	
[Place on school letterhead]


[Date]
[insert Service Provider Representative name and title]
[insert Service Provider Representative postal address or email as set out at item 3 of Schedule 1]

Dear [insert Service Provider Representative name]
Variation Notice under clause 3.6(a) of the School Council Agreement for the Provision of Cleaning Services
We refer to the School Council Agreement for the Provision of Cleaning Services between [insert school name] School Council (School Council) and [insert cleaning service provider name and ABN] (Service Provider) dated [insert date the cleaning contract was signed by the parties] (Cleaning Contract).
The School Council hereby gives notice to the Service Provider under clause 3.6(a) of the Cleaning Contract to propose a variation to the scope of the Services under the Cleaning Contract as set out in the revised Schedule 3 (Services) attached to this notice as Annexure A (Varied Services).  The School Council requests the Service Provider to perform the Varied Services as the Victorian Government school system transitions to remote and flexible learning for Term 2 reducing the number of students and teachers on school premises during Term 2.
Clause 3.6(a) of the Cleaning Contract states that the Service Provider must provide a written proposal to the School Council setting out the varied fees that will apply to the Varied Services within 5 business days of its receipt of this Variation Notice from the School Council. 
We note this clause also requires the Service Provider to ensure the varied fees it puts forward in the fee proposal are reasonable and (i) where possible calculated in accordance with any formula utilised to calculate the fees under the Cleaning Contract; or where this is not possible (ii) must take into consideration the fees charged under the Cleaning Contract.
We look forward to receiving the fee proposal from you within 5 business days of this Variation Notice.  We thank you for your cooperation.
If you would like to discuss this notice further or the School’s revised requirements, please contact [insert contact name and details].
Yours sincerely
[insert sign off]


Annexure A – Varied Services
Schedule 3 – Services

1. [bookmark: _DTBK1043]SCHOOL DAY CLEANING ROUTINE
[bookmark: _DTBK1044]Please select the cleaning specifications required by your school on a daily or weekly basis.  Please tick the box [image: MCWB01372_0000[1]]to make that selection.

[bookmark: _DTBK399]SECURITY				Allowed time per day: 10 minutes		
	Description
	Action
	
	Days
	Notes

	[bookmark: _DTBK401][bookmark: _DTBK400]Alarms
	Turn On / Off
	
	DAILY
	

	[bookmark: _DTBK403][bookmark: _DTBK402]Windows
	Secure Lock
	
	DAILY
	

	[bookmark: _DTBK405][bookmark: _DTBK404]Doors
	Open / Secure Lock
	
	DAILY
	

	[bookmark: _DTBK407][bookmark: _DTBK406]Gates
	Secure Lock
	
	DAILY
	

	[bookmark: _DTBK409][bookmark: _DTBK408]Lights
	Switch On/Off
	
	DAILY
	

	[bookmark: _DTBK411][bookmark: _DTBK410]Heating / Cooling
	Turn on in Morning Turn off at Night
	
	DAILY
	

	[bookmark: _DTBK412]Other
	
	
	
	Please Specify


[bookmark: _DTBK1045]Security is our first priority.  Schools must be secured and locked in the evening or at the end of the cleaners shift.

[bookmark: _DTBK206]ENTRANCE FOYER   					m2=  [image: ]  (Total Square Meters)
	[bookmark: _DTBK207]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK414][bookmark: _DTBK413][bookmark: _DTBK1046]Glass Panel Door
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK416][bookmark: _DTBK415]
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK418][bookmark: _DTBK417]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK419]Entrance Door Mats
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK421][bookmark: _DTBK420]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK422]Floor – Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK424][bookmark: _DTBK423]
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK425][bookmark: _DTBK1047]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK427][bookmark: _DTBK426]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK428]Other
	
	
	
	Please Specify



[bookmark: _DTBK208]ADMINISTRATION   						m2= [image: ] (Total Square Meters)
	[bookmark: _DTBK209]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK429][bookmark: _DTBK1048]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK431][bookmark: _DTBK430]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK432]Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK434][bookmark: _DTBK433]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK436][bookmark: _DTBK435]Glass Petition
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK438][bookmark: _DTBK437]Tables / Furniture
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	Only if tables are cleared

