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correctional services

Department:;
Carrectional Services
REPUBLIC OF SOUTH AFRICA

15 SPECIFICATION: RENDERING OF STANDARD CLEANING SERVICES AND

PROVISION OF HYGIENE EQUIPMENT: DCS HEAD OFFICE

AREAS AREAS OF COMPLIANCE FREQUENCY COMPLY
YES/NO
1. BATHROOMS, LAVATORIES ETC
Basins Wet wipe with hard surface cleaner and rinse. Daily
Remove other foreign bodies. Daily
Remove mineral deposit Weekly
Toilets Ensure usability and replenish consumables: Daily
Provide wet wipes Daily
Remove spillage from bowl and under flush rim with Daily
hard surface cleaner and a brush.
Remove mineral deposits. Weekly
Wet wash seat and lid, cistern and pipes etc. Daily
Disinfect all components Daily

Toilets walls

Wet wipe with disinfectant.

Twice weekly

Toilets doors

Wet wipe with disinfectant.

Twice weekly

Toilets floors Clean floor according to type. Daily
Mirrors Wet wipe and dry. Daily
Polish with glass cleaner. Weekly
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correctional services

Department:
Correctional Services
REPUBLIC OF SOUTH AFRICA
Showers Remove fats and grease from walls, door and floor Daily
using hard surface cleaner.
Disinfect using disinfectant. Daily
Taps Wet wipe with hard surface cleaner. Daily
Remove mineral deposits. Weekly
Urinals Remove litter & Foreign body Daily
Provide deo blocks As required
Wet wipe with hard surface cleaner or disinfectant. Daily
Wet wipe and dry pipes and flushing mechanisms. Daily
Mop step or floor at urinal with disinfectant. Twice daily
Remove mineral deposits from gullies and drains. Weekly
Urinals bases deep cleaning As required
2. FURNITURE, OFFICE EQUIPMENT ETC
Chairs - cloth Vacuum. Weekly
Shampoo. Bi-annually
Chairs - vinyl/ | Dust. Daily
leather
Damp wipe. Fortnightly
Electrical Dust. Daily
equipment
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correctional services

Comechonai Services
REPUBLIC OF SOUTH AFRICA

Damp wipe. Weekly
Heaters Dust. Daily

Damp wipe. Weekly
Lamps Dust. Daily

Damp wipe. Weekly
Mirrors Dust. Daily

Polish with glass cleaner. Weekly
Ornaments Dust. Twice weekly

Damp wipe. Weekly
Partitions Spot clean Monthly

Wet wipe washable surfaces. Bi- annually

Clean glass with glass cleaner. Monthly
Pictures Dust frames. Weekly

Damp wipe frames and clean glass Fortnightly
Rubbish bins Empty: morning and afternoon Daily

Damp wipe Daily

Remove stains and disinfect Weekly
Electronics Damp wipe Weekly
screens
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correctional services

Department:
Correctional Services
REPUBLIC OF SOUTH AFRICA
Shelves Dust those that are empty. Weekly
Damp wipe when shelves are clear. As required
Tables / natural | Dust. Daily
{ unsealed
wood Polish. Weekly
Tables / sealed | Dust. Daily
wood / glass /
Formica Polish.- damp wipe Weekly
Telephones Dust. Daily
Damp wipe with disinfectant Weekly
Pedestals Dust. Daily
Polish. Weekly
Filing cabinets | Dust. Daily
I wood
Polish. Weekly
Filing cabinets | Dust. Daily
! steel
Damp wipe. Weekly
Cupboards Dust. Daily
Polish. Weekly
Book cases Dust or damp wipe. Daily
Polish. Weekly
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correctional services

Comectional Services
REPUBLIC OF SOUTH AFRICA
Coffee tables Dust or damp wipe. Daily
Polish. Weekly
3. NAME PLATES, SIGN BOARDS ETC
Name plates Damp wipe. Weekly
Polish with cleaning agent. Monthly
Sign plates Damp wipe. Weekly
Polish with cleaning agent. Monthly
4. FLOORS AND FLOOR FINISHING
CARPETS
High traffic: Vacuum. Twice weekly
Low traffic Vacuum. Weekly
Remove spots and stains Daily
Deep cleaning. Annually
5. FLOORS - RESILIENT (vinyl, PVC, linoleum, sealed wood etc)
High traffic Remove dust with mop or disposable cloth sweeper Daily
Damp mop for soil age As required
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correctional services

Department:
Correctional Services

REPUBLIC OF SOUTH AFRICA
Spray clean or burnish using a mechanized system. weekly
Light scrub and apply maintenance coat Monthly
Strip clean and reseal with non-slip polish and buff. Bi-annually

6. FLOORS - RESILIENT cont. (vinyl, PVC, linoleum, sealed wood etc)

Low traffic

Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soil age. As required
Spray clean or burnish using a mechanized system. Weekly
Light scrub and apply maintenance coat. Quarterly
Strip clean and reseal with non-slip polish and buff. Annually

7. FLOORS - HARD (ceramic, marble, granite, brick, concrete, terrazzo, parquet etc)

High traffic Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soil age. Daily
Spray clean or burnish using a mechanized system. Weekly
Machine scrub and dry to remove accumulated Quarterly
soilage.

