, floor surfaces are fully carpeted. Premises Officers should cover exposed areas of carpet when cleaning walls etc. Following this, all wet areas, lavatories, entrances, etc. should be completed. 

Finally carpets must be shampooed. All school carpets must be shampooed in the major holiday clean, and it is preferable to use a water extraction machine. 

To summarise: effective major cleaning of premises must be carefully organised and must ensure that staff work in a team in the right place at the right time, using the methods recommended.

Although the major holiday clean during the Summer break is extremely important, there are other school holidays in which the premises Officer can carry out cleaning on a smaller scale. These are of a shorter duration and due to the holiday demands of staff, the workforce if often depleted. In these circumstances the pre-planning and organisation of the Premises Officer is of extreme importance. In general this means attention to what is known as key areas which vary from school to school. The Premises Officer is fully aware of these however, and it may be the treatment of certain floor surfaces, special attention to a gym hall, furniture cleaning or lavatories. 

Whatever it may be, it is important that a Premises Officer plans the workload to ensure that the necessary time is given to clean effectively without any detriment to the school. 

With increased holiday entitlements and staff and schools are being used more during holiday periods, time available for cleaning is decreasing. It is therefore more important than ever that effective planning, preparation and performance is maintained by the Premises Officer. (Extra hours may need to be requested or an increase in staff to accommodate the shortfall)

It is important to liase with your Headteacher/Principal/Head of Centre with regard to any major cleaning operation. They may have specific areas that they feel require extra attention.

Whilst it is usual practice to carry out annual floor maintenance during the Summer holiday, there may be occasions when certain floor areas are in need of attention than other times of the year. 

Always remember that any floor work involving scrubbing, stripping and sealing will not be successful unless adequate time is allowed for the various processes to be completed and to dry thoroughly.

Therefore, you should be very selective if you attempt major floor maintenance during the Christmas and Easter breaks because of the limited time available.

For example, a typical school hall floor will need to be out of use for at least two weeks (10 working days) if it requires stripping, resealing and polishing.

This may appear to be a long time but much of this is to allow each stage in the process to dry thoroughly, which is a vital element in any floor maintenance process. 

Whilst each process is allowed to dry, the Premises Officer can use this time to carry out other tasks, but it is important to remember that vital floor maintenance cannot be rushed. Serious damage can result if each process is not carried out carefully, methodically and allowed to dry thoroughly.

CLASSROOMS

	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Desks, tables and work surfaces.
	All soiling to desks, tables and work surfaces to be washed, cleaned and dried. Apply polish to wooden desk tops, tables and other work surfaces.

	5.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	6.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	7.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	8.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


CRAFTROOM
(ART & CRAFT, NEEDLEWORK, SCIENCE, UPHOLSTERY, SOFT TOYS, HOME ECONOMICS FLAT, JEWELLERY, WEAVING, ROJECT AREA, SCREEN PRINTING, FASHION DESIGN, GRAPHIC DESIGN.)

	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Desks, tables and work surfaces.
	All soiling to desks, tables and work surfaces to be washed, cleaned and dried. Apply polish to wooden desk tops, tables and other work surfaces.

	5.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	6.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	7.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	8.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


WORKSHOPS
(WOODWORK, METALWORK, CAR MAINTENANCE, BOAT BUILDING, FOUNDRY, ENGINEERING, FURNITURE AND SPECIAL F.E. WORKSHOPS.)
	1.
	Floors
	Machine scrub and vacuum dry, using a solution of detergent and water. Apply wood oil to unsealed wood floors.

	2.
	Work benches
	Brush off with stiff hand brush.

	3.
	Other work surfaces
	All soiling to work surfaces other than benches to be washed clean and dried.

	4.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	5.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	6.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	7.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


NOTE:   Machinery such as lathes, drill stands, metal cutters and any other mechanically operated tools are to be cleaned by technical staff.

POTTERY, CERAMICS & KILN ROOM

	1.
	Work benches and other work surfaces
	Vacuum clean. Damp wipe and dry polish as appropriate.

	2.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	3.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	4.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	5.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 

	6.
	Floor
	To be washed.


DOMESTIC SCIENCE, STAFF KITCHEN, COOKERY, CATERING KITCHENS,

REFECTORY, KITCHENS.
	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Fixtures and fittings (not cookers)
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	5.
	Tables and work surfaces
	All soiling to tables and other work surfaces to be washed clean and dried.

	6.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	7.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	8.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


STAFF ROOM, OFFICES, MIR, LIBRARY, LECTURE THEATRE AND ASSOCIATED ROOMS, CONFERENCE ROOM, CAREERS ROOM, COMMUNITY LOUNGE, COMMON ROOM, CRECHE, RESOURCES AREA, DRAMA, REPROGRAPHIC, DRESSING, TEA BAR, BAR, BEAUTY ROOM, HAIRDRESSING SALON, REFECTORY.

	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Desks, tables and work surfaces.
	All soiling to desks, tables and work surfaces to be washed, cleaned and dried. Apply polish to wooden desk tops, tables and other work surfaces.