	[bookmark: _DTBK440][bookmark: _DTBK439]Rubbish Bins
	Empty Paper Bins
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK442][bookmark: _DTBK441]
	Empty Food Waste Bins
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK444][bookmark: _DTBK443]
	Replace Bin Liners
	
	MON  TUE  WED  THU  FRI
	If required

	[bookmark: _DTBK446][bookmark: _DTBK445]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK447][bookmark: _DTBK448]Other
	
	
	MON  TUE  WED  THU  FRI
	Please List


[bookmark: _DTBK449]Administration area needs to be cleaned at all times as this is the window of the school.  First impressions do matter.

[bookmark: _DTBK210]FOYERS / CORRIDOORS					m2= [image: ]  (Total Square Meters)
	[bookmark: _DTBK211]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK450][bookmark: _DTBK1049]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK452][bookmark: _DTBK451]
	Spot Clean Stains
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK453]Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK455][bookmark: _DTBK454]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK457][bookmark: _DTBK456]Floor Tiles
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK458][bookmark: _DTBK459]Other
	
	
	MON  TUE  WED  THU  FRI
	Please List


[bookmark: _DTBK1050]The foyer is the passage of the school it needs to be clean at all times to avoid accidents from occurring.

[bookmark: _DTBK212]GENERAL CLASSROOMS    	[image: ] (No of classrooms)		m2= [image: ]  (Total Square Meters) 
	[bookmark: _DTBK213]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK461][bookmark: _DTBK460]Rubbish Bins
	Empty Paper Bins
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK463][bookmark: _DTBK462]
	Empty Food Waste Bins
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK466][bookmark: _DTBK465][bookmark: _DTBK464]
	Replace Bin Liners
	
	MON  TUE  WED  THU  FRI
	If Required

	[bookmark: _DTBK468][bookmark: _DTBK467]
	Wash
	
	MON  TUE  WED  THU  FRI
	If Required

	[bookmark: _DTBK469][bookmark: _DTBK1051]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK471][bookmark: _DTBK470]
	Spot Clean Stains
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK472]Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK474][bookmark: _DTBK473]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK476][bookmark: _DTBK475]Glass Partitions
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK478][bookmark: _DTBK477]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK480][bookmark: _DTBK479]Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	Recommended daily for junior classes

	[bookmark: _DTBK482][bookmark: _DTBK481]Whiteboard/ Chalk Ledge
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK484][bookmark: _DTBK483]Sink
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK486][bookmark: _DTBK485]Doors
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK488][bookmark: _DTBK487]
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK489]Ledge
	Dust
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK490][bookmark: _DTBK491]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify


[bookmark: _DTBK492]Class rooms are an area where they are heavily occupied.  These rooms must be cleaned daily to maintain a hygienic environment for students and staff.

[bookmark: _DTBK214]LABORATORIES 	[image: ] (No of Labs)				m2= [image: ] (Total Square Meters)
	[bookmark: _DTBK215]Description
	Action
	
	Days (Circle Day)
	Notes

	[bookmark: _DTBK494][bookmark: _DTBK493]Bench Tops
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK496][bookmark: _DTBK495]Sinks
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	Must be free of chemicals & equipment before cleaner can clean

	[bookmark: _DTBK498][bookmark: _DTBK497]Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	Must be free of chemicals & equipment before cleaner can clean

	[bookmark: _DTBK501][bookmark: _DTBK500][bookmark: _DTBK499]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	As Above

	[bookmark: _DTBK503][bookmark: _DTBK502]Chairs
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK504][bookmark: _DTBK505]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify


Laboratories must be free of any experimental chemicals used during tuition.  Cleaner will only clean the above areas if it is free of such chemicals.

