	Area
	Standard
	Proposed Cleaning Method
	Minimum Frequency

	Floors: Carpet, Vinyl, Wood, Marble, Ceramic
	Free from dirt, debris, dust and any visible stains at all times, particularly along edges and in corners
	Vacuum thoroughly.  Wash.  Polish as appropriate
	Daily

	Carpet
	Free from dirt, debris, dust and any visible stains at all times, particularly along edges and in corners
	Vacuum thoroughly. 

Machine wash with chemicals
	Daily 

As needed remove stains

	Handrails/Sills/ Window Ledges
	To be maintained free from dust
	Damp wipe and spot clean
	Daily

	Windows & Glazing, security bars
	 
	 
	 

	Internal
	All windows, bars, glass partitions to be clean and free from any visible marks and stains
	Wash, clean and buff to shine
	Spot clean as necessary & 3 monthly

	External
	Ground floor external glazing to be maintained as above.  External glazing for upper floors to be cleaned as per cleaning requirements.
	Wash, clean and buff to shine


	Spot clean as necessary & 3 monthly

	Blinds
	Blinds to be maintained free from visible dust and stains
	Dust and damp wipe
	Spot clean as necessary & 3 monthly

	Work Surfaces Desk/Tables/Equipment
	To be clean and free from any visible dust, dirt and stains
	Damp wipe and dry
	Daily

	Furniture/Furnishings
	Tables and chairs to be clean and free from any dust, smears, stains and dirt at all times (including chair seats and legs)
	Damp and wipe and polish

Put all conference room chairs back in place
	Daily

	
	Seating free from obvious marks, stains and dust at all times
	Vacuum, damp wipe, buff to a shine, spot clean & polish
	Daily

	
	All meeting tables to be free from dust, stains and smears at all times
	Damp wipe, spot clean & polish
	Daily

	
	Meeting chairs to be free from dust
	Vacuum & damp wipe
	Daily

	Walls
	All tiled surfaces to be free from visible dirt, stains and smears
	Damp wipe and buff dry
	Weekly & monthly

	Passenger lifts 
	Internal mirrors to be free from visible dust and smears

All stainless steel finishes to be free from dust, smears and fingerprints

All floor finishes to be free from dust, dirt and stains


	Wash, clean and buff to shine

Wipe down & clean using appropriate cleaner 

Wash & spot clean


	Daily

Daily

(Day staff to maintain throughout the day)

	Dining area
	All surfaces to be free from dust, dirt and visible stains at the start and finish of each working day
	Wash, disinfect, clean and buff dry
	Daily

	
	
	
	

	Wash Hand Basins & Sinks
	Wash hand basins, sinks and surrounding surfaces and taps to be clean and free from any build up of dirt, dust, stains, waste matter, tide marks and scale
	Wash, disinfect, clean and buff dry
	Daily

	
	
	
	

	Doors
	Handles to be free from smears, stains and a visible build up of dirt

Doors free from dust, dirt and visible stains
	Dust, damp wipe and buff dry

Wash and buff dry
	Daily

Spot clean as necessary & three monthly

	
	
	
	

	Toilets
	WC pans, seats and urinals to be free from any visible dirt, stains or smears and sanitised to maintain a high standard of cleanliness at all times
	Wash, disinfect clean and buff dry
	Daily and as necessary

	
	
	
	

	Showers
	Tiled surfaces to be free from any visible dirt and smears
	Damp wipe and cleaned
	Weekly

	
	Shower basins to be free from any visible dirt, stains, or smears and sanitised with no visible dirt
	Wash, disinfect, de-scale, clean & buff dry
	Daily

	
	All work surfaces and furnishings in the shower areas to be maintained free from dust, dirt and stains
	Damp wipe, de-scale & buff dry
	Daily

	Mirrors/Glazing
	All mirrors and glazing to be free of any dust, dirt, smears and stains
	Cleaned and buff to a shine
	Daily

	
	
	
	

	Fixtures and Fittings
	Including toilet roll holders, soap dispensers, hand dryers, towel rails and roller towel holders to be maintained free from dust, dirt and smears
	Damp wipe & dry
	Daily