Low traffic Remove dust with mop — or disposable cloth sweeper. | Daily
Damp mop for soilage. Daily
Spray clean or burnish using a mechanized system. Weekly
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correctional services

Department:
REPUBLIC OF SOUTH AFRICA
Machine scrub and dry to remove accumulated Bi-annually
soilage.
8. FLOORS - HARD (quarry tile, quartzite, black grano, etc)

High traffic Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soilage. As required
Polish with non-slip polish. Fortnightly

Low traffic Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soilage. As required
Polish with non-slip polish. Monthly

9. WOOD LAMINATED FLOORS

High traffic Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soilage. As required
Microfiber mop As required
Use polish meant for wood laminated floor. Fortnightly

Low traffic Remove dust with mop or disposable cloth sweeper. Daily
Damp mop for soilage. As required
Microfiber mop As required
Use polish meant for wood laminated floor. fortnightly
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correctional services

Department:
Correctional Setvices
REPUBLIC OF SOUTH AFRICA
Dust or damp wipe. Weekly
10. DOORS & DOOR HANDLES cont.
Doors Remove finger marks on glass and push plates. Daily
Dust or Damp wipe weekly
Door handles & | Damp wipe with disinfectant and dry. Weekly
knobs (chrome
plated, Polish with cleaning agent. Weekly
aluminum /
copper / brass)
11. WALLS
Internal walls Spot clean. As required
Wet wiped down using a cleaning agent and dried. Fortnightly
Bagged walls Dusted. Monthly
12. WINDOWS, WINDOW SILLS, HANDLES & LEDGES ETC
Inside and Clean with glass cleaner. Monthly
outside within
reach
Clean with glass cleaner and squeegee. As required
Handles & Damp wipe. Weekly
regulators
Polish with cleaning agent. Monthly
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Window sills Dust. Weekly
Damp wipe. Fortnightly

Low ledges Dust. Weekly

13. BLINDS AND CURTAINS

Vertical louvre | Vacuum clean with brush attachments. Quarterly

blinds

Venetian blinds | Damp wipe. Monthly

Curtains Wash or dry clean. Annually

14. KITCHENS

Kitchens Collect dishes from offices Twice daily
Collect dishes from conference rooms As required
Crockery and cutlery washed, dried and stored. Twice daily
Floors damp mopped and dried. Daily
Supply dishwashing liquid As required
Supply and maintain dish clothes. As required
Work surfaces wet wiped and dried. Daily
Wallls and cupboards wet wiped. Weekly
Cupboard storage cleared, wet wiped and disinfected. | Monthly
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Department:
mpf Correctional Services
Wng”  REPUBLIC OF SOUTHAFRICA
Ovens / stoves | Wet wipe hot plates with hard surface cleaner. Daily
| microwaves
Use caustic aerosol spray on enameled oven surfaces. | Monthly
Wet wipe and rinse inside surfaces of microwaves. Weekly
Refrigerators/ Clean and refill daily
Dual cooler
water bottles
Damp wipe doors and sides. Weekly
Remove contents and damp wipe shelves. Weekly
Defrost and clean shelves and inside surfaces. Monthly
Sinks Wet wipe with hard surface cleaner and rinse. Daily
Taps Wet wipe with hard surface cleaner. Daily
Remove mineral deposits. Monthly
15. ELEVATORS
Elevator Clean door tracks. Daily
Sweep and damp mop. Daily
Remove marks from doors. Daily
Damp wipe walls. Daily
Hand rails Damp wipe. Daily
Side panels Damp wiped with disinfectant. Weekly
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Department:
Caorrectional Services

REPUBLIC OF SOUTH AFRICA
Control panel Clean and shine. Daily
Mirrors. Damp wipe. Daily

Polish with glass cleaner. Weekly
Floor Clean and shine. Daily
indicators
16. STAIRS, STAIRWELLS & HANDRAILS
Handrails Dust. Daily
Wet wipe. Daily
Stairs Sweep, dust and mop treads. Daily
17. CEILINGS & HIGH LEVEL AREAS
Ceilings Dust. Monthly
Air vents Dust and wipe. Monthly
High level Dusting of all surfaces above 2 metres from the floor. Fortnightly
dusting This includes light fittings, blinds, high window ledges,
burglar guards, cupboard tops and beams.
18. OTHER AREAS
Lights Dust. Monthly
Damp wipe. Twice annually
Light switch Damp wipe. Weekly
Pipes Dust. Weekly
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Department:
REPUBLIC OF SOUTH AFRICA
Damp wipe. Monthly
Plugs Damp wipe. Weekly
Power skirt Dust. Weekly
Damp wipe. Monthly
Radiators Dust. Weekly
Damp wipe. Monthly
Railings Dust. Daily
Damp wipe. Weekly
Mirrors Polish with glass cleaner. Weekly
Fire fighting Dust. Weekly
equipment
Damp wipe. Monthly
Gym x2 Carpets - vacuum Twice weekly
Equipment- wiping Twice daily (07:00 and 12:30)
19. REFUSE REMOVAL AND REFUSE AREAS
Compactors Clear litter from area & place in containers for removal. | Daily
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Department:
Cormrrectional Services
REPUBLIC OF SOUTHAFRICA