[bookmark: _DTBK216]HOME ECONOMIC AREAS  [image: ] (No of Home Eco rooms)	 	m2= [image: ]  (Total Square Meters)
	[bookmark: _DTBK217]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK506]Floors
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK508][bookmark: _DTBK507]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK509]
	Buffed
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK510]Rubbish Bins
	Empty
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK512][bookmark: _DTBK511]
	Replace Liner
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK514][bookmark: _DTBK513]Bench Tops / Table
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK515][bookmark: _DTBK516]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify


This is a food dominated area and food scraps need to be emptied daily to avoid infections from growing

[bookmark: _DTBK218]MUSIC ROOM  [image: ] (No of Music Rooms)				m2= [image: ] (Total Square Meters)
	[bookmark: _DTBK219]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK517]Floors
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK519][bookmark: _DTBK518]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK520]Rubbish Bins
	Empty
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK522][bookmark: _DTBK521]
	Replace Liners
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK523]
	Wash
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK525][bookmark: _DTBK524]Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK527][bookmark: _DTBK526]
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK529][bookmark: _DTBK528]Chairs
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK531][bookmark: _DTBK530]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK532][bookmark: _DTBK533]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify


[bookmark: _DTBK220]
ART ROOM  	[image: ] (No of Art Rooms)				m2= [image: ](Total Square Meters)
	[bookmark: _DTBK221]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK535][bookmark: _DTBK534]Vinyl Floor
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK537][bookmark: _DTBK536]
	Sweep Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK539][bookmark: _DTBK538]Bench Tops / Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK541][bookmark: _DTBK540]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK543][bookmark: _DTBK542]Chairs
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK545][bookmark: _DTBK544]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK547][bookmark: _DTBK546]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK548][bookmark: _DTBK549]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK222]COMPUTER LAB   [image: ] (No of Computer Labs)			m2= [image: ] (Total Square Meters)
	[bookmark: _DTBK223]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK550][bookmark: _DTBK1052]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK552][bookmark: _DTBK551]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK554][bookmark: _DTBK553]Vinyl Floor
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK556][bookmark: _DTBK555]
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK558][bookmark: _DTBK557]Table Tops / Benches
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK560][bookmark: _DTBK559]
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK562][bookmark: _DTBK561]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK564][bookmark: _DTBK563]
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK565][bookmark: _DTBK566]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK224]MULTI - PURPOSE ROOM 	[image: ] (No of rooms)			m2= [image: ]  (Total Square Meters)
	[bookmark: _DTBK225]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK567][bookmark: _DTBK1053]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK569][bookmark: _DTBK568]
	Spot Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK570]Vinyl Floor
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK572][bookmark: _DTBK571]
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK574][bookmark: _DTBK573]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK576][bookmark: _DTBK575]Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK578][bookmark: _DTBK577]Window Ledges
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK580][bookmark: _DTBK579]Table Tops / Benches
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK581]Furniture
	Dust
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK583][bookmark: _DTBK582]
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK584][bookmark: _DTBK585]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK226]
TROUGHS	[image: ] (No of Troughs)				
	[bookmark: _DTBK227]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK587][bookmark: _DTBK586]Sink
	Wash Clean Disinfectant
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK589][bookmark: _DTBK588]Taps
	Wipe Clean Disinfectant
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK590][bookmark: _DTBK591]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify


Troughs need to be maintained clean for infection purposes.

[bookmark: _DTBK228]TEACHERS OFFICES  [image: ] (No of Offices)			m2=[image: ]   (Total Square Meters)
	[bookmark: _DTBK229]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK592][bookmark: _DTBK1054]Carpets
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK593]Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK595][bookmark: _DTBK594]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK597][bookmark: _DTBK596]Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK598]Furniture
	Dust
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK600][bookmark: _DTBK599]
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK601][bookmark: _DTBK602]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK230]STAFFROOOMS  [image: ] (No of Staffrooms)				m2=[image: ]  (Total Square Meters)
	[bookmark: _DTBK231]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK604][bookmark: _DTBK603]Tables
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	Only if cleared