	5.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	6.
	Sinks
	Scour and dry polish internal and external surfaces of sinks and draining areas. Damp wipe and dry polish taps and tiled areas adjacent to sink units.

	7.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	8.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


NOTE:   No dry dusting or sweeping is to take place in pottery, ceramics or kiln rooms. Term specification.

COMPUTER ROOM, MUSIC/SOUND STUDIO, PHOTOGRAPHIC STUDIO, PROJECTION ROOM.
	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Desks, tables and work surfaces.
	All soiling to desks, tables and work surfaces to be washed, cleaned and dried. Apply polish to wooden desk tops, tables and other work surfaces.

	5.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	6.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	7.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


HALL GYMNASIA, SPORTS HALL, STAGE, BALCONY, LIGHTING GALLERY, EQUIPMENT STORE.

	1.
	Carpeted floors
	Thoroughly vacuum clean. Spot clean soiled areas.

	2.
	Woodgrain floors
	Machine scrub and vacuum dry floor areas using a solution of the recommended detergent and water. Treat with two coats of the appropriate polish (not Gymnasia or Sports Hall).

	3.
	Sealed wood, cork or other floor
	Machine scrub and vacuum dry floor areas using a minimum amount of a solution of neutral detergent and water. Patch seal worn areas. Treat with two coats of appropriate polish (not Gymnasia or Sports Hall).

	4.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	5.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	6.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


CHANGING ROOMS AND SHOWERS
	1.
	Floors
	Machine scrub and vacuum dry floor areas using a solution of germicidal detergent and water. Hand scrub/scour shower floors and other floor areas inaccessible to machines.

	2.
	Handbasins and drinking fountains
	Scour and dry polish handbasins and drinking fountains (both internal land external surfaces) using an abrasive pad and a solution of germicidal detergent and water.

	3.
	Tiled wall areas
	Scour, rinse and dry polish tiled wall areas, using a solution of germicidal detergent and water.

	4.
	Other wall areas and partitions
	Wash to a height of 2 metres using a solution of germicidal detergent and water.

	5.
	Sanitary fittings
	Wash and dry polish roller towel cabinets, dispensers pipes and plated metalwork, cubicle doors, mirrors and other fittings.


TOILETS

	1.
	Floors
	Machine scrub and vacuum dry floor areas using a solution of germicidal detergent and water. Hand scrub areas inaccessible to machines.

	2.
	Sanitary ware
	Scour WC pans, urinals and troughs using an abrasive pad and a solution of germicidal detergent and water. Descale where necessary. 

	3.
	Handbasins and drinking fountains
	Scour and dry polish handbasins and drinking fountains (both internal land external surfaces) using an abrasive pad and a solution of germicidal detergent and water.

	4.
	Tiled wall areas
	Scour, rinse and dry polish tiled wall areas, using a solution of germicidal detergent and water.

	5.
	Other wall areas and partitions
	Wash to a height of 2 metres using a solution of germicidal detergent and water.

	6.
	Sanitary fittings
	Wash and dry polish roller towel cabinets, dispensers pipes and plated metalwork, cubicle doors, mirrors and other fittings.


ENTRANCE HALL, FOYER OR LOBBY, DISPLAY AREA, EXHIBITION AREA.

	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	5.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	6.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


CORRIDOR/CLOAKROOM

	1.
	Vinyl floors (polished)
	Remove all chairs and tables/desks, spray burnish floor, replace furniture.

	2.
	Other floors (polished)
	Floors to be thoroughly cleaned and treated with two coats of the appropriate polish.

	3.
	Floors (unpolished)
	Machine scrub and vacuum dry unpolished floor areas, using a solution of neutral detergent and water.

	4.
	Fixtures and fittings
	Damp wipe and dry polish as applicable cabinets, cupboards, bookcases, sills, ledges, mirrors, radiators, noticeboards, black and white boards and other vertical work surfaces. Apply polish to furniture as appropriate.

	5.
	Handbasins, sinks and drinking fountains
	Scour and dry polish handbasins, sinks and drinking fountains (both internal land external surfaces) using an abrasive pad and a solution of germicidal detergent and water.

	6.
	Walls (washable)
	All soiling to be washed off to a height of two metres.

	7.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres. 


STAIRCASE/LANDINGS

	1.
	Vinyl finish
	Treads and risers to be thoroughly cleaned and treated with two coats of the appropriate polish.

	2.
	Sealed wood
	Treads and risers to be thoroughly cleaned and treated using a neutral detergent. Patch seal worn areas.

	3.
	Other finishes
	Treads and risers to be thoroughly cleaned using a neutral detergent.

	4.
	Edges of open plan stairs
	To be thoroughly cleaned using a neutral detergent.

	5.
	Handrails, balustrades, ledges and sills
	To be thoroughly cleaned using a neutral detergent.

	6.
	Walls (washable)
	All soiling to be washed off to a height of two metres from floor, stairs or landings.

	7.
	Walls (not washable)
	Dust or vacuum clean to a height of two metres from floor, stairs or landings.


NOTE:    On the last day of each ‘In Term’ period all areas are to receive a full clean in accordance with the ‘In Term’ specification.
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