20. COURTYARDS

Courtyards Remove litter. Daily
Sweep. Weekly
21. FIRE ESCAPES
Fire escapes Treads — sweep. Weekly
Hand Rails — damp wipe. Monthly
22. OTHER SERVICES
Breakages Blocked waste pipes, catch-pits, traps, washbasins, Immediately
urinals and toilet bowls to be reported.
Leaking taps, urinals and cisterns to be reported Immediately
Water bottles To be cleaned and refilled. Daily
Drinking Clean finger marks and water pools. Daily
fountain’s
Air-condition- Damp wipe Monthly
units
Pot plants Water plants Weekly
23. WASH ROOM REQUISITES
Three Toilet Supply and maintain As required
paper

dispensers per

toilet
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Department:
Correctional Services
REPUBLIC OF SOUTH AFRICA

SANS (1887:Part
2) Approved
:Toilet papers

Replace and replenish

As required

One labelled
soap dispenser
per hand basin

Supply and maintain

As required

Hand Soap

Refill hand soap dispensers

As required

Towel
dispensers:
Minister,

Supply and maintain

As required

Hand Towels
(Minister,
Deputy Minister
and
Commissioner )

Replace and replenish

As required

One sanitary
Receptacles per
toilet

Supply and maintain

As required

Sanitary
Receptacles

Empty , clean and remove contents

Daily

Paper towel
dispensers

Supply and maintain

As required

SANS approved
1887: part 8
Paper towels

Replace and replenish

As required

Labelled Air
freshener
dispenser:
install 15
minutes
electronically
administered

Supply and maintain

As required
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Department:
Correctional Services
REPUBLIC OF SOUTH AFRICA

Labelled Air
freshener:
electronically
administered

Replace and replenish

Weekly

Wet Wipe
Containers

Supply and maintain

As required

Cleaners to
collect from
Directorate:
HIV/AIDS
provide Condo
cans &
condoms

Check and refill

When required

GENERAL

1. Atleast two (2) cleaners must be employed per floor. One for each wing which should be as
follows:-

o West block: 18 full time cleaners (2 per floor) and 1 additional cleaner responsible for
senior management board room, gym and kitchen.

- Two (2) cleaners are responsible for ground floor (Senior Management entrance,
mezzanine area with five (5) office complexes, namely the Employee Relations, Head office
Logistical stores, Communication Auxiliary Services, Network Section and Facilities and
Security Offices: Total West-block=21 full time cleaners

e East Block: 32 full time cleaners

Ground floor (community Corrections) and Foyer East block=2

5t floor =1

6t floor =2

7t floor =1

8t floor =2

o floor =2
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Department:
Correctional Services
REPUBLIC OF SOUTH AFRICA

10" floor =2

11" floor =2

12" floor =2

13" floor =2

14" floor =2

17" floor =3

29" floor =2

30% floor =2

31st floor =2

32nd floor =2

33" floor =1

2. One manager and two full time Supervisors, one at East and one at West Block, must be
employed to supervise cleaning services.

3. These persons must not be involved with cleaning, but will be responsible for inspecting,
organizing, supervising, etc.

4. The supervisors must always be reachable.

5. The contractor must supply all cleaning agents as stipulated in the specification and such
agents to be SANS complaint and provide OHS office with material safety data sheet.

6. Store rooms for supply, rest rooms for cleaners as well as offices for the two supervisors
must be arranged by the service provider with the Landlord and will not be the responsibility
of the Department of Correctional Services. These rooms must be compliant with the OHS
ACT 83 of 95.

7. Management of cleaning company must meet with the DD Auxiliary Services at least once a
month to discuss operational issues/problems, if any.

8. In cases where a cleaner is absent from work he/she must be replaced for the time of

absence with another cleaner.
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Department:
m, \% Correctional Services
tu\ REPUBLIC OF SOUTHAFRICA

9. All cleaners and supervisors must be vetted as Department of Correctional Services Head
office is considered as a security area.

10. All cleaners and the supervisors must be in possession of an ID- cards with photos and
name of the company (provided by the company) to enable access control to identify
him/her as an employee of the cleaning company.

11. DCS must inspect company’s equipment (vacuum cleaners) bi-annually in order to ensure
that these equipment are well maintained throughout the contract period.

12. Different colour coded mops to be used to distinguish mops in the kitchen and toilet in order
to avert/prevent cross infection.

13. Cleaners must display appropriate signs when cleaning floors, e.g. cautious slippery floor.

4. The contractor must develop its workers on the inter alia skills:
Management skills (managers and supervisors)
Cleaning skills
Customer care services.
HIV/OHS legislation
Utilization of cleaning equipment and material

e @ o o o0 -

CONFIRMATION OF COMPLIANCE WITH SET SPECIFICATION

| (the bidder / bidding company / authorized representative) noted the set

requirements pertaining to the required services and declare that my / our offer fully complies with the set specification: YES / NO (please
delete whichever one is not applicable).
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