	[bookmark: _DTBK606][bookmark: _DTBK605]Sink
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK608][bookmark: _DTBK607]Bench Tops
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK610][bookmark: _DTBK609]Fridge Outsider
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK612][bookmark: _DTBK611][bookmark: _DTBK1055]Dishwasher Panel
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK613]Vinyl Floors
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK615][bookmark: _DTBK614]
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK616][bookmark: _DTBK1056]Carpets
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK618][bookmark: _DTBK617]Door
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK620][bookmark: _DTBK619]Rubbish Bins
	Empty Bins
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK622][bookmark: _DTBK621]
	Replace Bin Liner
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK623]
	Wash
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK624][bookmark: _DTBK625]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify




[bookmark: _DTBK232]SICK BAYS 	[image: ] (No of Sick Bays)				m2= [image: ] (Total Square Meters)
	[bookmark: _DTBK233]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK626]Sink
	Wash Clean
	
	Daily
	

	
	Disinfect
	
	Daily
	

	Floors
	Sweep
	
	Daily
	

	[bookmark: _DTBK234]
	Vacuum (Carpet)
	
	Daily
	

	[bookmark: _DTBK627]
	Mop Clean
	
	Daily
	

	Bins
	Empty
	
	Daily
	

	[bookmark: _DTBK629][bookmark: _DTBK628]
	Replace Bin Liner
	
	Daily
	If Required

	[bookmark: _DTBK630]
	Wash Clean
	
	Daily
	

	[bookmark: _DTBK631]Other
	
	
	
	Please Specify


[bookmark: _DTBK632]Sick Bays need to be cleaned and disinfected at all times.


[bookmark: _DTBK235]CHANGE ROOMS [image: ] (No of Change Rooms)			m2= [image: ]  (Total Square Meters)
	[bookmark: _DTBK236]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK633]Floors
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK635][bookmark: _DTBK634]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK637][bookmark: _DTBK636]Shower Turrets
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK639][bookmark: _DTBK638]Dividing Walls
	Wash Clean
	
	MON  TUE   WED  THU  FRI
	Disinfect

	[bookmark: _DTBK640][bookmark: _DTBK641]Other
	
	
	MON  TUE   WED THU FRI
	Please Specify




TOILETS:
TOILETS MUST BE MAINTAINED TO THE HIGHEST STANDARD OF PRESENTATION AND HYGIENE AT ALL TIMES.	
[bookmark: _DTBK237][image: ] (No of toilets)					m2= [image: ]  (Total Square Meters)
	Description
	Action
	
	Days
	Notes

	[bookmark: _DTBK642]Rubbish Bins
	Empty Bins
	
	Daily
	

	[bookmark: _DTBK644][bookmark: _DTBK643]
	Replace Bin Liner
	
	Daily
	*Liners are supplied by school

	[bookmark: _DTBK645]
	Wash Clean
	
	Daily
	

	[bookmark: _DTBK647][bookmark: _DTBK646]Dispensers
	Refill soap / paper towels/ Toilet Paper
	
	Daily
	*Consumable are supplied by school

	[bookmark: _DTBK648]Toilet Seats
	Wash Clean
	
	Daily
	Disinfect top & bottom

	[bookmark: _DTBK649]Toilet Pan
	Wash Clean
	
	Daily
	

	[bookmark: _DTBK650]
	Scrub Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK651]Sinks
	Wash Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK652]Walls
	Wipe Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK653]Mirrors
	Clean & Polish
	
	Daily
	

	[bookmark: _DTBK654]Urinals
	Flush& Scrub
	
	Daily
	

	[bookmark: _DTBK655]
	Wash Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK656]Plumbing Fittings
	Wipe Clean
	
	Daily
	

	[bookmark: _DTBK657]Showers
	Wash Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK658]Baths
	Wash Clean
	
	Daily
	Abrasive powder  to be used to remove water marks

	[bookmark: _DTBK1057][bookmark: _DTBK659]
	Wipe Clean
	
	Daily
	Areas should be as dry as possible

	[bookmark: _DTBK660]Tiles
	Wipe Clean
	
	Daily
	Attention to detail to grout between tiles

	[bookmark: _DTBK662][bookmark: _DTBK661]Basins
	Wipe Clean
	
	Daily
	Underside / Exposed Pipe Work

	[bookmark: _DTBK663]Internal Floors
	Mop Clean
	
	Daily
	Disinfect

	[bookmark: _DTBK664]
	Wash Clean
	
	Daily
	

	[bookmark: _DTBK665]Taps & Fittings
	Polished
	
	
	“Brasso” should be used.