	Main walkways
	Corners and floor edges to be maintained free from dirt and dust build up
	Damp, wipe & clean
	Daily



	Walls skirtings
	Free from visible dust and marks
	Damp, wipe & clean
	Weekly

	Walls below 2m – including: light switches, sills, railings
	Free from visible dust and stains
	Damp, wipe & clean
	Daily

	
	Picture and notice frames to be free from visible dust
	Damp, wipe, clean & buff dry
	Weekly

	 Ledges and pictures/notices
	Glazed pictures/notices to be free from visible dirt, stains, smears and fingerprints
	Damp, wipe, clean & buff dry
	Weekly

	 
	Frames only to be cleaned on non glazed pictures, paintings, prints and notices
	Flick dust
	Weekly

	Storage Cabinets 1.5 m and under
	Tops of storage cabinets to be free from visible dust
	Damp wipe & buff dry
	Daily

	Storage Cabinets over 1.5 m
	Periodic cleaning required to minimise build up of dust
	Damp wipe & buff dry
	Weekly

	Waste Removal
	 
	 
	 

	Waste Paper bins
	Monitored regularly ensure availability for use at all times
	damp wipe & replace liner
	Throughout the day

	Recycling units Shredding machines
	Monitored regularly ensure availability for use at all times
	Damp wipe
	Throughout the day

	Wall lights/lamps, signage
	Maintained free from visible dirt and build up of dust to be clearly visible at all times, free from any build up of dust
	Dust & shine
	Weekly

	Smoking Room/Bar
	All surfaces to be clean from visible stains
	Damp wipe & buff dry
	Daily

	Ashtrays
	Maintain free from debris
	Damp wipe, clean, disinfect, clean & spot clean
	Throughout the day

	Bins
	Maintained regularly
	Empty & wipe clean
	Daily

	Fire Exits/Stairways
	Stairs and stair wells to be maintained free of any dirt, debris and stains
	Litter pick, sweep, vacuum & wash
	Daily & Weekly

	
	Hand rails, railings and guard rails to be free from debris and stains
	Damp wipe
	Daily & Weekly

	
	Evidence of regular cleaning programmes particularly in respect of corners, skirtings and stain edges
	Litter pick, sweep, vacuum & wash
	Weekly

	
	Walls to be maintained free from any visible marks/stains
	Damp wipe & dry
	Weekly

	Entrance/External, Walkways & Entrance
	Maintain free from litter and debris
	Litter pick, sweep, empty, dust & vacuum
	Daily

	External Exits
	Handrails, railings and guard rails to be free from visible dirt and stains
	Damp wipe & Dry, litter pick & vacuum
	Daily

	Parking and paths
	To be clean and free from any visible dust, dirt
	Litter pick, sweep & wash
	Daily & Monthly

	Fire Extinguishing Units
	To be maintained free from visible build up of dust
	Dust and damp wipe
	Weekly

	
	
	
	

	Plants


	Maintain level of humidity in flower pots


	Watering


	Twice a week



	Refrigerators
	Cleaning programme required to maintain fridges to a hygienic standard, to include defrosting and full clean
	Wash, sanitise & buff dry
	Daily & Three-monthly

	Consumables

Duster clothes
	Maintain supplies of consumables for all areas ensuring availability throughout normal working day

All the duster clothes shall be cleaned/washed with soap at least once in a day. Dusters used for toilets cannot be used for other areas.
	Fully replenish all units and dispensers

Cleaned/washed with soap at least once in a day
	Throughout the day

Daily

	Dishes
	All Kitchen dishes left in the office to be removed and placed on the corridor
	Remove from the office and place on the corridor
	Daily

	Daily Cleaning Activities
	Carry out daily cleaning programme with no impact on the OHR business, to maintain cleaning standards throughout normal working hours
	Day staff schedule to meet with local area requirements
	Throughout the day

	
	
	
	

	General Cleaning Programme
	All premises with equipment and furniture should be cleaned in detail for exceptional hygienic standard
	Each surface to dust, wash, damp wipe, vacuum
	Twice a year

	Response to Customer Requests
	Provide response to Customer calls during working hours.  This may include notification of spillages, request for additional rubbish removals etc.
	Day staff to respond immediately upon request
	In accordance with requirements
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