	[bookmark: _DTBK666]
	Wipe Clean
	
	
	Attention to underside of taps

	
	
	
	
	

	[bookmark: _DTBK667]Other
	
	
	
	Please Specify


We recommend that toilets be cleaned thoroughly and disinfected on a daily basis.

[bookmark: _DTBK238]LIBRARY 							m2=[image: ]  (Total Square Meters)
	[bookmark: _DTBK239]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK669][bookmark: _DTBK668]Rubbish Bins
	Empty Food Waste Bin
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK671][bookmark: _DTBK670]
	Empty Paper Bin
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK674][bookmark: _DTBK673][bookmark: _DTBK672]
	Replace Liner
	
	MON  TUE  WED  THU  FRI
	If Required

	[bookmark: _DTBK676][bookmark: _DTBK675]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK677][bookmark: _DTBK1058]Carpet
	Vacuum
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK679][bookmark: _DTBK678]
	Spot Stains
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK680]Vinyl
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK682][bookmark: _DTBK681]
	Spot Mop
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK684][bookmark: _DTBK683]Tables / Benches
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK686][bookmark: _DTBK685]Doors
	Spot Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK687][bookmark: _DTBK688]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK240]GYM 								m2= [image: ]  (Total Square Meters)
	[bookmark: _DTBK241]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK690][bookmark: _DTBK689]Gym Floor
	Sweep Floor
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK692][bookmark: _DTBK691]
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK694][bookmark: _DTBK693]
	Strip n ‘ Seal
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK696][bookmark: _DTBK695]Toilet Floor
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK698][bookmark: _DTBK697]Toilet Pan
	Scrub & Flush Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK699]Toilet Seat Wash Clean
	
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK701][bookmark: _DTBK700]Urinals
	Scrub & Flush Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK703][bookmark: _DTBK702]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK705][bookmark: _DTBK704]Showers
	Scrub Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK707][bookmark: _DTBK706]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK1059][bookmark: _DTBK709][bookmark: _DTBK708]Dispensers
	Refill Soap / Toilet Paper / Hand Towels
	
	MON  TUE  WED  THU  FRI
	Consumables are supplied by the School

	[bookmark: _DTBK711][bookmark: _DTBK710]Rubbish Bins
	Empty Bin
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK713][bookmark: _DTBK712]
	Replace Bin Liner
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK715][bookmark: _DTBK714]
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK717][bookmark: _DTBK716]Store Room
	Sweep Floor
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK718][bookmark: _DTBK719]Other
	
	
	MON  TUE  WED  THU  FRI
	Please Specify



[bookmark: _DTBK242]KITCHENETTE   [image: ] (No of Kitchenettes)				m2 = [image: ] (Total Square Meters)
	[bookmark: _DTBK243]Description
	Action
	
	Days (Circle Days)
	Notes

	[bookmark: _DTBK721][bookmark: _DTBK720]Sink
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK723][bookmark: _DTBK722]Table Tops
	Wipe Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK725][bookmark: _DTBK724]Benches
	Wipe Clean
	
	MON  TUE  WED  THU  FRI 
	

	[bookmark: _DTBK726]Floor
	Sweep
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK728][bookmark: _DTBK727]
	Mop Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK730][bookmark: _DTBK729]Rubbish Bin
	Empty Food Waste bin
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK732][bookmark: _DTBK731]Rubbish Bin
	Replace Bin Liner
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK734][bookmark: _DTBK733]Rubbish Bin
	Wash Clean
	
	MON  TUE  WED  THU  FRI
	

	[bookmark: _DTBK735]Other
	
	
	
	Please Specify


[bookmark: _DTBK736]Food Waste bins must be emptied daily. They are not to be left overnight at any circumstances

GRAFITY / VANDALISM 		
			
	Description
	Action
	
	Days (As Required)
	Notes

	[bookmark: _DTBK738][bookmark: _DTBK737]Internal Walls
	Wipe Clean
	
	
	If Not Excessive

	[bookmark: _DTBK739]External Walls
	Remove
	
	
	If Not Excessive

	[bookmark: _DTBK740]Other
	
	
	
	Please Specify


Graffiti needs to be removed immediately.
[bookmark: _DTBK741](It must take less than 10 minutes to complete for cleaners to remove during their shift)

1. WEEKLY CLEANING ROUTINE
[bookmark: _DTBK742]The weekly cleaning routine should be carried out at the end of the week. (Days of cleans can be negotiated at the school level).  Please select the cleaning actions acquired by your school by ticking  [image: MCWB01372_0000[1]] the box.

GENERAL MAINTENANCE
	Area
	Description
	Action
	
	Notes

	[bookmark: _DTBK743]General Maintenance
	Internal Slate
	Wash Clean
	
	

	[bookmark: _DTBK744]
	
	Remove Spots
	
	

	[bookmark: _DTBK745]
	Brick / Cement
	Wash Clean
	
	

	[bookmark: _DTBK746]
	
	Remove Spots
	
	

	[bookmark: _DTBK747]
	Tiled Floor
	Wash Clean
	
	

	[bookmark: _DTBK748]
	
	Remove Spots
	
	

	[bookmark: _DTBK749]
	Passage Floor
	Wash Clean
	
	

	[bookmark: _DTBK750]
	
	Remove Spots
	
	

	
	Linoleum / Vinyl
	Buff
	
	

	
	Wooden Floor
	Buff
	
	

	[bookmark: _DTBK752][bookmark: _DTBK751]
	Furniture Surface
	Wipe Clean
	
	Table Tops / Desk Tops / Cabinets

	[bookmark: _DTBK753]
	
	Remove Marks
	
	

	[bookmark: _DTBK754]
	Empty Shelves
	Wipe Clean
	
	

	[bookmark: _DTBK755]
	Student Carrels
	Wipe Clean
	
	

	[bookmark: _DTBK756]
	Building  -Internal
	Remove Cobwebs
	
	

	[bookmark: _DTBK757]
	Building - External
	Remove Cobwebs
	
	

	
	Vents
	Dust
	
	

	
	Ledges
	Dust
	
	

	
	Window Seals
	Dust
	
	

	[bookmark: _DTBK758]
	Door Mats
	Remove & Sweep
	
	

	[bookmark: _DTBK759]
	Glass Doors
	Wipe Clean
	
	

	[bookmark: _DTBK760]
	Door Frames
	Wipe Clean
	
	

	[bookmark: _DTBK761]
	Glass & Frames
	Wipe Clean
	
	

	[bookmark: _DTBK762]
	Other
	
	
	Please Specify



1. [bookmark: _DTBK1060]TERM VACATION CLEANING ROUTINE

[bookmark: _DTBK1061]The vacation cleaning is the time for a spring clean.  It offers schools the opportunity to lift the standard of presentation of the school.  Please select the cleaning actions required by your school by ticking [image: MCWB01372_0000[1]]the box.

GENERAL MAINTENANCE
	Area
	Description
	Action
	
	Notes

	[bookmark: _DTBK764][bookmark: _DTBK763]General Maintenance
	Linoleum / Vinyl Floors
	Strip & Seal
	
	An approved sealer must be used.
[bookmark: _DTBK244](2 coats)
If Required

	[bookmark: _DTBK245]
	
	Polish
	
	Must be complete with a non slip finish (3-4 Coats)

	
	Wooden Floors
	Seal
	
	

	
	
	Polish
	
	

	[bookmark: _DTBK765]
	Internal Walls
	Remove Dirt Marks
	
	

	[bookmark: _DTBK766]
	Tables
	Wash Clean
	
	

	[bookmark: _DTBK767]
	Chairs
	Wash Clean
	
	

	[bookmark: _DTBK768]
	Doors & Door Frames
	Wipe Clean
	
	

	[bookmark: _DTBK769]
	Glass Doors / Door Frames
	Wash Clean
	
	

	[bookmark: _DTBK770]
	Ceiling Fans
	Dust
	
	**If non mechanical equipment is not Required

	[bookmark: _DTBK771]
	Ceilings
	Remove Cobwebs
	
	

	[bookmark: _DTBK772]
	Ceiling Lights
	Wipe Clean
	
	

	[bookmark: _DTBK773]
	Furniture Tops
	Wipe Clean
	
	

	[bookmark: _DTBK774]
	Building – External
	Remove Cobwebs
	
	

	[bookmark: _DTBK775]
	Eves
	Remove Cobwebs
	
	

	[bookmark: _DTBK777][bookmark: _DTBK776]
	Around Window Frame
	Remove Cobwebs
	
	Internal / External

	[bookmark: _DTBK778]
	Venetian Blinds
	Remove Cobwebs
	
	If required

	
	
	Dust
	
	

	[bookmark: _DTBK1062]Low Use Areas
	Carpet
	Vacuum
	
	If required

	
	Hard Floor
	Buff
	
	

	[bookmark: _DTBK779]
	
	Spot Mop
	
	

	[bookmark: _DTBK780]
	Other
	
	
	Please Specify

	
	Boiler Room
	
	
	

	
	Undercover Area
	
	
	

	
	Sports Room
	
	
	

	
	Store Room
	
	
	

	[bookmark: _DTBK781]
	Other
	
	
	Please Specify



CLEANERS STORE ROOMS
	Area
	Description
	
	Action
	Notes

	Cleaners Rooms
	Floor
	
	Clean and free of obstacles at all times
	

	[bookmark: _DTBK782]
	MSDS Sheets
	
	Visible
	MSDS need to be visible, safe & accessible to all

	[bookmark: _DTBK783]
	Chemicals
	
	Stored Safe as per OH&S regulations
	Labelled bottles need to be in place

	[bookmark: _DTBK784]
	Equipment
	
	Various Equipment & Extension Cords
	Electrical equipment need to be tested, tagged & stored in a proper, dried & safe environment.

	[bookmark: _DTBK786][bookmark: _DTBK785]
	Mops
	
	Good Condition
	Wash Clean / Let drip dry safely.

	
	Miscellaneous materials
	
	Stored neatly and within a safe placement
	

	
	Lighting
	
	Properly lit & ventilated
	

	[bookmark: _DTBK787]
	Other
	
	
	Please Specify


[bookmark: _DTBK788]The cleaner store room needs to be clean at all times.  Occupational Health and Safety measures need to be in place to ensure a safe working environment for all.

1. ANNUAL CLEANING ROUTINE	Comment by Lee, Felicity S: Note to VSBA – we suggest you consider whether this item should be updated to be a deep clean or something similar (to be performed monthly or at the end of a Remote Learning Period) rather than an annual clean, given these services are only applicable during the remote learning period
[bookmark: _DTBK1063]The annual cleaning of schools must be completed prior to the commencement of the school year.  The annual clean is an opportunity to start the year fresh.

[bookmark: _DTBK1064]Please select the cleaning actions required by your school by ticking  [image: MCWB01372_0000[1]]  the box.

GENERAL MAINTENANCE
	Area
	Description
	
	Action
	Notes

	[bookmark: _DTBK789]General Maintenance
	Carpeted Areas
	
	Steam Clean
	

	[bookmark: _DTBK790]
	
	
	Wash Clean
	

	[bookmark: _DTBK791][bookmark: _DTBK1065]
	Glass Panels
	
	Spot Clean
	

	[bookmark: _DTBK792]
	Partition Walls
	
	Remove Marks
	

	[bookmark: _DTBK793]
	Windows – Internal
	
	Wash Clean
	

	[bookmark: _DTBK794]
	Windows – External
	
	Wash Clean
	

	[bookmark: _DTBK795]
	Other
	
	
	Please Specify



1. OTHER
[bookmark: _DTBK1066]If you have any “other” cleaning duties that the school requires, please mention it in this section
	Area
	Description
	Action
	
	Notes
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